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1. Mepuwt 6e30nacnocmu npu paéome Ha Komnviomepe

KoHCTpyKIMsi ~ KOMIbIOTEpa  OOECHEeYMBAECT  JJIEKTPOOE30MmacHOCTh VIS
paboTaroiero Ha HeM 4YeJoBeka. TeM He MeHee, KOMIBIOTED SIBISETCS
INMEKTPUIECKHUM  YCTPOMCTBOM, pa0OTAIOIMM OT CETH I[EPEeMEHHOr0 TOKa
HanpsokeHuem 220 B., a B MOHHTOpe HaNpsDKEHHE, MOJAaBaeMOE HAa KHHECKOII,
OCTUTACT HECKONBKUX IECATKOB KHJIOBOJIBT. UTOOBI MPEAOTBPATUTH BO3ZMOXHOCTD
MOpa)kKeHHsI PIEKTPUUSCKUM TOKOM, BO3HHKHOBEHHMS IO)Kapa M BBIXOJA M3 CTPOS
caMoro KOMIIbIOTEpa INpH padoTe MW TEXHWYSCKOM OOCIY)KHBaHHHM KOMITBIOTEpa
HEOOXOIMMO COOJIONATH CIIEYIOIINE MEPbI PEIOCTOPOKHOCTH:

- CeTeBBIE PO3ETKH, OT KOTOPBIX ITUTAETCS KOMIIBIOTEP, JOJDKHBI
COOTBETCTBOBATH BHJIKaM KaOeseH JIeKTPONUTAHHS KOMITBIOTEpa;

- 3ampenaeTcss UCIoJIb30BaTh B KAYECTBE 3a3eMIICHHS BOJOIMPOBOAHBIC U
ra3oBble TPYObI, paHaTOPbI U APYTHE Y3JIbI IAPOBOTO OTOILICHUS,

- 3ampenaeTcss BO BpeMs paboThl KOMIBIOTEpa OTKIIOYATh U IMOAKITIOYATH
pa3beMbl COeTUHUTENBHBIX Kaberneil;

- 3ampenaeTcsi CHUMAaTh KPBIIIKY CHCTEMHOTO 0JI0Ka U MMPOU3BOJUTH JIO0bIE
olepanuy BHYTPU KOPITyca [0 MOJHOTO OTKJIFOYEHHUS] CHCTEMHOTO OJI0Ka OT
JNEKTPOIUTAHHUS,

- 3ampeniaeTcs: pa30upaTh MOHUTOP M TBITAThCS CAMOCTOSITENBHO YCTPAHATh
HEUCHIPABHOCTHU (Ol'laCHbIe JUIA )KU3HU BBICOKHUE HAIPAXKCHUA HA DJIEMEHTAaX
CXeMbl MOHHTOPa COXPAHSIOTCSI UTUTENHHOE BpPEMs IOCIE OTKIIOYCHHS
SJIEKTPOIUTAHHA);

- 3anpeumacTcd 3aKpblBaTb BCHTHWIALIMOHHBIC OTBEPCTUA Ha KOpHyCC
CHCTEMHOT0 0JIOKa 1 MOHUTOPA IOCTOPOHHUMH MPEIMETaMH BO H30e)KaHUE
reperpeBa 3JIeMEHTOB PACIOIIOKEHHBIX BHYTPH 3TUX YCTPOUCTB;

- MOBTOPHOE BKJIIOYEHHE KOMITbIOTEpa PEKOMEHIYeTCsl MpPOW3BOAUTH HE
panee, 4eM uepe3 20 ceKyH] [10ciIe BBIKIIOUSHHUS.



2 Beeoenue

JlaboparopHast paboTa mpeanogaraeT oTpadoTKy CIEIyIOLINX BOIPOCOB:

1. MWsyuenue Bo3aMokHOCTEH npunokenus Microsoft Office mo opranuszamun
KOMMYHHKAIIMOHHO# Cpelibl OpraHu3aluu (YUpeKIeHHs).

2. Tlomy4yeHne TIEPBHYHBIX HABBIKOB B OpPraHU3alMH  DJICKTPOHHOTO
JOKYMEHTO000pOTa € IPOCTON AIEKTPOHHOH MOAIMICEHI0 0a3e MPUIIOKECHHS
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 OTHIOZIP He Bce MOJb30BAaTeNM W JajeKo He Bcerga
UCTIONIL3YIOT MX B TOJIHOW Mepe. PsimoBbie ciyskamiue mpu padote ¢ Microsoft
Outlook yarie Bcero BEINOMHAIOT CIEAYIOMINE ICHCTBUS:

- HUMEIOT JIeNI0 C 3JIEKTPOHHOM MOYTOM: CO3MAal0T, OTIPABISIOT,
MOYYaoT M IeyYaTaloT COOOLIeHUs, pabOTaroT C MOYTOBBIMH
[aNKaMM, MOAMKUCHIBAIOT COOOLICHHS, YCTAHABIMBAIOT IIPaBUIIa
00paboTKH cOOOIIECHHIA;

- IUIAHUPYIOT CBOE pabouee BpeMsi: CO3JAl0T 3alMCH O BCTPEYax M
COOBITHSIX B KaJeHAape, HACTPAaMBAlOT  OIOBEIICHHUS,
HPOCMATPUBAIOT KAJICHAAPE;

- BEIlyT KOHTaKThI: 100ABIIAIOT M IPOCMATPUBAIOT 3aIlHCH;

- paboTalT C 3amavaMu: CO3JAIOT 33a7adyd W OTCICKHUBAIOT KX
BBITIOJIHEHUE;

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

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

3agactyro Outlook BBIOTHSET PONb OOBIYHOTO «ITOYTOBHKA». Takoe
TIOJIOXKEHUE JIeJT TI0X0KEe Ha CTPenb0y M3 MyIIKH 10 BOPOOBSM, BEIb HA CAaMOM
JIeJie 9TO LeNIBI KOMIUIEKC /Ul TUIAaHUPOBAHMSI M yNpaBieHHs paboTod Bceid
opraHusanuu. ITo CpPpaBHCHHUIO C OCTaJIbHBIMHU IPUJIOKCHUAMU U3 Ha6opa
Microsoft Office 2007, Baemne Outlook 2007 MeHee BCero OTIMYaeTCsI OT CBOMX
npeapIIymux Bepcuil. OMHAKO 3TO HE 03HAYAET, UTO TYT 00OILIOCH 0€3 HOBHHOK.

Moxanyii, enuHCTBEHHON TporpamMmoii n3 nmakera Office 2007, B koTopoit
<UICHTBI» HE MOJIHOCTHIO 3aMEHHUIIN [IPUBBIYHbIC [TAHEN HHCTPYMEHTOB, SIBIISICTCS
Outlook. Ee ocHOBHOI1 nHTEpdelic ocTaics NPexHUM, a «IEHTbD) UCIIOIb3YHOTCS
TOJIBKO B OKHAX COOOIICHNH, KOHTAKTOB, 33824 U IIPOYUX KOMIOHEHTaX.
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Pucynok 1 — I'maBaoe okuo Outlook 2007

IlepBoe, uTo Opocaercs B rna3a B oOHoBIeHHOM Outlook, — HoBas
BepTUKanbHas maHens 3anau Cmmcok gea (To Do). Ilo ymomuanuio oHa
HaXO/IUTCS B CBEPHYTOM COCTOSIHUH [Tl SKOHOMHH MECTa, HO JIOCTATOYHO O/THOTO
KJIMKa, 4YTO0 pa3BepHyTh ee MNonHOCThI. C MOMOIIBIO [aHHOH MaHenH
MMOJIb30BATENb JIETKO MOXET MPOCMOTPETh YHOPSAOYCHHBIH IO [Jare CIHCOK
MPEACTOSIIMX 33124, BCTPed, MePONpusATHii i T. 1. Takum 00pa3om, eCii paHblie
JUISL 3TOTO TIPUXOMIIOCH 00PAIaThCsl K pa3IMIHbIM KOMIIOHEHTaM MPOTrPaMMEBl,
CKaKeM, KaJeHJapb, 3aJaHUs M KOHTAKTHl, TO Temeph BCS HeoOXoauMmast
nHpopmanys kak Ha JagoHd. Kpome yke nepeuncieHHBIX JocTONHCTB. CITUCOK
JIeTT MOJKET JIETKO MMIIOPTHPOBATh 3aauu U3 apyrux npuioxenui Office 2007,
takux kak Project 2007, OneNote 2007 u, pasymeetcs, Windows SharePoint
Services.

UYro KacaeTcst HEHOCPEICTBEHHO Pa0OThI C AJICKTPOHHOM ITOYTOM, TO TYT
0cOOBIX I3MECHEHHH HET, OTIIPaBKa/OTyYeHIE COOOICHHUH, CO31aHIEe OTBETA HITH
MepPeChUIKM, COPTUPOBKA, TPYMIHPOBKA, padora ¢ MamkamMd — BCE OTO
MPaKTHYECKH aHAJOTHYHO MPEABLAYIIUM BepCHAM nporpaMmbl. CTOUT OTMETUTh
TG napy GYHKIUH, HETIOCPEICTBEHHO cBs3aHHBIX ¢ Microsoft Exchange Server
2007, — TakMe Kak BO3MOXXHOCTh YIPAaBJICHHS COOCTBEHHBIM MOYTOBBIM
ABTOOTBETYHMKOM, a TAK)KE B3aMOJICHCTBHE ¢ ynpaBisieMbiMu nankamu Exchange
Server 2007 (103BOJIAIOIIMMH KOMIIAHUSAM OPTaHU30BBIBATh JIEKTPOHHYIO IIOUTY
B COOTBETCTBUH C HOPMATUBHBIMH TPEOOBAHUSAMH).



0n

Coobuenme [ERE

d_j © cabric [ AT A= = ﬁ %‘J (R Y ‘:’ ?
1 i | X &£ 4/¥-A-|EEEEEE Ampeaas Nposepirs = 3 5 Opgorpadus
( ) G

5L L

| K
| menonmenio ~

1 ! e 3

Coobuenue He 610 OTNPAERENO.

Komy.. | |svet@itcua
; ——
Konua...
OmpasuTs r==
L Tewa: Mposepka pasoTs: Outlook 2007

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 1Mo3a0OTMIINCE M O TOM, YTOOBI MOJB30BATENISIM
MIPUXOAMUIOCH IOPEXE NEPEKII0YATHCS MEKAY OKHAMU Pa3JIMUHBIX IPUIOKCHUH,
MOATOMY Telepb HEKOTOpble BJIOXKECHHbIE (aiiibl (TEKCT, H300paXkeHusl,
nokymentsl Word, siektponHble Tabauipl Excel, mpesentammu PowerPoint)
MOJKHO TIPOCMOTPETH HEMOCPEACTBEHHO B Telle MHchMa. Brpouem, ObLIO ObI
YAUBUTENbHO, ecau Obl Microsoft He BrmouYMIa TOAAEPXKKY (aitimos
cooctBeHHOTO (hopmara. M3 cooOpaxkeHnii 0e30MACHOCTH aBTOMATHUYECKH
TTOKA3bIBACTCS CONEPKUMOE TOJNBKO (DAiIIOB, TONYyYEHHBIX OT OTIpPaBUTENCH,
Bxojsamux B crucok Safe Senders, s BIOXKEHHH OT OCTalbHBIX aJ[pPECcaToB
HY>XHO IIENKHYTh Ha KHoTKe Preview File. Pazymeercst, BO3MOXHOCTb OTKPHIBAaTh
W COXPaHATh NpHATTaYeHHBIE (aiyibl, Kak B mpeasaymux Bepcusx Outlook,
HHUKYJa He JieJIack.

Buemrnuii Bua Kanenaaps taxoke mperepren HEKOTOpbIe HU3MEHEHUS: TaK,
B HIDKHEH YacTH Temepb MOSBHIAch 00JacTh U MPOCMOTpa CIHCKA 3ajad,
COOTBETCTBYIOIMX BBIOPAHHOW AaTe. 3ayeM 3TO CICNAaHO, HE COBCEM MOHSTHO,
Be#b Ta ke HMH(popManus xyOmmpyercs B manenu To Do. ExunctBeHHOE, YeM
MOXHO OIpaBgaTh TaKOM Imar, — CTPeMJIEHHEM IIOBBICHTH HHTEPEC
HOJIB30BaTeNel K MHCTPYMEHTaM JUIsl IUTaHUPOBAHKS M yIOPSJOUEHHUsST paboThI,
MOCKOJIBKY B IIPOLUIBIX BEPCHSAX MOAOOHBIE INPOLEAYyphl OBUIM JOBOJBHO
JUIMHHBIMA ¥ PYTHHHBIMH. Bmpouem, Bce 3TO JIeTKO HacTpauBaeTCs.
@YHKIMOHAJIBHBIX )K€ HOBOBBEJIEHUH, KaK U B CIy4ae C MOYTOM, MPAKTUUECKU
HeT.

Ecmu roBoputh 0 paboTe ¢ KOHTAaKTaMH, TO TYT CTOHT OTMETUTH HOBEIC
PEXKMMBI IIPOCMOTpA UX CIHCKa, HarpuMmep Business Card.



Haxkoreri-to B Outlook mosiBuiack BO3MOXKHOCTh HOJTy4aTh HHPOPMAIIHIO
u3 RSS (Really Simple Syndi-cation). st Tex, kto pabotaet ¢ Internet Explorer
7, okaxercst xopoiuei HoBocThio TO, uto u IE7, m Outlook 2007 Gymyt
HCIIONB30BaTh OJMH MEXaHM3M Juisi 4reHHs RSS, a taxke obliee XpaHWIIHIIES
naHHBIX. [T09TOMY Bee IyOJIMKAlUK, Ha KOTOpbIE BBl MOJIHCAINCH 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 HOBO# BepcHH CyIIECTBEHHO mepepaboraH HHTep(eiic MOUCKOBOI
CHCTEMBI U paciIupensl ee Bo3MoxHocTH. Outlook 2003 B 3TOM ItaHe fanek oT
uaeana — ero (yHKIHOHAJIHHOCTH ObUIa BeChbMa OTpaHWuYEHa, a WHTEpdeic
KazaJicsi 3alyTaHHBIM M TpeOOBaJl CIIELHAIBHOTO U3yueHHus. Tenepb B BepXxHei
4acTH OKHa MOXKHO pa3BepHYTh [locTpourens 3amnpocos (Query Builder). [Tanens
TIOVCKAa MMEeT THUIOBOI HaOop moseil jIs Kaxaoil o0JacTH, IS pacHIupeHus
YCIIOBHI MOKCKA HY)XKHO KIIMKHYTb 10 KHOITKe JIo6aBuTh Kputepuii (Add criteria).
TTonck NpoucXoANT MrHOBEHHO, TOCTATOYHO BBECTH B KaKOe-I100 IoJie 3ampoca
X0Ts Obl OOMH CHMBOJ, KaK TyT K€ HauuHaeT paboratk OTOOp 3ammcei.
HaiineHHbIe 3JIEMEHTBI 3a11poca MOACBEYNBAIOTCS JKEITHIM LIBETOM, IIPH XKEJIAHUU
9TO JIETKO W3MEHUTh B HAcTpoiikax. CTOUT IOMHHUTB, YTO, BO-NIEPBBIX, MOHCK
OCYILECTBIISACTCS TOJIBKO B TEKYIIEH 00J1aCTH, JUIS HAXOXKACHHUS XKE JIEMEHTOB B
pa3sHEIX O00JACTSIX HY)KHO BOCIHOJIB30BaTHCS BO3MOXKHOCTSMH DACHIMPEHHOTO
TIOUCKA, ¥, BO-BTOPBIX, IUIS BEIXOZA M3 ITOTO PEKUMAa HEZOCTATOYHO HMPOCTO
CBEpHYTH MaHEJIb — HEOOXOIMMO OYHCTUTH YCIIOBUS 3a1poca.



Jlanee octaHoBHUMCs TOAPOOHEE Ha KAaTEropusxX. B mpensiaynyux Bepeusix
X MOXHO OBUIO MPHUMEHSTH Ui JIOOBIX 3JIEMEHTOB, KpoMme 3a1ad. OCHOBHOM
HEJOCTaTOK 3aKII0Yascs B TOM, UTO JUIsl BHIOPAaHHON KaTErOpHUH LBET SIPJbIKa He
m3mersuics. Kpome Toro, mx Ha3BaHHS OBUIM BecbMa YCIOBHBIMH H, Kak
CIICICTBUE, Malo0 KOMY MOAXOAWIN. Temepp e Ha3HadCHHE KaTerOpHH H
[BETOBOE BBIICJICHNE OJJIEMCHTOB OOBEIWHEHBI, CaMH KaTETOPHH CMEHWIN
Ha3BaHUs HA HEHTpalbHBIE, 10 YMOIYAHHIO OHU IPHUBS3aHEI K 1BeTy. OnHy min
HECKOJIBKO KaTeropHii (a ClieI0BaTeNbHO, U [IBET) MOXKHO Ha3HAYUTB JUIs JTF0O0T0
anementa Outlook. Pasymeercst, M Jerko MPUCBOUTH IPOM3BOJILHBIC HA3BAHUS
WM J]aXKe CO3/1aTh HOBbIe. BMo6aBOK KaTeropuu Temneps MOryT IPHMEHATHCS Kak
KPUTEPUH IS TOMCKA 3JIEMEHTOB, COPTUPOBKH HIIH TPYTITHPOBKH.

B cucremy 6e3omacHOCTH BKIIIOYEH Oosiee MONIHBINH (GMIBTP IPOTHB Tak
Ha3bIBAEMOTO BBIYXXHMBaHMS WH(popMmarmy, win ¢umuara. OH aHAIH3UpPYeT
MUChMa ¥ MNpEeXyNpekAacT II0Nb30BaTeNlsi O MOTCHIMAIBHO HEOE30IacHBIX
CCBUIKAX — HampuMep TeX, B KOTOPBIX BMECTO HIDKHEIO perucTpa
3amagHoeBpoIeiickoro angasuTa BKIIOYEHB! CHMBOJBI W3 KHPWIMIEL Taroke
ycuiaeHa OJoKHpoBKa BHemHero koHteHta. B Outlook 2003 ona mpuMeHsuach
UCKIIFOYUTENIBHO K ITOJYy4EHHOMY COOOLICHUIO, IPH STOM INepEHANPABICHHUE WIIH
MeyaTh COOOIIEHMS NPUBOAWIN K 3arpy3ke 3a0JOKHPOBAaHHBIX [AaHHBIX W,
BO3MOXHO, HeOe30omacHOro ucmoiHseMoro koga. Ceifuac 3Ta OIUIONIHOCTB
HCTIpaBIICHA.

Hogsrit Mmexanmsm Outlook E-mail Postmark mpu3Ban o61erduts Xu3Hb
none3oBatensm Outlook 2007 B 6opsbe co crmraMoM. BEITIIsIguT 310 Clieyomum
00pa3oM — IpH OTIpPaBKE COOOIICHHMS, KOTOPOE MOXET OBITH BOCIPHHATO Ha
CTOpOHE ajpecarta Kak CllaM, I0JIb30BaTelb YBUIUT COOTBETCTBYIOIIEE
NpenynpekaAeHHe U CMOXET I00aBUTh «IIOMETKY» B 3aroJIOBOK NMHCbMa. JTa
HpoIeaypa 3aHUMaeT MHHIMYM BPEMEHH, OHAKO JUIS CllaMepa, PacChIIAIOIIETO
TBICSIYM  COOOIIEHMH, «IPOMAPKUPOBATh» Kakgoe W3 HUX OyJeT BecbMa
3aTpyJHUTENBHO. [l IMpHHUMArome CTOPOHBI HAIMYHE METKH B 3aroJIOBKE
CIIyXHT SICHBIM yKa3aHHEM Ha TO, UTO JAHHOE IMCHEMO HE SBISIETCS CITaMOM.

U Hamocnenox emie OfHO BakHOe 3aMmedaHne — B Microsoft He cramm
n300peTaTh BEJIOCHIIE M OCTABHIIM MPE)KHUM (popMaT ¢aiina naHueix (*.pst). Y
Outlook 2007 oH TO4HO TaKoif xe, Kak 1 y 0ojiee paHHUX BEpCHid, Oaromapsi uemy
nepeMeniath Moa00HbIe (aiiiibl, a CIeI0BATENbHO, U BCIO HHPOPMALIUIO, MEK/TY
cTapbM 1 HOBBIM Outlook 04eHB J1eTKO — IPH 3TOM KOPPEKTHO BOCIIPOU3BOASATCS
JlaXke I[BETOBBIC KATETOPHH U3 TIOCIICHEI BEPCHU U SIPIIBIKA U3 CTAPbIX.

B memoM jke MOXXHO cKa3aTh, YTO OCHOBHBIE H3MEHEHHS IIPUXOIITCS Ha
uaTerpanuto ¢ Microsoft Exchange Server 2007, a Takke COBMECTHYIO paboTy ¢
KaleHgapeM M 3amadaMu (kak, BrnpodeM, u B Bepcuu 2003). OueHp cTpaHHO
CMOTPHTCS COYETaHWE KJIACCHYECKOr0 HHTepdeiica INIaBHOIO OKHA M HOBOTIO
uHTepdelica s BTOPOCTENEHHBIX KOMIIOHEHTOB, XOTsS, HAaBEpHOE,
pa3pabOTUMKOB Ha 3TO ObUIM CBOM MPUUYMHBL. Ecin Bbl aKTHBHO HCIIOJB3yeTe
Exchange Server, To mepexon Ha MOCIEIHIO BEpCHIO 0oJiee YeM ONpaBaaH, €CIu
HET, TO BBIroJia OyJeT CKOpel «ICTeTHIECKOT0y», 4eM MPaKTUIECKOTO IIaHa
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4. Jlabopamopuas paéoma Ne5
Opzanuzayun 31eKMpoOHHO20 0OKYMEHmMoobopoma na 6aze ogucnozo
npunoxycenus Outlook 2007

ean:

1. W3yuurs npuemsi pabotsl B nprnokernn Microsoft Outlook 2007.

2. IloarotoBHTH HEOOXOAMMYIO TEOPETHUYECKYIO M HPAKTHYSCKyIo 0a3y Uit
YCIEIIHOW caMOCTOsATENbHON padoThl ¢ npuioxkeHueM Microsoft Outlook
2007 B wWHTepecax OpraHU3alMH SJICKTPOHHOTO 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 ITIPAKTHYECKAM 3aHATHAM MO JUCIUIUIHHE
«Cucrema 3JIeKTPOHHOTO JIOKyMEHT0000pOTaY.

Iopsanoxk nposenenns J1adbopaTopHoii padoThI
1.  H3yuumw npuemst pabomsl ¢ npunozyicenuu opucrnozo naxema Microsoft
Outlook 2007 (90 mun.).

IMonb3ysich TEOPETHYECKUMH CBEICHHSMH, MPHBEIACHHBIMH B 1.3,

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, MOJTYyYCHHBIMH MPU OTPabOTKE MEPBOrO BOIpPOCA
71abopaToOpHOM PaboThI, CTYAEHTHl B COOTBETCTBHU C 3a/IaHHBIM BapHaHTOM B
cpene  Visio  pa3pabaThiBalOT ~ aNrOpUTM  JCHCTBHH,  pealu3yroLIni
ynpaBieHuecKue (QyHKINH.

3. Hoozomoenennvle mamepuanst 6bICHLIAIOMCA CHYOEHMAMU NO
3a0aHHOMY adpecy u HOOMEEPHCOAIOMea ceoeil NPOCMOoil HOORUCHIO.
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BapuaHThl MHIMBHIYAJIBHBIX 3aJaHUN

Bapuant Ne

Coaep:xanue pa6ot

1.

HacrpouTh y4eTHyIo 3amuch moutoBoro kiuenra Outlook mst
paboThl B aBTOMATHYECKOM pEKHME B PEXKHUME HPOCTOM
IEKTPOHHOMU TTOJITHUCH.

OcyniecTBUTh IIOCTAaHOBKY 3aiaun Ha Hamucanue CJI3 ¢
HCIIONB30BaHMeM KoMroHeHTa 3amaun Outlook u mpexacraButh
ortuer 06 ucnonHennu CZI3 (CkpbiTast KOMYS NPENOJaBaTeliio)
IIpeacTaBUTh aNrOPUTM HACTPOUKH CepBepa AEKTPOHHOU ITOUYTHL
1uis1 koprioparusHoi MC.

Hacrpouts yuerHyro 3amuch nouroBoro kiamenra Outlook mms
paboTBl B aBTOMAaTHYECKOM pEXHME B pEXHME HPOCTOI
9JIEKTPOHHOM MOIIHCH.

OcylecTBUTh NOCTAaHOBKY 3agaud Ha Hamucanue CH3 c
UCIIOJIB30BaHNEM KoMroHeHTa 3azadn Outlook u mpencraButh
otyet 00 ucnonHenun C/I3 (CkppiTast KONHs NPEroaBaTeio)
[IpeacTaBUTH aNropuT™M HACTPOUKH CepBEpa HEKTPOHHON MOYTHI
11 koproparusHoit MIC.

Hacrtpouts yuerHyro 3amuch mouroBoro kiameHra Outlook mms
paboTsl B aBTOMAaTHYECKOM pEXHUME B pPEXHME HPOCTOI
IEKTPOHHON TTOJIITHUCH.

OcymiecTBHTh HOCTaHOBKY 3ajmadd Ha Hammcamme CJI3 ¢
HCIIONB30BaHHeM KoMroHeHTa 3amaun Outlook u mpexacraButh
ortuer 00 ucnonHennu C/I3 (CkpbITast KOMHS MPENOJaBaTEIio)
IIpencTaBUTh AITOPUTM HACTPOHKH CepBepa dIEKTPOHHO MOUYTHI
Juis1 KoprioparusHoi MC.

Hacrpouts yuerHyro 3amuch nouyroBoro kiameHra Outlook mms
paboTEl B aBTOMAaTHYECKOM pEXHME B pPEXHME HPOCTOI
9JIEKTPOHHOM MOJIHCH.

OcylecTBUTh NOCTAaHOBKY 3aadd Ha Hamucanue CH3 c
UCIIOJIB30BaHNEM KoMroHeHTa 3amgaun Outlook u mpencraButs
otyet 00 ucnonHenun C/I3 (CkprbiTast KOnus NpernoaaBaTesio)
[IpencTaBuTh AITOPUTM HACTPOMKH CepBepa EKTPOHHOI OUYTHI
Juis koproparusHoit MIC.

Hacrtpouts yderHyro 3amuch mouroBoro kimeHra Outlook mms
paboThl B aBTOMAaTHYECKOM pPEXKHUME B pPEXHUME HPOCTOH
AJIEKTPOHHOM MOJIITHCH.

OcymiecTBUTh HOCTaHOBKY 3ajgaud Ha Hammcanme CI3 ¢
UCIIOJIb30BaHNEM KoMIOHeHTa 3aiaun Outlook u mpexcraButh
oryet 00 ucrionHeHun CJ[3 (CKpbITas KOMHS MPEroIaBaTero)
IIpencTaBUTh ANITOPUTM HACTPOHKH CepBepa IEKTPOHHOI OUTHI
Juis KoprioparusHoi MC.

HacrpouTh y4eTHyIO 3amuch moutoBoro kivenra Outlook s
paboThl B aBTOMATHYECKOM pEXKHME B PEXKHUME MNPOCTOM
2JIEKTPOHHOM MOIIHCH.
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OcyliecTBUTh OCTAHOBKY 3amaun Ha Hammcanme CJI3 ¢
HCIIONB30BaHHeM KoMIoHeHTa 3amaun Outlook u mpeacraButh
ortuer 06 ucnonHennu C/3 (CkpbITast KOMUS MPENOJaBaTelIio)
[pencraBuTh AITOPUTM HACTPOMKH CepBepa IEKTPOHHOM MOUYTHI
1uis1 koprioparusHoi MC.

Hacrpouts yuernyio 3amuch nouroBoro kiamenra Outlook mms
pabOTEl B aBTOMAaTHYECKOM pEXKHMME B PEXHME HPOCTOH
9JIEKTPOHHOM MOITHCH.

OcylecTBUTh NOCTAaHOBKY 3agaud Ha Hamucanue CH3 c
HCIIOJIb30BaHHEM KOMIIOHeHTa 3azaun Outlook u mpencraButh
otyet 00 ucnonHenun CJI3 (CkppiTast KONUs NPeroaBaTeio)
[IpeacTaBUTH aNropuT™M HACTPOUKH CepBEpa EKTPOHHON MOYTHI
Juisi koprnopatuHoii MC.

Hacrpouts yderHyro 3amuch nouyroBoro kiameHra Outlook mms
paboThl B aBTOMAaTHYECKOM pEXKHUME B pPEXHUME HPOCTOH
IEKTPOHHON TOJITHUCH.

OcyIecTBUTh OCTAaHOBKY 3afgaud Ha Hamucanue CH3 ¢
UCIIOJIB30BaHNEM KoMmoHeHTa 3aiaun Outlook u mpexncraButh
ortuer 06 ucnionHennu CZI3 (CkpbiTast KOMUS NPENOJaBaTelIio)
ITpencTaBUTh AITOPUTM HACTPOHKH cepBepa IEKTPOHHOI ITOUTHI
111 KoprioparusHoi MC.

Hacrpouts yuerHyro 3amuch nouroBoro kiameHra Outlook mms
paboTBl B aBTOMAaTHYECKOM pEXHME B pPEXHUME HPOCTOI
9JIEKTPOHHO TTOATIHCH.

OcylecTBUTh NOCTAaHOBKY 3aiadd Ha Hamucanue CH3 c
UCIIOJIB30BaHNEM KoMmroHeHTa 3agaun Outlook u mpencraButh
otyet 00 ucnonHenun C/[3 (CkpbiTast KONHs MPENoaBaTeo)
IIpencTaBUTh QAITOPUTM HACTPOMKH CepBepa IEKTPOHHOI OUYTHI
Juis koprioparusHoit MIC.

10.

HactpouTs yd4eTHyio 3amuch moutoBoro kiueHta Outlook st
paboThl B aBTOMAaTHYECKOM pEXKHUME B PEXHUME MNPOCTOH
3JICKTPOHHOM MOAIHCH.

OcyIlecTBUTh TOCTaHOBKY 3anaun Ha Hamucanue CJ3 ¢
HCIIONB30BaHHeM KoMmoHeHTa 3amaun Outlook u mpexacraButh
otdet 00 ucronHeHun CJ[3 (CkpbITast KONHs MPeroaBaTeio)
IIpeACTaBUTh aNrOPUTM HACTPOUKH CepBepa AEKTPOHHOU ITOYTHL
Juis1 KoprioparusHou MC.

11.

Hacrpouts yuerHyro 3amuch nourosoro kiamenra Outlook mms
paboTBl B aBTOMAaTHYECKOM pEXHME B pPEXHME HPOCTOI
9JIEKTPOHHOM MOJIIHCH.

OcylecTBUTh NOCTAaHOBKY 3ajaud Ha Hamucanue CH3 c
HCIIOJIB30BaHNEM KoMIoOHeHTa 3agadn Outlook u mpencraButh
otyet 00 ucnonHenun C/I3 (CkpbiTast KONus NperoaBaTeio)
[IpeacTaBUTH aNropuT™M HACTPOHKH CepBepa EKTPOHHON MOYTHI
Jutst koprnoparusHoii MC.
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12.

HactpouTs y4eTHyio 3amuch moutoBoro kiuenta Outlook st
paboThl B aBTOMATHYECKOM pEXKHUME B PEXKHUME HPOCTOH
IEKTPOHHOMU TTOJIITHUCH.

OcymiecTBUTh IIOCTAaHOBKY 3aiaun Ha Harucanue CJI3 c
HCIIONB30BaHMeM KoMroHenTa 3amaun Outlook u mpexcraButh
oryet 00 ucnosnHenun C13 (CkpbiTast KONUs NperoaBaTeio)
IIpeAcTaBUTh aNrOPUTM HACTPOUKH CepBepa AEKTPOHHOU ITOYTHL
1uis1 koprioparusHoi MC.

13.

Hacrpouts yuernyro 3amuch nouroBoro kiamenra Outlook mms
pabOTEl B aBTOMAaTHYECKOM pEXKHMME B PEXHME HPOCTOH
9JIEKTPOHHOM MOITHCH.

OcylecTBUTh NOCTAaHOBKY 3agaud Ha Hamucanue CH3 c
HCIIOJIb30BaHHEM KOMIIOHeHTa 3azaun Outlook u mpencraButh
otyet 00 ucnonHenun C/I3 (CkppiTas KONKs NPernoJaBaTeso)
[IpeacTaBUTH aNropuT™M HACTPOUKH CepBepa EKTPOHHON IOYTHI
Juis koprnopatuHoii MC.

14.

Hacrpouts yderHyro 3amuch nouyroBoro kiameHra Outlook mms
paboThl B aBTOMAaTHYECKOM pPEKHUME B PEXHUME HPOCTOH
IEKTPOHHON TOJITHUCH.

OcymiecTBUTh TIOCTAHOBKY 3amaun Ha Hamucanue CJ3 ¢
HCIIONB30BaHHEeM KoMIoHeHTa 3amaun Outlook u mpeacraButh
ortuer 06 ucnonHennu C/I3 (CkpbITast KOMKS MPENOJaBaTelIio)
ITpencTaBUTh AITOPUTM HACTPOHKH cepBepa IEKTPOHHOI IOUYTHI
111 KoprioparusHoi MC.

15.

Hacrpouts yuerHyro 3amuch nouroBoro kiameHra Outlook mms
paboTBl B aBTOMAaTHYECKOM pEXHME B pPEXHUME HPOCTOI
9JIEKTPOHHO TTOATIHCH.

OcylecTBUTh NOCTAaHOBKY 3aiadd Ha Hamucanue CH3 c
UCIIOJIB30BaHNEM KoMroHeHTa 3agaun Outlook u mpencraButh
otyet 00 ucnonHenun CJ[3 (CkppiTast KONHs MPEroaBaTeio)
[IpencTaBuTh AITOPUTM HACTPOMKH CepBepa EKTPOHHOI OUYTHI
Juis koprioparusHoit MIC.

16.

HactpouTs y4eTHyio 3amuch moutoBoro kiueHta Outlook st
paboThl B aBTOMAaTHYECKOM pEXKHUME B PEXHUME MNPOCTOH
3JICKTPOHHOM MOAIHCH.

OcyIecTBUTh TNOCTaHOBKY 3anadd Ha Hamucanue CJI3 ¢
HCIIONB30BaHHeM KoMIoHeHTa 3amaun Outlook u mpexacraButh
oryet 00 ucrionHeHun CJ[3 (CkpbITast KONHs MPeroiaBaTeo)
IIpeACTaBUTh aNrOPUTM HACTPOUKH CepBepa AEKTPOHHOU ITOYTHL
Juis1 KoprioparusHou MC.

17.

Hacrpouts yuerHyro 3amuch nouyrosoro kiamenra Outlook mms
paboTEl B ABTOMAaTHYECKOM pPEKHME B PEXHME POCTON
9JIEKTPOHHOM MOJIHCH.

OcylecTBUTh NOCTAaHOBKY 3ajaud Ha Hamucanue CH3 ¢
HCIIOJIB30BaHNEM KoMIoOHeHTa 3agadn Outlook u mpencraButh
otyet 00 ucnosnHenun C/13 (CkpbiTast KOnus NPeroaBaTesio)
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IIpencTaBUTh ANITOPUTM HACTPOHKH CepBepa IEKTPOHHOI IOUTHI
Juis1 KoprioparusHoi MC.

18.

Hacrpouts yuerHyro 3amuch nourosoro kiamenra Outlook mms
pabOThl B aBTOMAaTHYECKOM pEXKHMME B PEXHME HPOCTOH
9JIEKTPOHHOM MOITHCH.

OcylecTBUTh NOCTAaHOBKY 3agaud Ha Hamucanue CH3 c
HCIIOJIb30BaHHEM KOMIIOHeHTa 3azaun Outlook u mpencraButh
otyet 00 ucnonHenun CJI3 (CkppiTast KONUs NPeroaBaTeio)
[IpeacTaBUTH aNropuT™M HACTPOUKH CepBepa EKTPOHHON IOYTHI
Juist koprnopatuHoii MC.

19.

Hacrpouts yderHyro 3amuch nouroBoro kiameHra Outlook mms
paboThl B aBTOMAaTHYECKOM pPEXKHUME B PEXHUME HPOCTOH
IEKTPOHHON TOJITHUCH.

OcyIecTBUTh NOCTAaHOBKY 3afaud Ha Hamucanue CH3 ¢
UCIIOJIB30BaHNEM KoMmoHeHTa 3aiaun Outlook u mpexncraButh
ortuer 06 ucnionHennu CZI3 (CkpbiTast KOMUS NPENOJaBaTelIio)
IIpencTaBUTh AITOPUTM HACTPOHKH cepBepa IEKTPOHHOI IOUTHI
Juis1 KoprioparusHoi MC.

20.

Hacrpouts yuerHyro 3amuch nouyroBoro kimeHra Outlook ms
paboTBl B aBTOMAaTHYECKOM pEXHME B pPEXHUME HPOCTOI
9JIEKTPOHHO# TOATIHCH.

OcylecTBUTh NOCTAaHOBKY 3afadd Ha Hamucanue CH3 ¢
UCIIOJIB30BaHNEM KoMmroHeHTa 3amgaun Outlook u mpencraButs
otyet 00 ucnonHenun C/[3 (CkppiTast KONHs MPEroaBaTeo)
[IpencTaBuTh QAITOPUTM HACTPOMKH CepBepa EKTPOHHOI OUYTHI
Juis koprioparusHoit MIC.
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