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1. Mepuwt 6e30nacnocmu npu paéome Ha Komnviomepe

KoHCTpyKIMsi ~ KOMIIbIOTEpa  OOECHEYMBAECT  AJIEKTPOOE30MacHOCTh VIS
paboTaromero Ha HeM 4YeJloBeka. TeM He MeHee, KOMIBIOTEp sBIIETCS
JNMEKTPUIECKHM  YCTPOHCTBOM, pabOTAIOIMM OT CETH IEPEeMEHHOTO TOKa
HanpsokeHneM 220 B., a B MoHHTOpe HampspKeHHe, I0JaBaeMoe Ha KHHECKOII,
JIOCTHTAET HECKONBKUX JIECATKOB KHIOBOJIBT. UTOOBI MPEXOTBPATUTH BOSMOXKHOCTD
MOpa)kKeHHsI PIEKTPUUSCKUM TOKOM, BO3HHKHOBEHHMS IO)Kapa M BBIXOJA M3 CTPOS
caMoro KOMIIbIOTEpa INpH padoTe MW TEXHWYSCKOM OOCIY)KHBaHHHM KOMITBIOTEpa
HEO0O0XOIMMO COOIONATH CIIEAYIOIINE MEPHI IPEIOCTOPOKHOCTH:

- CeTeBBIE PO3ETKH, OT KOTOPBIX ITUTAETCS KOMIIBIOTEP, JOJDKHBI
COOTBETCTBOBATh BHJIKAM KaOeJeH IeKTPOIUTAHHS KOMITBIOTEPa;

- 3ampenaeTcss HUCIOIb30BaTh B KAUECTBE 3a3€MIICHHS BOJOMPOBOAHBIC U
ra3oBble TPYOBI, paJHaTOPbl U APYTHE Y37IbI HAPOBOTO OTOILICHUS;

- 3ampenaeTcs BO BpeMs pabOThl KOMIBIOTEpPa OTKIIOYATh M MOAKIIOYATH
pa3beMBl COSIMHUTENBHBIX KaOelei;

- 3ampenaeTcsi CHUMAaTh KPBIIIKY CHCTEMHOTO 0JI0Ka U MMPOU3BOJUTH JIO0bIE
olepany BHYTPH KOpITyca O HMOJIHOTO OTKJIFOYECHHs CHCTEMHOro OJioka
OT DJICKTPOIIUTAHU S,

- 3ampeniaeTcs: pa30dupaTh MOHUTOP M TBITAThCS CAMOCTOSITENBHO YCTPAHATh
HEUCHIPABHOCTHU (Ol'[aCH])Ie JUIA  )KU3HH BBICOKHEC  HAIPSXKCHUA Ha
JNIEMEHTaX CXEMBl MOHHMTOPA COXPAHSIOTCS IIMTEIBHOE BpeMsl MOcie
OTKJIFOUEHHS HJICKTPOIIUTAHUS);

- 3anpemacTcsa 3aKpblBaTb BEHTUIIALIMOHHBIE OTBEPCTHUA HaA KOpPITyCce
CHCTEeMHOro OJIoOka W MOHHMTOpa [OCTOPOHHHMH MpEIMETaMH BO
n30exaHWe TeperpeBa »IEMEHTOB PACIOJIOKEHHBIX BHYTPH 3THX
YCTpOICTB;

- MOBTOPHOE BKJIIOYEHHE KOMITbIOTEpa PEKOMEHIYeTCsl MPOW3BOAUTH HE
panee, 4eM uepe3 20 ceKyH] [10ciIe BBIKIIOUSHHUS.



2 .Bgeoenue

I[IpakTHYeCcKOe 3aHATHE [PEIoaraeT OTpaboTKy CIIedyOLUX BOIPOCOB!

1. MWsyuenue Bo3aMokHOCTEH npunokenus Microsoft Office mo opranuszamun
KOMMYHUKAIIMOHHOHN CPeJibl OpraHu3aluH (YUPEKICHNUS).

2. Tlony4eHue TMEPBUYHBIX HABBIKOB B OPraHU3AlMH  JICKTPOHHOIO
JOKYMEHTOO60POTA € MIPOCTOM IIMEKTPOHHON MOANUCHIO 0a3e MPIIIOKEHHS
Microsoft Office.



3. Texnonoczua Microsoft Outlook ¢ wummepecax opzanuzayuu
INEKMPONIO20 OOKYMERMO0HOPOMa ¢ NPOCMOI IIEKMPOHHOL NOONUCDHIO

Outlook sBIIsIeTCS caMbIM «O(QHCHBIMY» W3 BCeX HpuiiokeHnit Microsoft
Office. Jlaxxe ero mpocredmme (QyHKIMM MNO3BOJIAIOT pemIaTh IENbIH pPsx
pa3HO00pa3HBIX O(QHCHBIX 33/1ad, B IIEJIOM XK€ €ro BO3MOJKHOCTH IIPAKTHYECKU
HeucueprnaeMbl. Ho OTHIOZP He Bce MOJb30BAaTeNM M JajJeKO HE Bcerga
UCTIONIL3YIOT MX B TOJIHOW Mepe. PsimoBbie ciyskamiue mpu padote ¢ Microsoft
Outlook yarie Bcero BEINOMHAIOT CIEAYIOMINE ICHCTBUS:

- HUMEIOT JIeJI0 C JJIEKTPOHHOM MOYTOM: CO3JAal0T, OTIPAaBISIOT,
MOYYaoT M IeYaTaroT COOOLIeHHs, PabOTaroT C IOYTOBBIMHU
[aNKaMM, MOAMKUCHIBAIOT COOOLICHHS, YCTAHABIMBAIOT IIPaBUIIa
00paboTKH cOOOIIECHHIA;

- IUIAHUPYIOT CBOE pabouee BpeMsi: CO3JAI0T 3alMCH O BCTpEYax M
COOBITHSIX B KaJeHAape, HACTPAaMBAlOT  OIOBEIICHHUS,
HPOCMATPUBAIOT KAJICHAAPE;

- BEIlyT KOHTaKThI: 100ABIIAIOT M IPOCMATPUBAIOT 3aIlHCH;

- paboTalT C 3amavaMu: CO3JAIOT 33Jauyd U OTCIEKHUBAIOT HX
BBITIOJIHEHUE;

- HOJIB3YIOTCS 3aMETKaMH: CO3JAI0T, PEAAKTHPYIOT, 0QOPMIISIOT U
YAQISIOT UX.

[lo cpaBHEHHIO ¢ APYTHMHU OCHOBHBIMH MpuitoskeHHAMHU Microsoft Office
2007, BremHe Outlook 2007 MeHee BCero OTIMYAETCSA OT CBOMX NMPEABIAYIINX
Bepcuit. OfHAKO B HEM IMOSBHJINCH U HOBBIE BO3MOXKHOCTH, U HOBBIE KOMaH/IHI,
U... HOBBIE TIPOOJIEMBI.

3agactyro Outlook BBIOTHSET PONb OOBIYHOTO «ITOYTOBHKA». Takoe
TIOJIOXKEHUE JIeJT TTOX0)KEe Ha CTPenb0y M3 MyIIKH MO BOPOObSM, Belb HA CaMOM
JIeJie 9TO LeNIBI KOMIUIEKC /Ul TUIAaHUPOBAHMSI M yNpaBieHHs paboTod Bceid
opraHusanuu. ITo CpPaBHCHHUIO C OCTaJbHBIMU TMPHUIOXKCHUAMU U3 Ha6opa
Microsoft Office 2007, Buemne Outlook 2007 MeHee Bcero OTIMYAETCS OT
CBOMX MpeApaymux Bepcuid. OJHAKO 3TO HE O3HA4YaeT, 4yTo TyT obouuiocs 6e3
HOBHHOK.

Moxamyii, enuHCTBeHHOH mnporpammoit m3 makera Office 2007, B
KOTOPOH  (JIGHTBI» HE TIIOJHOCTBIO  3aMEHMIM  HPUBBIYHBIE  HaHEIH
HUHCTPYMEHTOB, saBiseTcss Outlook. Ee ocHoBHOIT nHTEpdeiic ocrancs mpexHuM,
a ICHTBD) HCIOJB3YIOTCSI TOJBKO B OKHAaX COOOIICHWH, KOHTAKTOB, 3a1ad W
HPOYMX KOMIIOHEHTAX.
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Pucynok 1 — I'maBaoe okuo Outlook 2007

IlepBoe, uTo Opocaercs B rna3a B oOHoBIeHHOM Outlook, — HoBas
BepTUKanbHas maHens 3amad Cmmcok gea (To Do). Ilo ymomuanuio oHa
HAXOJMTCSA B CBEPHYTOM COCTOSIHUM JUIi SKOHOMHMH MECTa, HO JOCTATOYHO
OJIHOTO KJIMKa, 4TOO pa3BepHYTh €€ MOJHOCThI0. C MOMOIIBIO JAHHON MaHeNIH
TIOJIB30BATENb JIETKO MOXET MPOCMOTPETh YMOPSAAOYEHHBIH 10 JaTe CHHCOK
MPEJCTOSMIMX 3a/a4, BCTPEY, MEpONpUsATHH M T. 1. TakuMm oOpasom, eciu
paHblie IJIS 3TOrO MPUXOAWIOCH O0palaThCs K pa3inyHbIM KOMIIOHEHTaM
MPOrpaMMBbl, CKaXKeM, KaJeHIapb, 3aJaHds W KOHTAaKThI, TO Temepb BCS
HeoOxoxuMass wHQOpMalys Kak Ha JagoHH. Kpome ykKe MepeurcIeHHBIX
noctonHCTB. CIHCOK el MOXET JIErKO MMIOPTUPOBAThH 3a/aud U3 JIPYTHX
npwioxkenunii  Office 2007, Ttakmx kak Project 2007, OneNote 2007 wu,
pazymeercs, Windows SharePoint Services.

Yro kacaeTcs HENMOCPEACTBEHHO PabOThI C IEKTPOHHOW MOYTOH, TO TYT
0CcOOBIX M3MECHEHHH HET, OTIPAaBKA/TIONyYCHHUE COOOIIEHHH, CO3JaHHWE OTBETA
WIM TIEPEChUIKH, COPTHPOBKA, I'PYMIIMPOBKA, paboTa ¢ MamkaMd — BCE 3TO
MPaKTHYECKH aHAJOTHYHO MPEABLAYIIUM BepCHAM nporpaMmbl. CTOUT OTMETUTh
IMmb mapy (YHKIWH, HEMOCPENCTBEHHO CBs3aHHBIX ¢ Microsoft Exchange
Server 2007, — Takue Kak BO3MOYKHOCTb YIPaBJIE€HHs COOCTBEHHBIM IOYTOBBIM
ABTOOTBETYMKOM, a TAaKKEe B3aHMOJCHCTBHE C YIPABISIEMBIMH IAITKAMH
Exchange Server 2007 (mO3BOJSIONIMMH KOMIIAHHSM  OpPraHU30BBHIBAThH
3JIEKTPOHHYIO II0YTY B COOTBETCTBUH C HOPMAaTUBHBIMHU TPEOOBAHUAMH).
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Tlepsoe, wTo Gpocaetea s raasa & Hosox Outlook - HoBas BepTHKATENaZ MaseTs 3a7a% “TO DO [lo yMOTIHMIO, OHA HAXOTHHTCE 4
B CBEHTYTOM A MecTa, HO OHOTO KIHKA, 9T00 PasBeTyTs e MoaHOCTH0. C noMommsio

aHHON NaHETH, TIOAB30BATENH TETKO MOKET IOCMOTPETS CHCOK NPEACTOAWMX 3332, BCTPEY, Meponpuarnii, u T.3. Ilpn stom Bee
337290 yNOpAA0TeHH ! N0 Aate. Tk 05pazon, e paHIIe 414 3TOTO MPHXOFAIOCH OOPAATCA K PASTHIHEIM KOMIOHEHTaM
NPOTPAMMEL, TAKHM, KaK Ka7THIaph, 32JaHHA H KOHTAKTHI, TO TeNeps BCA HeodxommMas nuopMauna Kak Ha Jatonu. Hy, kpome

ke MepesHCTenHEX F0cToRHCTS, To-Do MOKET JeTKo HMTOPTHPOBATS 3381 13 ApYTHX npuoxenit Office 2007, Takix xax

Project 2007, OneNote 2007 1, pasyseercs, Windows SharePoint Services

Pucynok 2 - OKHO HOBOTO COOOIIEHUS TeTIeph ¢ HOBBIM HHTepdeiicoMm

Pa3paborumky 1Mo3a00THIMCE M O TOM, 4YTOOBI HOJIB30BATEISIM
NPUXOAMIOCH  IOPEXE  IEPEeKNIIoYaTbCd  MEXJY OKHaMH  pa3JIM4HBIX
NPUIOKEHHUH, MO3TOMY Telepb HEKOTOpble BIOKEHHbIE (aitmbl  (TekcT,
n3obpaxenus, 1okyMeHTbl Word, anexkTponHsle Tabnuupl Excel, nmpesentaunu
PowerPoint) MO>XxHO TIPOCMOTpPETHh HETIOCPEICTBEHHO B Telle MUChbMa. Bripouewm,
ObuT0 OBI YAWBUTENBHO, eciii ObI Microsoft He BKIIOYMIA TOAAEPKKY (ailnoB
cobctBeHHOTO (popmara. M3 cooOpaxkeHHi Oe30IMaCHOCTH aBTOMATHYECKH
TIOKa3bIBACTCSI COEPKUMOE TONBKO (haiiyioB, MONYyYEeHHBIX OT OTIpaBHTENEH,
Bxojsamux B crucok Safe Senders, s BIOXKEHHH OT OCTalbHBIX aJ[pPECcaToB
HY)HO IIeNKHYTh Ha KHomke Preview File. Pasymeercs, Bo3MoOXHOCTH
OTKpBIBAaTh U COXPAHATH NMpUATTadeHHbIEe (aiiibl, KaKk B MPEIBIIYIINX BEPCHIX
Outlook, HuKy/a He Jienack.

Buemnuii Bung Kajenmpapsa Taioke npeTeprienl HEKOTOpble M3MEHEHHS:
TaK, B HIDKHEH YacTH Temephb MOSBHIACH 001acTh AJISI TPOCMOTpA CIHCKA 3a/ad,
COOTBETCTBYIOMINX BBHIOPAaHHOW jAaTe. 3adeM 3TO CAETaHO, HE COBCEM IOHATHO,
Be#b Ta ke MH(popManus xyommpyercs B nanenu To Do. ExunctBeHHOE, 4eM
MOXHO OIpaBgaTh TaKOM Imar, — CTPeMJIEHHEM IIOBBICHTH HHTEPEC
HOJIB30BaTeNel K MHCTPYMEHTaM JUIsl IUIAHWPOBAHMS M YIOPSOYCHUST paboThl,
MOCKOJIBKY B IIPOLUIBIX BEPCHSAX MOAOOHBIE INPOLEAYyphl OBUIM JOBOJBHO
JUIMHHBIMM U PYTHHHbIMH. Brmpouem, Bce 53TO JIeTKO HacTpauBaeTcs.
@YHKIMOHAJIBHBIX )K€ HOBOBBEJIEHUH, KaK U B CIy4ae C MOYTOM, MPAKTUUECKU
HeT.

Ecnm roBoputh 0 paboTe ¢ KOHTAKTaMH, TO TyT CTOUT OTMETHTh HOBBIE
PEXKMMBI IIPOCMOTpA UX CIHCKa, HarpuMmep Business Card.



Haxkoreri-to B Outlook mosiBuiack BO3MOXKHOCTh HOJTy4aTh HHPOPMAIIHIO
u3 RSS (Really Simple Syndi-cation). [{ist Tex, kto pabotaet ¢ Internet Explorer
7, okaxercst xopoiuei HoBocThio TO, uto u IE7, m Outlook 2007 Gymyt
HCIIONB30BaTh OJMH MeXaHM3M i uyreHus RSS, a taxke obliee XpaHWIHIIE
JaHHBIX. [T09TOMY Bece IyONIMKAlUK, Ha KOTOPbIE BBl MOJIKCAINCH B Opaysepe,
CTaHyT JOCTYIHBI A5 mpocmotpa B Outlook, u Ha060poT.
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Pucynok 3 - OkHo 3amaun Taxxe opopmieno B ctuie Office 2007

B HOBOIi Bepcuu CyIIECTBEHHO mepepaboTaH HHTepdeiic MmoncKoBoi
CHCTEMBI U paciIupensl ee Bo3MoxHocTH. Outlook 2003 B 3TOM ItaHe fanek oT
uaeana — ero (yHKIHOHAJIHHOCTH ObUIa BeChbMa OTpaHWuYEHa, a WHTepdeiic
KasaJcs 3allyTaHHBIM U TpeOoBal CHEHHAIbHOTO n3ydeHHs. Temeps B BepxHeil
4acTH OKHAa MOXHO pas3BepHyTh Iloctpomrens 3ampocoB (Query Builder).
Ilanens momcka WMeeT TUIOBOW HAOOp MONEH Ui KaXIOH o0jacT, s
pacIIMpeHusl yCIOBHH ITOUCKA HY)KHO KIMKHYTb 0 KHOTKe J[00aBUTH KpuTepuit
(Add criteria). ITouck mPOMUCXOANT MIHOBEHHO, JOCTATOYHO BBECTH B Kakoe-
nu0o moJe 3ampoca XOTs Obl OMH CHMBOJI, KaK TYT K€ HauMHaeT paboTaTh
orbop 3amuceid. HalimeHHBIE 3J€MEHTHI 3ampoca IOACBEUUBAIOTCSA IKEITHIM
LBETOM, IIPH JKEJIAHUH 3TO JITKO U3MEHHUTH B HACTpOiikax. CTOUT MOMHHTB, YTO,
BO-TIEPBBIX, MOHCK OCYIIECTBIAETCS TOJIBKO B TeKymed obmacTu, s
HaXOXJCHUS >KE OJJIEMEHTOB B pPa3HBIX OONACTAX HYXKHO BOCHOJIB30BaThCS
BO3MOKHOCTSIMH PACIIMPEHHOTO ITOWCKA, U, BO-BTOPHIX, JUIS BBIXOJA M3 3TOTO



peXUMa HENOCTATOYHO IPOCTO CBEPHYTHb IMaHENb — HEOOXOAMMO OYMCTHUTH
YCIIOBHS 3a1poca.

Jlanee ocraHOBMMCS 1OJpoOHee Ha KaTeropusx. B mpeaplaymx Bepcusix
HX MOYKHO OBUIO NMPUMEHSTH JUIsl JIFOOBIX 3JIEMEHTOB, KpoMe 3aiad. OCHOBHOM
HEJOCTATOK 3aKII0Yalcs B TOM, YTO I BHIOpAHHOW KaTerOPHHU LBET SpJIblKa HE
m3mersuics. Kpome Toro, mMx Ha3BaHMS OBUIM BeCbMa YCJIOBHBIMH H, Kak
CIICICTBUE, Mal0 KOMYy MOAXOAWIN. Temepb e HasHadeHHE KaTeropui H
I[BETOBOE BBIJCJICHHE JJIEMEHTOB OOBEIMHEHBI, CaMU KaTeropHH CMEHWIH
Ha3BaHHs HAa HEHTpaJIbHbIC, 10 YMOJYAHHUIO OHH MPUBS3aHbI K 1BeTy. OIHY WM
HECKOJIKO KaTeropuii (a ciefoBaTesbHO, M I[BET) MOXHO HA3HAYMTb I
moboro snementa Outlook. PazymeeTcs, UM JieTKO NMPUCBOUTH MPOU3BOJIBHBIC
Ha3BaHMS WIM JaXe CO3/aTh HOBBbIC. BI00aBOK KaTeropuu TEmeph MOTYT
NPUMEHATBCS KaK KPUTEPHUM JUIL TIOMCKAa DJIEMEHTOB, COPTHPOBKH WU
IPYIITHPOBKH.

B cucremy 6e3omacHOCTH BKIIIOYEH OoJiee MOIHBINH (GMIBTP IPOTHB TaKk
Ha3bIBAEMOTO BBIY)XHMBaHMS HMH(opMmarmy, win ¢umuara. OH aHAIH3UpYeT
HNMCbMa M IIPeLyNpeXIacT IONb30BaTels O HOTEHLHAIbHO HeOEe30MacHbIX
CCBUIKAX — HampuUMep TeX, B KOTOPbIX BMECTO HIDKHEIO perucTpa
3amaJHOeBpONeiickoro andaBuTa BKIIOYCHBI CHMBOJIBI U3 KUPHIULBL. Taroke
ycuieHa OJoKHpoBKa BHemHero koHteHta. B Outlook 2003 ona mpumeHsiach
HCKITIOYUTEINILHO K MOJIYYCHHOMY COOOIICHHIO, IPU STOM IepeHANpaBICHHE WU
neyaTh COOOIICHUS NPHBOAMWIM K 3arpy3ke 3a0JIOKHPOBAaHHBIX JaHHBIX H,
BO3MOJKHO, HeOe30macHOro ucnosHseMoro koxa. Ceifuac 3Ta OILUIOIIHOCTD
UCIpaBIIeHa.

Hospiit mexann3m Outlook E-mail Postmark npu3an oGnerduts »Ku3Hb
nosb3oBatensm Outlook 2007 B 6opsbe co ctaMoM. BBIMISuT 310 ciemyonmm
00pa3oM — MpH OTIpPaBKe COOOIIEHUsS, KOTOPOE MOXET OBITh BOCIIPHHATO Ha
CTOpDOHE ajpecara Kak CIlaM, II0JIb30BAaTENb YBHAWT COOTBETCTBYIOLICE
NpeayNpexXaAeHHe U CMOXKET NOOaBUTh IIOMETKY» B 3arojOBOK IHChbMa. OTa
NpoLeaypa 3aHUMaeT MHHUMYM BPEMEHH, OJTHAKO JUIs CllaMepa, PacChUIaoIero
TBICSIYM  COOOIIEHMH, «IPOMApPKHPOBaTh» Kakaoe W3 HHUX OyJer BecbMa
3aTpyJHUTENEHO. Il IpHHUMAromeld CTOPOHBI HAJIWYHEe METKH B 3aroJjIOBKE
CIIYKHUT AACHBIM YKa3aHHUEM Ha TO, YTO JaHHOE IMMCbMO HE ABJIIETCSA CIIaMOM.

U1 Hamocnenok emie oJHO BaXHOe 3aMeuyaHue — B Microsoft He cranu
n300peTaTh BEJIOCHUIICA M OCTaBWIN MPEXHUM (popmar ¢aiina gaHHbIX (*.pst). Y
Outlook 2007 oH TO4YHO Takoii e, Kak u y Ooliee paHHUX Bepcuii, Onaromaps
yeMy IepeMenarh IMoJ00HbIe (halIibl, a CIeJoBaTeLHO, U BCIO MH(OpMAIHIO,
MeXmy crapeiM U HOBBIM Outlook oOdYeHb Jerko — HpH 3TOM KOPPEKTHO
BOCIIPOM3BOASATCS @K€ IIBETOBBIC KaTETOPUH U3 IOCIEAHEH BEPCHU M SIPIBIKH
U3 CTapbIX.

B menoM jxe MOXHO CKa3aTh, YTO OCHOBHBIC H3MEHCHHUS INPUXONATCS Ha
unrerpanuio ¢ Microsoft Exchange Server 2007, a Taxke coBMecTHYy[0 paboty ¢
KaJeHIapeM M 3agadamu (Kak, BmpodeMm, W B Bepcuu 2003). OueHp cTpaHHO
CMOTPHUTCS COYCTAHHE KJIACCHYECKOro HMHTepdelica ITaBHOIO OKHAa M HOBOIO
uHTepdelica Uil  BTOPOCTEIIEHHBIX KOMIIOHEHTOB, XOTS, HAaBEpHOE, Y
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pa3pabOTYMKOB Ha 3TO OBbUIM CBOM MpPUYKMHBL. ECIH BBl aKTHBHO HCIIOJB3yeTe
Exchange Server, To epexoz Ha IIOCJIEIHIO BepCHIO OoJiee YeM ONpaB/aH, eClik
HET, TO BbIrozia OyJeT CKOpeH «3CTETHYECKOro», YeM IPAKTUYECKOro IIaHa
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4.  Ilpakmuueckoe 3anamue No6
Opzanuzayun 31eKMpoOHHO20 0OKYMEHmMoobopoma na 6aze ogucnozo
npunoxycenus Outlook 2007

ean:

1. W3yuurs npuemsi pabotsl B nprnokernn Microsoft Outlook 2007.

2. IloarotoBHTH HEOOXOAMMYIO TEOPETHUYECKYIO M IPAKTUUSCKyIo 6a3y Uit
YCIEIIHOW caMOCTOsATENbHON padoThl ¢ npuioxkeHueM Microsoft Outlook
2007 B wWHTepecax OpraHU3alMH 3JICKTPOHHOTO JOKYMEHT000OpOTa ¢
MPOCTOM EKTPOHHOH MOAMUCHIO.

Bpewmsi: 2 gaca.

Mecto npoBeaenus: KoMnsroTepHsIii Ki1acc

ObecneyeHue 3aHATHSA

1. TIBBM c ycraHoBineHHO# omepannonnoir cucremoit Windows 7/10,
otucusrit maket Microsoft.

2. Meromuueckne yKazaHHS K TIPAKTHYECKUM 3aHATHAM II0 IHUCIUIUIHHE
«Cucrema 3JIeKTPOHHOTO JIOKyMEHT0000pOTaY.

IMopsinok npoBegeHNst MPAKTHIECKOT0 3aHATHS
1.  H3yuumw npuemst pabomsl ¢ npunozyicenuu opucrnozo naxema Microsoft
Outlook 2007 (90 mun.).

IMonb3ysich  TEOPETHYECKUMH CBEACHHSMH, TPHUBEACHHBIMH B 113,

CTyIeHTBI, C Wuchonb3oBanueM I[IOBM, wu3ydaror mnpueMsl pabGoOTBI €
KoMroHeHTamu npuinokenus Microsoft Outlook 2007.
2. B coomeemcmeuu ¢ 6apuanmom noo2omosgums u cozoamsp 6 cpede Visio
anzopumm  Oeiicmeuii,  OMPANCAIOWUI  CheyuuKy  npumMeHeHus
xomnonenmos Microsoft Outlook 2007 ¢ wunmepecax ynpasnenueckoii
0esAMeNbHOCMU U OCYWeCHEUMDb nepedauy HOYmOosbiM KIUEHMOM RO
3a0annomy aopecy.

[Monb3ysch 3HAHUSMHE, MOJTYYCHHBIMH MPH OTPAbOTKE MEPBOrO BOIPOCA
MPAKTHIECKOTO 3aHSTHSI, CTYACHTHl B COOTBETCTBUH C 33JaHHBIM BAPUAHTOM B
cpene  Visio  pa3pabaThiBalOT ~ aNrOpUTM  JCHCTBHH,  pealu3yroLIni
ynpaBieHuecKue (QyHKINH.

3. Hoozomoenennvle mamepuanst 6bICHIAAIOMCA CHYOEHMAMU 1O
3a0aHHOMY adpecy u HOOMEEPHCOAIOMea ceoeil NPOCMOoil HOORUCHIO.



BapuaHThl MHIMBHIYAJIBHBIX 3aJaHUN

Bapuant Ne Conep:xanue padot

1. Hactpouts ydeTHyio 3amuch mouroBoro kimenta Outlook mmst
paboThl B ABTOMATHYECKOM pPEXHME B pEXKHME IPOCTOI
3JIEKTPOHHOM IMOAMKCH.

OcCylecTBUTh OCTAaHOBKY 3ajgaun Ha Hamucanue CJI3 ¢
UCHOJIb30BaHHEeM KoMioHeHTa 3anaun Outlook u mpencrasButs
otyer 00 ucnonHenun C/3 (CkpbiTas KOIKs NPENojaBaTeo)
IIpencTaBUTh aNrOpuTM HACTPOIKH cepBepa NEKTPOHHO MOYTHI
Juis kopnopatusHo# VIC.

2. Hacrtpoutp yuerHyro 3amuch mouyroBoro kimenra Outlook mis
paboTBl B aBTOMATHYECKOM pEXHME B DPEXHME IIPOCTOH
3JIEKTPOHHOM TOAIKCH.

OcylecTBUTh IOCTAaHOBKY 3ajgaud Ha Hanucanue CI3 ¢
HCIOJIB30BaHUEeM KoMIOHeHTa 3agadn Outlook m mpencraButs
otyer 00 ucnonnennn C/I3 (CkppiTas KOIKs NPErojaBaTeo)
[IpencraBuTh alrOpUTM HACTPOMKHU cepBepa AEKTPOHHOM HOYTHI
Juist kopnopaTtusHoit MIC.

3. Hactpouts ydetHyio 3amuch mouroBoro kimenrta Outlook st
paboTBl B ABTOMATHYECKOM pPEXKHUME B DPEXHME IPOCTOMH
9JICKTPOHHOH MO/IHCH.

OcCyIecTBUTh TOCTAaHOBKY 3amaun Ha Hamucanue CJI3 ¢
HCIONIb30BaHHEM KOMIOHeHTa 3amaun Outlook u mpencraBuThb
otyet 00 ucnonHennn CJI3 (CkpbiTast KOIHS IPETOJaBaTENI0)
TIpeacTaBuTh aNrOPUTM HACTPOUKH CepBEpa ANEKTPOHHOM ITOYTHI
Juist kopnopatusHoi MC.

4. Hactpouts y4eTHyro 3amuch mouroBoro kimenrta Outlook st
paboTel B aBTOMATHYECKOM pPEXKHME B PEKHME MPOCTOIt
9JIEKTPOHHOH MOAMHUCH.

OcymiecTBUTh TOCTAaHOBKY 3amaun Ha Harmucanne CJ3 ¢
HCTIONB30BaHeM KommonenTta 3amaun Outlook u mpemcraButh
otyer 00 ucnonHennn C/13 (CkppiTas KONMKs NPErnojaBaTeso)
TIpeacTaBuTh aITOPUTM HACTPOUKH CepBepa HEKTPOHHOM MTOYTHI
Juis kopnopaTtuBHo#t VIC.

5. Hactpouts y4eTHyio 3amuch moutoBoro kiuenra Outlook st
paboThl B ABTOMAaTHYECKOM pPEXHME B PEXHUME IPOCTOH
9JIEKTPOHHOIT ITOAIIHCH.

OcCylecTBUTh TOCTAaHOBKY 3ajgaun Ha Hamucanue CJI3 ¢
UCHOJIb30BaHHeM KoMiloHeHTa 3anaun Outlook u mpencraButs
otuer 00 ucronHenun C/I3 (CkpbiTast KOIUs IPEHoaBaTeio)
IIpencTaBUTh aNropuT™M HACTPOMKHU cepBepa NEKTPOHHOI MOUTHI
Juis kopropatusHo# VIC.

6. Hacrtpoutp yderHyro 3amuch mouroBoro kimeHra Outlook mis
paboThl B ABTOMAaTHYECKOM pPEXHME B PEXHME IPOCTOH
3JIEKTPOHHOM IOJIKCH.
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OcymiecTBUTh IOCTAaHOBKY 3ajaun Ha Hamucanume CJI3 ¢
UCHOJIb30BaHHeM KoMiloHeHTa 3anaun Outlook u mpencraButs
otyet 00 ucnonHennn CLI3 (CkpbiTast KOIHS IPETOJaBaTEeN0)
IIpencraBUTh aNrOPUTM HACTPOIKHU cepBepa HMEKTPOHHOMN MOYTEI
Juist kopnopatusHo# VIC.

Hacrtpoutp yuerHyro 3amuch mouyroBoro kimenra Outlook mis
paboTHl B aBTOMATHYECKOM pEXHME B DPEXHME IIPOCTOH
9JIEKTPOHHO MOIMHUCH.

OcyIlecTBUTh IOCTAaHOBKY 3ajgaud Ha Hanucanue CI3 ¢
HCIOJIB30BaHUEeM KoMIOoHeHTa 3agadn Outlook u mpencraButs
otyet 00 ucnonnennu C/I3 (CkpeiTas KOMHs NPEToJaBaTeso)
[IpencraBUTh alroOpuTM HACTPOMKHU cepBepa AEKTPOHHOM HOYTHI
Juis kopnopaTtusHoit MIC.

Hactpouts ydetHyio 3amuch mouroBoro kimenta Outlook mmst
paboThl B aBTOMATHYECKOM pPEXHME B pEXKHME IPOCTOI
9JIEKTPOHHOH MOATHCH.

OcCylecTBUTh TOCTAaHOBKY 3ajgaun Ha Hamucanue CI3 ¢
UCHOJb30BaHHeM KoMioHeHTa 3anaun Outlook u mpencraButh
otuetr 00 ucronHenun C/I3 (CkpbITast KOS IPEIoaBaTellio)
IpeacTaBuTh aIrOPUTM HACTPOHKH CEpBEPaA INEKTPOHHOMN HOUYTHI
Juist kopnopatusHo# VIC.

Hacrtpouts yuerHyro 3amuch mouroBoro kimenra Outlook mst
paboTel B ABTOMATHYECKOM pPEXKHME B PEKHME MPOCTOit
9JIEKTPOHHOH MOAMHUCH.

OcyImecTBUTh TMOCTAaHOBKY 3agaud Ha HanucaHue CH3 ¢
HCTIONB30BaHeM Kommonenta 3amaun Outlook m mpemcraButh
otyer 00 ucnonnennn C/13 (CkppiTas KOMHs NPErojaBaTeo)
IIpencraBUTh aNrOpUTM HACTPOMKHU cepBepa HEKTPOHHOMN HOYTHI
Juis kopnopatusHoit VIC.

10.

Hactpouts ydeTHyio 3amuch moutoBoro kiuenra Outlook st
paboTBl B ABTOMATHYECKOM pPEXHUME B DPEXHME IPOCTOM
9JICKTPOHHOH MOMTHCH.

OcCymecTBUTh TMOCTAaHOBKY 3agaun Ha Hamucanue CJI3 ¢
HCIIONIb30BaHHEM KOMIOHeHTa 3amaun Outlook u mpencraBuThb
otyet 00 ucnonHennn CJI3 (CkpbiTast KOIHS IPETOJaBaTENI0)
IIpencTaBUTh aNrOpuTM HACTPOIKH cepBepa NEKTPOHHOM MOUTHI
Juist kopnopatuBHoi VIC.

11.

Hacrtpoutp yderHyro 3amuch mouroBoro kimenra Outlook mist
paboThl B aBTOMATHYECKOM pEXKHUME B pPEXKHME MPOCTOI
3JIEKTPOHHOM MOAKCH.

OcymiecTBUTh TOCTAaHOBKY 3amaun Ha Hamucanue CI3 ¢
HCTIONB30BaHMeM KommonenTta 3amaun Outlook u mpemcraButh
otyer 00 ucnonHenun C/I3 (CkppiTas KOIKs NPErojaBaTeso)
IIpencraBUTh aNrOPUTM HACTPOMKHU cepBepa MEKTPOHHOM HOYTEI
Juist koproparusHoit MC.

12.

Hactpouts yderHyio 3amuch mouroBoro knmenra Outlook st
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paboTBl B aBTOMATHYECKOM pEXKHUME B pPEKHME MPOCTOI
3JIEKTPOHHOM TOAIKCH.

OcymiecTBUTh TOCTAaHOBKY 3amaun Ha Hamucanne CJH3 ¢
HCIOJIBb30BaHHEeM KoMIoHeHTa 3agadn Outlook m mpencraButs
otyer 00 ucnonnennn C/3 (CkppiTas KOIKs NPErojaBaTeso)
[IpencraBUTh aIrOpuTM HACTPOMKHU cepBepa AEKTPOHHOM HOYTHI
Juis kopnopaTtusHoit MIC.

13.

Hactpouts ydeTHyio 3amuch mouroBoro kimenta Outlook mmst
pabOTEl B aBTOMAaTHYECKOM pEXHME B PEXKHME MPOCTOM
9NIEKTPOHHOIT TIOATIHCH.

OcCylecTBUTh TOCTAaHOBKY 3agaun Ha Hamucanue CJI3 ¢
HCIOJIb30BaHHEM KOMIOHeHTa 3axaun Outlook u mpencraButhb
otuer 00 ucrionHenun C/I3 (CkpbiTast KOIUS IPEHoaBaTelo)
IIpencTaBUTh aNrOpUTM HACTPOIKH cepBepa NEKTPOHHOI MOYTHI
Juist kopnopatusHoi MC.

14.

Hactpouts ydeTHyio 3amuch mouroBoro kimenra Outlook st
paboTel B ABTOMATHYECKOM pPEXHME B PEKHME MPOCTOI
3JIEKTPOHHOM TOAIKCH.

OcymiecTBUTh TOCTAaHOBKY 3afgaun Ha Hamucanume CI3 ¢
HCTIONB30BaHMeM KommonenTta 3amaun Outlook m mpemcraButh
otyer 00 ucnonHennn C/13 (CkppiTas KONMHs MPErnojaBaTeso)
IIpencTaBuTh aNropuT™M HACTPOHKH cepBepa MEKTPOHHOI MOUYTHI
Juist kopnopatusHo#t VIC.

15.

Hactpouts ydeTHyio 3amuch moutoBoro kiuenra Outlook st
paboTbl B aBTOMATHYECKOM PEXHME B PEXKHME HPOCTOH
9JIEKTPOHHOIT TTOAIIHCH.

OcCyImecTBUTh TMOCTAaHOBKY 3agaud Ha Hamucanue CJI3 ¢
HCIONIb30BaHHEM KOMIOHeHTa 3amaun Outlook u mpencraButhb
otyet 00 ucnonHennn C/I3 (CkpeiTas KOMHS MPEToJaBaTeo)
IIpencTaBuTh aNroOpuT™M HACTPOMKHU cepBepa NEKTPOHHOM MOUTHI
Ju1st kopnopatusHoi MC.

16.

Hactpouts y4eTHyro 3amuch mouroBoro kimenrta Outlook st
paboThl B aBTOMATHYECKOM PEXKHME B PEXHME MPOCTOM
3JIEKTPOHHOM MOAMKCH.

OcymiecTBUTh TOCTAaHOBKY 3amaun Ha Harmucanne CJI3 ¢
HCTONB30BaHeM KommonenTta 3amadn Outlook u mpemcraButh
otyer 00 ucnonHenun C/I3 (CkppiTas KOIKs NPErojaBaTeso)
TIpeacTaBuTh aJITOPUTM HACTPOWKH CepBepa ICKTPOHHOM TOYTHI
Juist kopnopatusHoi VIC.

17.

Hacrtpouts yuerHyro 3amuch nouroBoro kimenra Outlook ms
paboTBl B aBTOMATHYECKOM pEXHME B PEXHME [POCTON
9JIEKTPOHHOIT ITOAIIHCH.

OcymecTBUTh IOCTAaHOBKY 3ajgaud Ha HanucaHue CI3 ¢
HCIOJIb30BaHHEeM KoMIloHeHTa 3anadn Outlook u mpencraButs
otuet 00 ucronHenun C/I3 (CkpbITast KOS IPEHo1aBaTeNIo)
IIpeacTaBuTh AJITOPUTM HACTPOUKHU CEpBEpa NIEKTPOHHOM IOYThI
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Juist kopropatusHoit MC.

18.

Hactpouts ydeTHyio 3amuch moutoBoro kimenra Outlook st
pabOTEl B aBTOMATHYECKOM pEXHME B PEXKHME MPOCTOM
9NIEKTPOHHOIT TIOATIHCH.

OcCylecTBUTh MOCTAaHOBKY 3ajgaun Ha HamucaHue CJI3 ¢
HCIONIb30BaHHEM KOMIOHeHTa 3axaun Outlook u mpencraButhb
otuetr 00 ucrionHenun C/I3 (CkpbITast KOS IPEIo1aBaTelio)
IIpencTaBUTh aNrOpUTM HACTPOIKH cepBepa NEKTPOHHOI MOYTHI
Juist kopnoparusHoi MC.

19.

Hactpouts ydeTHyio 3amuch mouroBoro kimenra Outlook st
paboTel B ABTOMATHYECKOM pPEXHME B PEKHME MPOCTOI
3JIEKTPOHHOM TOAIKCH.

OcymiecTBUTh TOCTAaHOBKY 3amaun Ha Hamucanue CJI3 ¢
HCTONB30BaHmeM Kommonenta 3amadn Outlook u mpemcraButh
otyer 00 ucnonnenun C/3 (CkppiTas KOIKs NPErnoJjaBaTeso)
TIpeacTaBuTh aIrOPUTM HACTPOUKH CepBepa AEKTPOHHOM MTOYTHI
Juist kopnopatusHoit VIC.

20.

Hacrtpouts yuerHyro 3amuch mouroBoro kimmenra Outlook ms
paboTbl B aBTOMATHYECKOM PEXHME B PEKHME HPOCTOH
9JIEKTPOHHOIT TTOAIIHCH.

OcCyIlecTBUTh TMOCTAaHOBKY 3ajgaun Ha Hamucanue CJI3 ¢
HCIONIb30BaHHEM KOMIOHeHTa 3axa4n Outlook u mpencraButhb
otyet 00 ucnonHennn C/I3 (CkpeiTas KOMHS MPEToJaBaTeo)
IIpencTaBuTh anropuT™M HACTPOHKHU cepBepa NEKTPOHHOM MOUTHI
Juist kopnopatusHoi MC.
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