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Coaep:xanue

Uuraiite u mpodyiite!

Ot aBTOpa

OOparHas CBsI3b

1. HenenpHblid Kpyr
Kak ycnets Ha 6ai ¢ rocynapeMm
Baiu 11uHbIi HeleIbHbIA KpYyT
[nanupoBanue Henenu
[IpaBuia nianupoBaHus HeeIu
Kak HasbBaTh BCTpeun
[Tone3Hocty 11 pyKOBOAUTENA
Kparkue ntorn

2. Beiciiast Touka KU3HU
[epeiiti PyOukoH. ..

Konen o3HakoMUTENBHOTO (pparMeHTa.
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I'1e0 ApxaHreJbCcKHH
Pdopmyaa BpemMeHn. Tanm-
MeHeTKkMeHT Ha Outlook 2007-2010

YuraiiTe u npooyiiTe!

CoBpeMeHHas1 )KU3Hb, TeM OoJiee KU3Hb B OM3HECe — 3TO MOCTOSIHHAS JUHAMUKA.

Temmn Hammx padounx OyIHEH ¢ KX IbIM JHEM CTAHOBUTCS BCE KECTUe M MHTEHCHBHEe. YTOObI
CIIOKOMHO M YBEPEHHO CIIPABJIATHCS C HOBBIMM 33Jja4aMU, HaM Hy’KHbI IIPAaBHJIbHbIE MHCTPYMEHTHI U
YMEHUE MU TI0JIb30BaThCS.

Sl pan mpeacTaBUTh BHUMAHUIO YMATATENIEN MEPBYI0 POCCUICKYIO KHUTY O TailM-MeHe)KMEeHTe
Ha 6a3e nporpammbl Microsoft Outlook 2010. ITporpammel, Jenaromiei ;ki3Hb COBPEMEHHOTO YeJo-
BEKa IMHaMHUYHee U MOOMJIbHEE, U ITPU 3TOM ellle U KoM(pOpTHEe.

Microsoft Outlook JaBHO 3HAKOM POCCHICKOMY IIOJIb30BATENIO, HO 3a4acTyl0 €ro INpaKkTH-
Yeckoe NMpHMEHEHHE peaM3yeT JMIIb Mayl0 4acTh 3aJOKEHHBIX B HeM BO3MOxHocTeil. [71ed
ApxaHrejabCcKui, BelylUid POCCUHCKUIA SKCHEPT B OOJACTH YIIPaBJIEHUS BPEMEHEM, INepeBEepHYII
IIPUBBIYHBIN ITOAXO0/ K OMTMCAHUIO TPOrPaMMBbI: B35IB 32 OCHOBY TEXHOJIOTMIO 3(pheKTUBHOM caMoopra-
HU3allMK, OH NIOKa3aJl, HACKOJIBKO YHUBEPCAIbHbIM, MHOTO3HAYHbIM, THOKUM UHCTPYMEHTOM MOXKET
obITh Microsoft Outlook, 0co6eHHO B ero HoBeWIIel Bepcui.

JlaHHasl KHUra YyHUKaJIbHa HE TOJIbKO TEM, YTO LIEJIOCTHO U OIHOBPEMEHHO JOCTYITHO OOBSCHSET
KaK OCHOBHBIE IIPMEMBI COBPEMEHHOTI'0 TaliM-MEHEKMEHTa, TaK 1 UX peaju3auuio Ha 6aze Microsoft
Outlook. «®opMyna BpeMeHn» MOKa3bIBaeT HaM MPEEMCTBEHHOCTb KYJIbTYPbl MBICJIH, KYJITYPBI ILJ1a-
HUPOBaHMS, KYJIbTYpbI LIJICHAPaBJIEHHOIO AEHCTBHS CKBO3b BCE BPEMEHa U 3MOXU. TOJIbKO yHU-
KaJIbHBII TIPOrPaMMHBIN TPOAYKT, MPECTABIISIONMI COO0OM HEYTO OOJblIee, YeM MPOCTO HEKYIO
COBOKYITHOCTb TEXHUYECKUX YCOBEPILEHCTBOBAHUI, MOKET OPOAUTh TAKOW HEOXKUAAHHBIN U IPKUIA
COLIMOKYJIbTYPHBII PE30HaHC.

Kenato Bcem umrarenssm «PopMyibl BpeMeHW» TOMYYUTh YIOBOJIBCTBHE OT OPUTHMHAIBLHBIX
UCTOPHIA O TOM, Kak Moriu Obl ucnonb3oBath Microsoft Outlook I"ait FOmmit Lesaps, EBrennii One-
I'vH, 0apoH MIOHXTay3eH M Apyrue 3aMedaTesibHble JIIOAW M JIUTepaTypHble nepcoHaxku. [TomHute
I[VIaBHOE: 3HAHUSA JOJDKHBI MOOYXJaTh K AeicTBUIO. [IpounTaB O TeXHOJIOIMHU, KOTOpasi BaM HOHpa-
BWJIaCh, 00 3JIEMEHTE MPOrpaMMBbl, KOTOPbIA HE AOraJbIBaIMCh paHee 3(Pp(eKTUBHO UCIIONb30BATh,
1ocTapafTech UX OrpoOOBaTh U BHEAPUTD B CBOIO €XeAHEBHYIO padoTy. M Korga Bbl HAUHETE MpuMe-
HATb 9TU TEXHOJIOTUH, TO CTAaHETE 3HAYMTESIBHO UCKYCHEE B TOM, YEM Bbl 3aHUMAETECh CErofiHs, Oyab
TO OM3Hec, yueOa uim eie yro-imbo. [Tostomy uuraiite u mpoOyiite!

C HauayuwuUMU NOJNCENAHUAMU,
Bupeep Cmen, 2enepanvhuiii oupexkmop Microsoft ¢ Poccuu u cmpanax CHI'
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OT aBTOpa

Bo MHOrMx 00sacTsX Halllel KW3HU, YTOOBI MOJYYUTh Pe3yJbTaT, HYKHO MPHUICPKUBATHCS
HEKOTOPOU YETKO OIpeieieHHOM cucteMbl. Hanpumep, B ciopre, My3bIke, (PUT'ypHOM KaTaHUU, KJlac-
CHYecKor xopeorpaduu, Imaxmarax, MyOJIMYHBIX BBICTYIUICHUSX, MAaCTEPCTBE MPOIaXk, UCKYCCTBE
yIPaBJICHUS U T. I1.

BcromHuTe omnyineHre MajieHbKOI I0Oe/Ibl — B JIIOOOM U3 9TUX HCKYcCTB. He KyOKa 1 riepBoro
MecTa: OHM He Bcerja ObIBAIOT, 1a U He BCerja HyKHbl. BCIOMHWTE OInyieHre Toi moOeIs Hajl
caMuUM cOOOM, KOTOPYIO BbI OJIEpKMBAJIH, CIIEJIaB Ha IECATh OT)KUMaHUI OoJblle, 4YeM BUepa.

BONBIIMHCTBY HpAaBUTCS SHEPrUsi MOOEMbI, MEPENONHSIONIAass HAC TP JOCTHKEHUU IIENH.
l'opa3no meHbliiee Yrciio Jiofieil CriocOOHO UCTIBITHIBATh YIOBOJILCTBUE OT CAMOTO Mpoliecca TBUKe-
HUS K 1)U, OT YCUJIMSI, KOTOPOE ISl 9TOr0 HEOOXOAMMO MPUIOKUTh. OT 1ernovyKky nodes1 HaJ caMuM
cob6oit. OT cOCpPeJOTOUCHHOCTH, HACTPOSHHOCTH, BKJIIOYEHHOCTH, KOTOPbIE MPOHU3BIBAIOT KakKI0€
NIENICTBUE.

TaiiM-MeHeIKMEHT, YIIPaBJIEHHE BPEMEHEM, — 3TO HEKUI POJi aCKETUUYECKOW MPAKTUKH, TEX-
HOJIOTMH CaMOCOBEPUIEHCTBOBAHU 1, OCO3HAHHOTO M OCMBICJIEHHOTO YIIPABJIEHUS CBOEM KU3HbIO. OH
TpeOyeT TaKoil ke CIIOKOMHOM, YBEPEHHO!N BKJIIOUEHHOCTH ¥ CAMOJVCIUILTHBI, KAK BOMHCKOE HCKYC-
CTBO MJIM MOHAIIIECTBO.

B GosbIMHCTBE MUPOBBIX PEJTUTHI acke3a MpeArosaraeT eIMHCTBO BHYTPEHHETO U BHEIIIHETO.
JIBOp MOHACTBIPSI IOJIKEH OBITH MMOJIMETEH HE MEHee TINATEILHO, YeM ITPOYNTAHbI BEUEPHUE MOJIUTBHI.
OpHo 6e3 Apyroro HeBO3ZMOKHO.

Harna su3Hb HUKOrAa He Oy[eT yCHelHom, eciiv B elax uapuT xaoc. Haim BeTpeun, 3a1auu,
KOHTAKTBI, MBICITU JIOJDKHBI ObITh BBICTPOCHBI. DTOT MOPSIOK HE MeIaeT XU3HU — Ha00OpOT, Kak
00pe3Ka JIMIITHUX BETOK Yy JIepeBa, OH TIOMOTaeT el IIBECTH U 3eJICHETh.

Outlook — neapHOE TEXHUYECKOE BOILIOIIEHHE /11 0030pa BCEX JIEMEHTOB Halllel padoThI
u ku3HU. Outlook Bemp M 03HaUaeT «0030p». C ero MoMoIblo MOKHO CO3/1aTh MOJHYI0 KapTUHY
BallIMX JIeJl — U MIPUIATh UM AETaIbHOCTh, KPacoTy, TIIATETbHOCTh, MPOPA00TAaHHOCTh, B TIPUHIIUIIE
HEJIOCTHKUMbIE B OYMaKHOM €KeHEBHUKE.

310 notpedyeT onpeaeIeHHbIX YCUITHIA, HEeKOTOPOI CAMOIMCLIUTLIMHBI B BBITIOJIHEHUH UHCTPYK-
uuil. Ho, Kak roBopuiiu OTIIbI-aCKeThI, BO/Ia, CBOOOIHO Pa3IUBAIOIIAsICS [0 PABHUHE, HE UMEET CBO-
6ompl 1BUTATHCS BBEpX. Korna ke ee cBOOOAY OrpaHMYMBAIOT, CTaBsl IJIOTUHY, — Y BOJIBI MOSIBJISETCS
Hosas cBoOona. CBOOOIA IBVKEHKS B HAIPABJICHUH, KOTOPOE PaHbIIle ObLIIO HEIOCTYITHO.

B namem ciyyae 3ta cBoOoza — cBoOoIa JocTHReHHs pe3yabratoB. CBOOONA Beerna HaWTH
BpeMsl Ha TO, 4TO XodYellb. B KOHeYHOM utore — cBoOoja yrpapieHus coooi. CBOUM BpeMEHEM.
CBoell JKU3HBIO.

Kak ckazamu Ha ogHoM 13 TM-TpenunroB: «Ha onHou yaiiie BecoB — TBOs ku3Hb. Ha apyron
— TBOSI JieHb. UTO ThI BHIOMpAEIITh ?»

Vcrexos!

I'ne6 Apxanzenvckuti,
eenepanvHulii oupexmop OAO «Opeanusauus Bpemeru»,
Microsoft Outlook MVP (Most Valuable Professional)
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OoOpaTHas cBA3b

ABTOp OyneT nmpu3HaTesieH 3a Ballll KOMMEHTapuH, JOMOJMHEHMs, U IJIaBHOE — 3a Ball JIMY-
HBIl ONBIT HAaCTPOHKHM TaiM-MeHeqkMeHTa Ha Outlook. Takxke ¢ OmarogapHOCThIO OyneT Npu-
HATa MH(pOpMalKs 000 BceX BO3MOXKHBIX Mpodenax WM HeTouHocTsx. [lummre MHe mo aapecy
info@improvement.ru, 3soHuTe 10 Tenedony (495) 228-17-47, 950-83-85, 3amaBaiite BOIPOCH B

onore http://glebarhangelsky.livejournal.com.
- — T N TR

«[Ipedcmasvme ceos na mecme Eszenusi Onezuna. X mypoe nemepoypeckoe ympo nOHeOenbHUKA.
IIpocmopnbiii kKaburem, 0yoosbvill CmMon, NOKPLIMbILL 3€AeHbIM CYKHOM, MSIHCEN0E KONHCAHOE KPECNo.
Yawka xopoutezo kope. Bol cmompume Ha 0030pHbIL KAneHOAPb Hedeau — U MOYHO 3Haene, 4mo
U 8 Kakoii Oenv 6am npeocmoum. Ha umo neobxooumo naiimu epemsi 00s3amenvto, a umo MONCHO
u omaoxcums. I'0e cmoum nobvieamo u K uemy nodzomosumscs. B eawem nedeavrom kpyee ecmo
MeECmO U 0Nl ONPeOeNeHHOCMU, NPeOCKAa3yemMochiu, u — 015 C80O00bL».


http://glebarhangelsky.livejournal.com/
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1. HenenbHbIN KPyr
Co3paiiTe Bame pacnucanue ¢ nomombio «Kanengapsi»

«MBI XMBEM B BEJIMKOM Kpyre KU3HU» — MOMHHTE TMECHIO, KOTOPOW HAYMHAETCS] U3BECTHBIN
MyIbTUIBM? DTOT BETUKUN KPYT AETUTCS HA HECKOJIBKO IIMKJIOB — KPYrOB MEHbIIIET0 MaciuTada:
IIHEBHOMH, HeEeIbHBIN, TOIOBOM.

Korpa-to naBHO HenenbHbINA Kpyr OONBUIMHCTBA JIIOAEH ObLT OCTATOYHO YETKO orpenesieH. B
BOCKpeceHbe Wir cyO000Ty — OOrociykeHue 1 OTIbIX, B HA3HAUEHHbIE JHU — MOCT, KaXK/IbIi BTOPHUK
MEeKYT MUPOKKY U KaXKIbIl YeTBEPTr YT Ha PeKy CTUPaTh Oesbe. I3MeHeHus: eclii ¥ MPOUCXOAUJIH,
TO KpaiHe peko — Halpumep, B CeJio 3alliesl OpoAsSYnui MPOMOBEIHUK, U Hapoj1, OpPOCHB BCe JieNa,
coOpaJicst Ha TUIOMIAH €ro MOCYIIATh.

Ho tenepp yenoBek BbIMad U3 CPEIHEBEKOBOTO Kpyra )U3HU, B KOTOPOM BpeMsl ObLJIO YETKO
pacnpeesieHo peTMrHO3HbIM YCTaBOM, TIOPSIIKOM TOPOJICKUX WIIU CEJIbCKUX padoT, 0OBIYasiMU U Tpa-
aunussMu. OpUeHTUPBI TOTEPSTUCh. MHOKECTBO JIIOJel B Hallle BpeMsl He JKUBET B Kpyre Hellelu, a
OeXUT B HeM, Kak OeJiKa B Kojiece. B oHenebHUK Takoi yenoBek aymaeT: «Ckopee Obl IATHUTA ! »,
B IATHUILY — «Bo3Ke MO, Heykeu ellle OHa HeAes sl )KU3HU Mpoluia?», B BOCKPECeHbe — «IX, OISITh
3aBTpa Ha paboTy».

BHyTpu Henenu mpy 9TOM LAPUT MOHAST HEONpeAeIeHHOCTh. B msATHMILY, 32 Yac 10 coBella-
HUS1 Y TEHEPAIbHOTO AUPEKTOPA, BCIOMUHAETCS, YTO HYKHO OBLIO MOATOTOBUTH K STOMY COBEIIAHUIO
MIPOTHO3 0 PErMOHANbHBIM MpofaxkaM. st aToro KpailHe HEOOXOAMMO MEPETOBOPUTH C TEPPUTO-
pUATIbHBIM MEHEIKEepPOM, KOTOPBIM, KaK Ha3Jo, B Cpely yeXasl B KOMaHAUPOBKY U HEIOCTYIEH IO
MOOHIIBHOMY TesiepoHy (ax, eciii Obl BCIOMHUTB 00 3TOM JieJie XOTsI Obl BO BTOPHUK !..). A MOAYUHEH-
HBbIE 32/IepKUBAIOT MOJrOTOBKY K BBICTABKE, IOTOMY UTO Bbl HUKAK HE MOXETE BbIIECIUTD Mapy YaCOB
Ha paspelleHre ux BorpocoB. U npyr oduaencs: cneuyaibHO paay Bac MepeHec Mpa3iHOBaHUE THS
POXJIEHHSI CO CPEJbl Ha YeTBEPr, Bbl OOEIAIH, U4TO Oy/ieTe, HO IMEHHO Ha 3TO BPeMsl BAKHBIN KJIEHT
Ha3HAuWI BaM BcTpedy. U Beb OH mpenyrpeskaal, YTo «CKopee BCEero, B YeTBepr Beuepom»... B
o0OmeM, HepazOeprxa 1 3aBaJjl, U BalllK JIETH IOMHSAT Bac M0 CeMeHHbIM (hoTorpadusim.

Kak 6bITh, €criv B BallieM HeJIeIbHOM KPYyTre HET CTOJIb KeIaHHOUN OMpe/IeIeHHOCTH U MTPeAcKa-
syemocTtr? Kak cymeTh mpeaycMOTpeTh Bce BaKHOE, BBIICTUTH BpeMsl Ha Bce HEOOXOAUMOe U TIpU
9TOM HalTU BpeMsl Ha TO, YTO XO4eTcs?
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Kak ycners Ha 0aJ1 ¢ rocyaapem

OcTaBuUM ¥ CpeTHEBEKOBbE, M HAIlle CYMATOIITHOE BPEMs — IEPEHECEMCSI MBICITBIO B OJ1arocyio-
BeHHbIN XIX Bek. Briciiee 00IIeCTBO JKUBET HACHIIICHHOW KYJIBTYPHOU U JIeJIOBOM kM3HBIO. CTpo-
SITCSA JKeJIe3HbIe JOPOTU U 3aBOJBI. [JUIIOMaThl IIETYT CBOU CETH, YKpEeIUIss no3uuuu Poccuiickoi
UMIIepUM B MUPOBOI moiuthke. Ha Oayax oOcykaaloTcst mpeMbephl Orep U MOCAeAHUE COOBITUS
OOJBIIION eBPONEHCKON 1 a3raTckor nmonmuTuky. CTpaHa mporBseTaeT. YenoBeky, jKeJailieMy BHO-
CHTb CBOW BKJIaj B oOIlee JeJI0, 3aHUMAaTh JJOCTOMHOE MECTO B ’KMU3HU BEJIMKOW WMIICPUH, HEOOX0-
JOMMO MHOTOE YCIIEBaTh.

Bpems u aeHbpru iiaHUpyIoTCs, U INIAaHUPYIOTCS BAYMUYMBO. ExerogHo n3aaorcs aapec-KajeH-
JapH € IOJIHBIM [IEpEYHEM UMHOBHUKOB OIpe/ieleHHOro paHra. I1o kax 1o nepcoHamm — Kpyr pelia-
eMbIX BOIIPOCOB, IMOYTOBBIM aJIpec U Jake JeHb UMeHUH. [IpearnpuHuMaTeny miaHupyoT MOCTaBKU
B CIIEIMAIbHBIX KHUTaX. Beib Kyneueckoe CJI0BO TBEpIO, HE MOCTABMUIIb TOBAP B CPOK — MOTEPSIEIh
peryTanuio HaBcera. JJaMbl Ha 6amax 3aHOCST KaBaJIepOB B «KapTOUKY TaHIIEB» — KOMY OT/IaHa KaJl-
pUJIb, KOMY TIOJIOHE3, KOMY Ma3ypka. Hukakoii myTaHuIIbl 1 Hepa3oepuxu.

[MpeacraBuM cebe 3aHATOrO 4YelIOBEKa BBICIIEr0 CBeTa TOro BpemeHH. IlodaHTazmpyem
HemHoro. Bot, Hanpumep, EBrennii OnerniH. OHeruH Toii nopsl, korga TatesiHa yxke ckazana: «Ho s
Jpyromy oTiaHa, st Oymy Bek eMmy BepHa». [IpoiiieHbl MeTaHUsl U IIATaHWs MOJIOZIOCTH: TycToe 6e3-
JenbHOe yOMBaHUE BPEMEHHU, YBJIeUCHUE UICsMU JIeKaOpUCTOB, myTeriecTus. .. Ceituac Eprenuit —
HavyaJIbHUK JerapTaMeHTa B MUHUCTEpCTBE MHOCTPaHHBIX Jesl. OH B pacliBeTe CUJI M BOZMOKHOCTEH,
€My HPaBUTCS JIeJI0, KOTOPbIM OH 3aHMMaeTcs. [loqurHeHHble yBakaloT €ro M KakK 3HAIOLIEro Yello-
BEKa, pa3OMpaloIIerocsi BO BCeX TOHKOCTSIX BHEIITHEW MOJIMTUKY, U KaK JIOCTOMHOTO PYKOBOIAMTEJIS.

Kak u npyrum jioasm ero noyioxeHus, Bce ycreBaTrb €My IIOMOraeT ajipec-KajeHaapb, B KOTO-
POM pacrnucaHbl 3HAYUMBIE J1aThl, 1€j1a ¥ BCTPEUYM Ha MPECTOSAILYI0 HEAETIO.

[TpencraBbTe ceds1 Ha Mecte EBrenusi. Xmypoe netepOyprckoe yrpo noHeaeapHuka. [Ipoctop-
HBIT KaOMHET, TyOOBBI CTOJ, MMOKPHITHIN 3eJICHBIM CYKHOM, TSKEJIOe KOkaHoe Kpecyio. Yarika xopo-
nrero kode. Bel cMoTpuTe Ha 0030pHBIN KaJleHIaph HEJIEIM — M TOYHO 3HaeTe, UYTO U B KaKOW JICHb
BaMm MpecTouT. Ha urto HeoOXoqumMo HalTH BpeMs 00sI3aTeIbHO, a YTO MOKHO OTJIOKHUTH. [ ie cTouT
NoObIBaTh M K Y€MY MOATOTOBUTHCS. B BallieM HeieIbHOM Kpyre eCTh MECTO U JUISI ONpeIeIeHHOCTH,
MPE/ICKa3yeMOCTH, ¥ — [T CBOOOIBI.

Heneabnoe pacnucanne EBrennss Onernna



I'. Apxanrenbckuil. «®@opmyia BpemeHu. Taiim-meHenxkMeHT Ha Outlook 2007-2010»

5

E ﬁﬁﬂ"w- E

B8 Mecay ~

% Haimi koxTakT =

- | [L1 Aspecan wura

Ceroana Chegyoume | [ere PaGoqas OTkpeiTe  KEAEHASPM | OTNPaBHTH KAAEHAAPE
7 aHeR g Pacnuecamwe  yaneraspe = rpynn = NO INEKTPOHHOA NoyTe :?'
Mepestm [ YnoprgounTts % | ¥npaenenme kanemgapsmm 06w gocrym Haitrn
4 » 15-19 MmapTa 1836 [Moue: s nanke Kanengape” (CTRL-Y) |

200
1000
11:00
12:00

13:00

e

14:00

1500

16:00

1700

1500

Cunuii yeem — dcecmxue 6cmpeuu, NPUBS3AHHbBIE K NMOUYHO ONPEOeNeHHOMY
MOoMeHmy.

3enenvlii — 6r00xcemupyemvle (naasaroujue) 3a0auu.

Kpacnwui yeem — eaogicroe.

Keamvuii — auunoe.

OpaHdicesbim Y8emMom 8 6epxHeli Yacmu KaneHoapsi 8b10eNeHO MHO200HEBHOe
cobvimue.

10



[". Apxanrensckuii. «®opmyna Bpemenu. Taiim-meremkment Ha Outlook 2007-2010»

Bam au4HbI HeleJbHBINA KPYT

VYHUBEPCATBHOTO «HEJEIbHOTO Kpyra» He CYIIECTBYET: OOIIMe MpaBHia OCTAIUCh B CPETHUX
BEKax, BMECTEe C yIMOpsIOYEHHBIM COCIIOBHO-KACTOBBIM YKJIAJIOM XXU3HH. [laBaiiTe ornpeienum CBOu
npaBuiia U chopMUpyeM Balll IMYHBIA 0030pHBIN Tpaduk Heneau. [1Jis 3Toro cHavana pasziesiuM Bee
7ieNa Ha HeCKOJIBKO OCHOBHBIX THIIOB.

1. ZKecTKkue BcTpeuH — jiena, UCTIONHEHUE KOTOPhIX Ha3HAUEHO Ha 3apaHee OMpelesIeHHOe
TouHoe BpeMms AHA. Hanpumep, «nsatHuna, ¢ 15.00 go 17.00», «cy66ora, 21.00». Kak npasuiio,
KECTKHE BCTPEUM TMOAPa3yMeBaIlOT JOTOBOPEHHOCTh O TOYHOM BPEMEHH C KeM-JIMOO0: BalllM PyKO-
BOJMTEJIEM, KIIMEHTOM, MTOAYMHEHHBIMH, (DUTHEC-KJIyOOM U T. 1. K )KeCTKUM BCTpedam MOTyT OTHO-
CUThCsI, HATIPUMEP, TAKKE JieNia:

= cobecefoBaHMe ¢ COMCKaTesieM BakaHcuu: deTsepr, ¢ 17.00 go 18.00;

® [IEPErOBOPHI C KJIMeHToM: 25 Mas, 15.00;

® [TOXOJI C IETbMHM B TeaTp: cyooorta, ¢ 18.00 no 22.00.

JKecTtkue BcTpeun B KasieHIape Mbl OyJieM BbIACISTH CHHUM I1BeTOM. CHHUI — IBET CTPOTOCTH,
AWCHUTUIMHBI, Y€TKOTO UCTIONHEHUsI 00513aTeNIbCTB M COOMONCHNU ST HA3HAYEHHOTO BPEeMEHH. !

Obed v
AHZALLCKDZ0 TOCAD

2. PeryasipHble JKeCTKHE BCTPeYH — JKeCTKHE BCTPEUM, UMEIOIUE CTPOro OMNpeleSIeHHYIO
neproguuHocTh. Hampumep:

® [UIAHEPKA C IOAYMHEHHBIMU: Kax bl noHeneapbHuk ¢ 11.00 go 12.00;

= Tesie(pOHHAs KOH(pEpEHLIMA ¢ PETMOHAMM: Kaxas Bropas cpena B 15.00;

= facceiiH: Kax/ple BTOPHUK, yeTBepr u cyooora B 19.00.

INoBTOpsitomMecs Bcrpeur yaooHs! TeM, 4to B Outlook nx MOXHO 3aryIaHUpOBaTh BCETO OIUH
pa3. OH aBTOMAaTHUYECKM PAacCTaBUT MX MO BceM OyIyIMM HeAessM Ballero KajeHaaps. OTKpbiBast
KaJIeH/1apb B TOHEJIEJIbHUK, Bbl YK€ YBUIMTE KJIOUEBbIE MPEJCTOsIIME JeNla, CO3AANIME KOCTIK
HenesbHoro kpyra. [Topropstiomecst Berpeur B Outlook oTimMyarotest crnieruaibHbIM 3HAYKOM — KpY-
TOBBIMU CTPEJIKAMU B [TPABOM HMKHEM YTy BCTPEUH.

"Bee WUTIOCTPALIY B KHUTe co3/aHbl Ha 6a3e nmporpammbl Microsoft Outlook 2010, conep:xarueid psit HOBBIX MOJE3HBIX «TaiM-
MeHekepcKHX» (pyHKumMiA. Ho nockonbky Hanbosee paclipocTpaHeHHO! Bepcreil Ha MOMEHT Bbixofa KHUrH siBisiercs Outlook 2007,
OTJIMUMS STUX JABYX BEPCUIl KOMMEHTUPYIOTCS TaM, TJie 9TO HEOOXOIUMO.
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15 mnoHeOEABHUE

éﬂﬂ

gﬂﬂ

16 00 | PacnopaxeHus no
DendPMAMEHMY HA
HEDEAND

_]'_‘_]‘_‘Gﬂ

IEGG

3. MHOro/1HeBHbI€ COOBITHUSI — TPOIOJIKAIONIMECS HECKOIBKO THEH U He TPeOyIoIIHe BaIlero
JIMYHOTO Y4acTHs B CTPOTro onpezesieHHoe BpeMs. Harpumep:

= BBICTABKA: HETIJIOXO OBl MOCETUTh, HO HE MPUHIMITUAIIBHO, B KAKOH JIeHb U B KAKOE BpeMs;

» KOMAHJUPOBKA: HY’KHO 3apaHee UMETh B BULLY;

® OTITYCK KOJUIETH: 3HAeM, YTO He CMOXKEM B 3TO BpeMs K HeMy OOpaIarbcsl.

B Outlook Takue coObITHsI N300pa)aloTcsi TOPU3OHTAIBHBIMU TOJIOCAMH B BEpXHEH YacTH
kasienaaps. Hanpumep, «Macnenuiia B [leteprode» y Erenust Oneruna. He nepemnyraelis ¢ %ecTko
3arUIaHMPOBAHHBIMH JI€JIAMH, HO U He 3a0y/Ielllb.

15 nNoHeOeABNUEK, 16 SMOPHUK, 17 rpeﬁa 18 UEMBEP2 19 nAMXULG

| Macaenuya 8 Jlemepzode

4. «'nbkue» 3a7aun — Jeja, He UMEIOIIHe KECTKO OIPeIeSIeHHOTO MOMEHTA BBITTOJTHEHUSI.
Hampumep:

" YTOUHUTb MECTO ITPOBE/IEHNS [IEPETOBOPOB: CETOMIHS;

® [IPOKOHTPOJIMPOBATH MOATOTOBKY K COBETY AMPEKTOPOB: K 15 mas;

" U3YYUTh KOMMEPUYECKHE NTPEMAJIOKEHN MIOCTABIIMKOB: JO KOHLIA MECALA.

IIpu 3TOM «rMOKMe» He O3HayaeT «He MMEIOIIMe CPOKA UCIOJHEHUs» WM «HEBaKHBIC».
3a/iaua MOXET UMETh CPOK MCIIOJIHEHUST; 00Jiee TOro, OHa MOKET OBbITh Topsiiel, Heoroxuor. Ho y
Hee HeT YeTKOW MPHBSI3KHU KO BpeMeHH, ee MokHO caenarh 1 B 11.00, u B 13.50 — B mo6oe Bpems AHSI.
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B Outlook Takue 3agaun 0ToOpaxkaloTcs CripaBa OT KaJeHaapsl, B MaHe I 3a1a4 (0 Hell rmonaeT
peus B cienyioiiei mase). Ecnu y 3aaun yctaHoBieH cpok ucnoiHenust — B Outlook 2007 u 2010
OHa OTOOpakaeTcst TaKKe MOJ COOTBETCTBYIOIIMM THEM KaJeHaapsl.

20:00 Py ToHYGPO6BLY,
o baxry
21:00
: MokazelEaTE 334341 N2 CROK
g Mocrasnte 33ga4m J.. \ ¥TOYHWTE, BYAET AM.., \ MogoBpaTe NOATEER... \
g EzaTE 40KYMEHT O H... \ MpoKOHTROAWMPOEAT... \
]

5. BoaxkeTnpyemble («IUIaBaloine») 3a4a4i — Jejla, He UMEIOIIHe JKeCTKOro CpoKa
BBITIOJTHEHU I, HO TpeOyIolye BblieJIeHUsT HEKOTOporo Ookera BpeMeHu. Harpumep:

® [IOITOTOBUTH OTUET — MoTpedyercst 2—3 yaca;

= c7IeJIaTh CJIAf/Ibl K MTPEe3eHTaIMU — MOTPeOyeTCsl OKOJIO Jaca;

= HAIMCATh CTAThI0 — HEOOXOAUMO 2 Jaca.

Ecnu 3amava He oueHb CpovHast WM CpoYHasi, HO 3aiiMeT He CJIMIIIKOM MHOTO BpeMeHH (Kpar-
KWiA TesiepOHHBIA 3BOHOK), MBI 3alIMCBIBAEM €€ Kak rMOKyIo, B «3amgaun». Ecim ke 3amada Tpedyer
3aMETHOTO pecypca BpeMeHH (OOJIbIIe Yyaca) U IPH STOM SIBJISIETCS JOCTATOYHO CPOYHOM, €€ MOJIE3HO
3aHECTH B KaJICHIaph B KadecTBe OlokeTupyeMoi. Takum 0O6pa3oM, Mbl CMOKEM YBUJIETh, XBaTaeT
JI HAM BPEMEHU Ha ee MCIIOJIHeHNE, PeaTMCTIYHO JIM pacrpe/iesieH Hall padounii NeHb. YToObI OT/IH-
YUTh OIOKETUPYEMBIE 3a/1a4 OT JKECTKUX BCTped, Oy/IeM BBIIEJISTh UX 3€JIeHBIM IIBETOM.

jiﬂﬂ

12 90 JipocMmompems
denewy U3
Aoxdona
13 oo Cocmasumb
OMmYEm OAR
DenapmaMetima
N0 UMO2AM
14 00 becedst ¢ nocAOM

jjﬂﬂ
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IlnanupoBaHue Heaeau

Terepb mepeHeceM HaIll JKeCTKUE, «MHOTOIHEBHBIe» WM OmkeTupyeMbie nena B Outlook.

Anropurm nipoct. CHavyaia HACTPOUM KaJleHIaph TaK, YTOObI C HUM ObLTIO YIOOHO paboTaTh.
1. B obnactu nepexooB B JIEBOH YacTH SKpaHa HAKMUTE KHOIKY «KaeHnapb».

2. Ha naHesu yripaBJieHus1 BbIOepuTe yHKT «Padouas wenens» (B Outlook 2007 — «Henensi»). Kanenaaph mproOpeTeT Takoit

K€ BUM, KaK Yy Egrenust OneruHa: no TOPU3OHTAJIN — JHU, 10 BEPTUKAJIN — YaChbl.

AEKA U NOAYYEHHE Manka Eug
(FrEhEhh i 04 ot it
% ? o il:__l E=H Hegens
— Eﬁ Mecay -
CerogHa Cnegyiowie | JeHe Pabovan| —
7 AHeR | HEgenA EPEC”“CEH”E
MepeiTu P YNopajgodnTe P

¢ v 15-19 mapra 1850

3. IMepeiiaute Ha BKIaAKy «Bum» u BoiOepute «Criucok aemn» / «OObIdHOe», 4TOObI OTKPHITh MaHeb 3aaa4. Haj Heil mosiButcst
MaJICHBKHI KaJleHaph Ha JBa Omvkaimux mecsna. Kivkas Ha HeM MBIIIKOM, BBl MOXeETe MepeXoquTh B HYXHYIO BaMm Hezeno. (B

Bepcun 2007 ay1s1 3TOTO BHIOEpHTE B MEHIO «Buji» myHKT «CrMCOK 3a1au».)

|I'I-:mcr_E nanke “KaneHgaps” (CTRL=Y) ju‘| 4 MapT 1336 Anpens 1836 3
MH Bt Cp Mt [t £5 Bc MH Br Cp Y71 Nt C6 Bc
17 Cp 18 dm 19 Jim 22 23 24 75 26 27 28 =31

1=2=3=S1=5=h=T7 SERSI=RE=0SI0STT
| & 9 10 11 12 13 14 12 13 14°15 16 17 18
15 16 17 18 19 20 21 19 20 21 22 23 24 25

Macaenuua 8 JTemepzofe

22 23 24 25 26 27 28 26 8IS 58 98 ST
| Cocmasums = 7% 30 31 3 4 56 7 8 9
omuem dAq ¥nopagodeHne: HacTpaveasmoe.., =&
| DendpmaMenn

BESAMTE HOEYID 388384y |

4. B mento ®aitn / [Tapamerps! B pazzaesne «Kanennaps» CHUMUTE rajlouky y c1oB « HanmoMuHaHus o yMoI4aHUI0». DTO HYKHO
IS TOTO, YTOOBI BaC He YTOMJISUTM HAIIOMHUHAHHUsT 000 Beex 6e3 uckimodenus Berpedax (B Outlook 2007 aHamoruyHble AeHCTBUS HAIO

npoussecty B MeHI0 Cepsuc / ITapameTpsl Ha BkiIaake «Hacrpoiiku»).

Mapamerpel Outlook

DEwWwmre Pagodaa Hegens: FTecWMnn Wer ¥ Cp W ur

1-I g2HE HEgenu: II'IDHE,CI,EIII:-HHK vI
MouTa -
- 1-a Heaena roga: IHEHHHEETCH 1 aHEaps v|
KaneHgape l
MapameTEel Kanexaapa
KaoHTakTel P F aap

EERELIT] :% I_ HanomMuHaHWA No yMoaYaHum: |15HI-1H. "I
=

¥ PazpewaTe yyacTHUKAM NPeanaraTe ARYros EPEMA ANA col
| pr—

JaMETEM W AHEEHME

Tenepb co3naaum NEPBbIE HECKOJIBKO BCTPEY.
1. BolgenuTe MBIIIKON B HY)KHOM JIHE KaJleHIapsl BpeMsl, Ha3HAuYeHHOe [JIs1 BCTPEeUH.
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2.Ha TIOTYYUBLIEMCA TEMHOM ITPAMOYTOJIBHUKE KJIIMKHUTE npaBoﬁ KHOITKOUM MBIIITN 1 BbI6epI/ITC B MCHIO «CO3)IaTI) BCTpEYY».

I I I
ﬁ C03A8TE BECTREYY

COzAaTe COBRITME HA U2nkld A8Hb
£ CoIgaTe NPUMNEWEHWE HA COBPaHME
13|  C0343Te NOETOPAKIWYHCA ECTREYY
COZ0aTe MOETOPAKWERCH COBRITHE

Co3A3TeE NOETORAKIWERCA COBPAHME

% _erojHq
MeperTh K gaTe...
9 uesr ..

OapameTpel KaneHAaPA...

% HacTpolika npegraEngHua. .,

YipuemM -
BEAOCEAL
T amuLt

3. B okHe co3nanus BCTPEYM BITUIIUTE B I10JIE «Tema» ee Ha3BaHUe.
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P
iﬂﬁa ™ I B R COcTaEWTE OTHET a4 JenapTaMeHTa no MTOram Geceael ¢ nociom - Borpeya

Tann BcTpeya BeTaeka QOpMAT TEKLTA PelgHIMpOBEaHHE

HJ x gv ﬁ @ (2)3 ﬁ & FaHar = OI‘IDETopEHme ED ?
@

CoXpaHnTE ¥aannTe ® Berpeda|Maanuposanue | MpuriacMTe | 4 Her - YACOERIE NOACE Broigpate
[

W 3aKpPLITE YH4aCTHWKOE KaTeropwm =
JeRAcTENA | Nokazate YYACTHUEHM NapameTprl Tern

3Ta ECTPEYA NPOWIOWAS B NPOLAOKM,

Tema: | COCTaENTE OTYET 418 J2NapTamMeHTa No MTAram Becedel C Nacnam

MecTo: |

BCC, YTO MOXKHO A€IaTh CO BCTpe‘Ieﬁ, B Pa3HbIX BEPCUAX Outlook IIOXOXKE, MCHAIOTCA JIMIIb ,HI/ISaI‘/JIH U pacCIioJIOKEHHUE yIIpaB-

JIAKOIIMUX KHOIIOK.

4. HaxaB Ha KHOINKY «BbIOpaTh KaTeroprio», BBIOEPUTE JUIsl )KECTKOM BCTPEUM CHHIOI KAaTeropuio (KECTKO MPUBS3aHHBIE KO

BpEMEHH), U1l IUIABAIoLIel — 3eieHyIo (Ol01KeTHpyeMbIe).

= 5,
= [ ey e S

YacoEele NOACa BriGpaTe Macwras

= GI‘IDETD[JEHME

-
\kateropuio = # . . Anpes
IMETRE | OUYMCTUTE ECE KATEMOpKK '
B eTUPYEMEIE
BasHo -

AenTan katerapua

- LI.Eﬂhlﬁ ARCTED NPHEAZAHHEIR K EPEMEHM

Jlunoeana kateropua L

CpaH#eEaq KATEropug |

Bce kaTeropuu.., =

md 1 I 0 ] |

O6parurte BHUMaHKe, uTo HauMHas ¢ Bepcun 2007 ucuesno nonarue «MeTka», Kotopoe ucnonsdyercss B Outlook 2003, u

LBET TENIEPb UMEIOT CaMU KaTErOpUU.

5. Ecim BcTpeya oBTOpsIoIasics — HakMUTE KHOIMKY «IloBTopeHre» 1 B OSBUBIIIEMCS MEHIO 33/IaliTe HYKHYIO PETYJISIPHOCTb.

HaHpHMep, «KaXJbI€ TIOHEACIIbHUK U YETBEPI».
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4Ta No MTOramM Gecedsl € NooioM - Borpeda

JOEAHKE
ﬁ i 3anar = GI‘IUBTUDEHME DD
I
A Her = & Yacoewe moaca | DHIGpaTE
KaTeropug
| MapameTpel Teru

6. YtoObt co3JaTb MHOT'OAHEBHOE C06LITI/IB, BBIJICJIUTE MBIILIKOK BpEMA HE Ha KaJICHAApE, a Ha TEMHOM rojioce Haa HUM. Kiuk-

HUTE Ha BBIJIEJIEHHON TT0JI0CE MPABOY KHOITKOW MBIIIU U BHIOEPUTE B KOHTEKCTHOM MeHI0 «Co31aTh BCTPETy».

22 9Jiu 23 Bm

g

16 00 | PacnopAaxeHil
— | 1O
eI MELT

7. YTo6B! U3MEHUTH POJOJKUTENILHOCTD BCTPEUr, OEpUTe ee MBIIIKOW 3a HW)KHUI W BEpXHUI Kpay 1, IBUTasi Kpau, Y-
HAWTE WA YKOpauMBaliTe BpeMsl BCTPEYH.

8. UTtoOBI nepeHecT! BCTpevy, BO3BMUTE €€ MBILIKOI 3a JIEBBII Kpaii M NepeTaliTe Ha HYKHbIA JIeHb M HY’KHOE BPeMs.

OcBoeHne QJIEKTPOHHOI'O IIJIAHUPOBAHU S TpC6yCT HCKOTOPBIX YCI/IJ'II/II‘/JI. Be,[[b IT1MCaThb Ha 6YMal" (&
HacC y4uJIi € ICTCTBA, a pa6OTaTI> Ha KOMIIBIOTEPE MbI CTAJIU B Oonee MO3OHEM BO3pacCTe. HO, C ).IperfI
CTOPOHDBI, KA KJA0€ NU3MECHCHUEC B 6YMa)KHOM CKCAHCBHUKE — 3TO BBIYCPKUBAHUC U IICPCIIUCbIBAHUC. B

Outlook Ha mo0ble N3MeHeHHsI 0OCTOSATEILCTB MOKHO PearnpoBaTh MTHOBEHHO, IIPOCTO MEPEABUHYB
COOTBETCTBYIOILIME BCTPEUM.
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IIpaBuia nIaHNPOBAHUS HeJ e

C paznenom «Kanenmaapb» Hy)KHO padoTaTh exkeJIHEBHO. Y TPOM MPOCMATPUBANTE CIIMCOK I'MO-
KHX 3a[a4 B MaHeU 33/1a4 CrpaBa OT KajeHaaps (00 3TOM CIMCKe Mbl TIOTOBOPUM B CIIEYIOIIEH
raBe). Ecim Kakasi-To M3 HUX CTajia I0CTaTOYHO CPOYHOM U TpeOyeT He MeHee yaca Ha BHIIIOJIHEHUE
— CcOo3JaBaiiTe BMECTO TMOKOM 33Uy OIOIKETUPYEMYIO («TLJTABAIOIITYIO» ).

3akoHUMB JI0OOE KPYIHOE JIeNo, 3arisasiBaiite B «KaneHmaps». Bbl yBuIuTE MpUOIMIKAI0-
IIMECs KECTKUE BCTPEUM WM «IUIABAIOIINe» 3aayd U OMPECSUTE, YeM celvac IejiecooOpa3Ho
3aHSATHCA.

3aHuMaliTe )KeCTKUMHU BCTPEeYaMH U IJTaBaOIIMMH 3a1auamMu He 6omee 60 % padouero mHs. He
Menee 40 % NOKHO OCTaBaThCS HA Pa3IMYHbIE HEMPeJBUICHHBIE OOCTOSITENCTBA — M BHYTPEHHHE,
U BHEIIIHHUE.

Ecnu BB yacTo nmokuaaete padbodyee MeCTo, HEOOXOAMMO MOOECIIOKOUTHCS O «MOOUITBHOW BEP-
cun» KaneHaaps. Hacrpoiite cuaxporusanuio Outlook ¢ kaneHmaapeM Barero MOOMIBHOTO TeslehoHa
— ceiyac 3To yMeIoT Jie/aTh OOJIBIIMHCTBO MPIJIMYHBIX MOJieliel TeJehOHOB, He TOBOPS yKe O CMapT-
(poHax 1 KOMMyHHMKaATOpaXx.

Jlpyroii BapuiaHT — pacriedarsiBaiite pacriucanue u3 Outlook Ha nuct 6ymaru ¢gopmara A4
wm AS. Outlook To3BoISIeT TOCTATOYHO TUOKO HACTpAMBATh BHUJI PACIEUaThIBAEMOIO JOKYMEHTA.
HaHpI/IMCp, KaKuE€ OJHU Bbl XOTUTC B HEM BUICTDH; HYKCH JIM BaM TOJIBKO KaJICHAAPb WM KAJICHAAPb
BMECTe C MaHeJNbIo 33/1a4; HyKHO JIM MECTO JUIsl IOMETOK B TeUeHue THS U T. 1. Bot, Hanpumep, Kak
BBITJISITUT TIPYU BbIJa4e Ha TlevyaTh KaJeHaAaph Hefleu ¢ 100aBJIeHHO! CripaBa MaHesblo 3a1a4.

15 mapra 1836 r. -
21 mapta 1836 r.

" EEE D
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Kak Ha3pIBaTh BCTpEeUH

Co3maBasi BCTpeuM M «IUIaBalOUIME» 3aJaud, NPUAEPKUBAUTECH CTPOrO ONPEAEIEHHON
crcteMbl 00o3HaueHui. Outlook — Ype3BbIYAHO aKKYpaTHBIN M UCTIOTHUTENILHBINA CeKpeTapb-pede-
penT. Ho npu oqHOM yCJIOBMU: €ClTi pa3roBapuBaTh C HUM Ha sI3bIKe, KOTOPHIA OH CIIOCOOEH MOHU-
Marth.

Bce (opMynMpoBKY I0TKHBI HAYMHATBCS C OMPEIEIEHHOTO KJIIOUEBOro CJIOBA, BCEI/a B MIMe-
HUTEJILHOM Tiajexe. KiioueBoe cloBo oT/iessieTcst ABOETOUHNEM; MOCIIE TBOCTOUMSI MOKHO JI00aBUTh
MOJIPOOHOCTH, CBSI3aHHBIE C 3aIUIAHMPOBAHHON BeTpeueit. Hanmpumep:

OOLIYHBIH A3bIK: A3biK 00werun ¢ Qutlook:
Bctpeya ¢ [leTpoBbiM No nosBogy leTpoB: 3apnnata: cornacoBarb
NOBbIWEHWA 3apnnarsl NoBbllEeHWe

[lpe3zeHTauua B «beTa-NnM3uHm PeHuKe: beTa-NM3MHI: NpeacTaBUTh
No NPoeKTy «@eHuKCy NPOEeKT

loexaTb B TPEHaMEPHbIW 3al 310pOBbLE: TPEHAMEPHBIW 3an

Takas cucrtema HyKHa JUIsl TIOMCKA IO KJTIOYEBHIM cjioBaM. Harpumep, BBl XOTHTE y3HATh,
CKOJIbKO BPEMEHH BBI TpaTUTE Ha OOIIeHNe C MoguMHeHHbIM [leTpoBeiM. VK B cllydae Kakoro-to
Criopa BaM HY)KHO BOCCTAHOBUTBH MCTOPHIO B3auMOOTHOIIIeHH. B okHe moncka B «KaseHnmape» Bbl
BBOJIUTE KJIIOUEBOE CIIOBO «IleTpoB:» W TojydaeTe BBIOOPKY BCEX BCTpPed, KOTOpHIE OBUIA C STUM
YeJIOBEKOM CBSA3aHEI.

OOparvTe BHUMaHME Ha JIBOETOYME B KJTIOUEBBIX CJIOBAX — OHO HYKHO, YTOOBI ITOMCK BbIABaJI
TOJIBKO T€ BCTpeuH, e cIoBO «I1eTpoB:» MCIOMb30BaHO KaK KIIIOUEBOE, a HE T€, B KOTOPBIX IMPOCTO
MPUCYTCTBYIOT ciioBa «[leTpoB», «IleTpoBckuii», «[leTpoBka» u T. 1I.

AHAJIOTMYHO BB MOXETE TOTYyYUTh KaPTUHY BCEX IMPOILIBIX M OyIyIIUX BCTPEU IO MPOCKTY
«DeHUKC:», KIMEeHTY «beTa-JIM3uHT:», 10 Ballleld JIMYHOW KJIIOYEBOH 00MacTH «3I0pOBbE:» WU
«CeMbs:», «X000u:» 1 p. OIHO U3 CAMBIX BaXKHBIX IMPEUMYIIECTB JICKTPOHHOTO IJIAHUPOBAHUS
niepe; OyMakHBIM: BbI ITOJTy9aeTe OrPOMHBIA MacCHB JTAaHHBIX JIJISI aHAJIM3a ¥ TOYHOTO TIOHUMAHUS,
Ha YTO peajbHO TPATUTCS Ballle BPEMsI.

715t TOro 4yToOBl HAWTHU B KaJleHAape BCTpeur Mo KioueBoMy ciioBy, B Outlook 2007 u 2010 HyXHO MpOCTO BBECTH HYXKHOE

CJIOBO B COOTBETCTBYIOLIEE IOJIE U HAXKATh I/1306pa}KCHI/IC JIynbl CIipaBa:

—— pRreeh [ gy ps fiin:
= | HHH ] == Hegens T
HT mmm - ==

ﬁMec.qu, -

i

HoEkI2 CerogHa Cneayrwme AeHe |PaBouvas — Otepete  KaneHgapw OTNpaeEnTe
L 3NEMEHTHI ™ 7 aHewr Heaend jPacnucaHue KaNeHAapE ™ Tpynn~ no 3nekTpaot
b MeperTi I ¥nopajgoduTe [ | ¥MpaeneHWe KaneHAapanmu OBw
15 -19 MapTa 1836 |I'I-:uu-:rEr|anre KaneHaape" [CTRL=Y) P| ‘
15 Jn 16 3Bm 17 Cp 18 Hm 19 Jim
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ITore3HOCTH JJIsI PYKOBOUTEJIS

I'maBHOe mpenMyIiecTBO mpu Tepexome ¢ Oymaru Ha Microsoft Outlook mist KomaHmHOM
paboThl — Oosiee BBICOKAsl YNpPaBJsSeMOCTh NIPY MEHBIIMX 3aTpaTax cuil. Hampumep, ¢ moMolpio
kasienaapeit B Microsoft Outlook 2007-2010 Bbl MOXxeTe:

= COBMEIATh Ha OJIHOM KpaHe KaJIeHJApH HECKOJIBKUX BAIIMX COTPYJIHUKOB. DTO yIOOHO IS
TUIAHUPOBAHUS 1 CPABHEHUsI UX PEaTbHOW 3arpy3KH, U ellle — /Il CpaBHEeHUs TiaHa ¢ (DaKToM;

= ABTOMATHYECKH, C TIOMOIIIBIO CIIEIMATIbHO HACTPOEHHOTO MOJIb30BATEILCKOTO MPEACTABICHHUS,
0TOOpaTh BCE BCTPEUM COTPYTHHKA MO KAaKOMY-JHOO MPOEKTY, HAPABJICHHIO, O0JIACTH JesATeIbHO-
cru. CkonupoBath 3TH BeTpeur B Excel u npoaHanmm3upoBarh KOJMMYECTBEHHO: HAIIPUMEp, Y3HATh,
CKOJIKO BPEMEHM MEHEIKEphl M0 MPOjakaM TPaTAT Ha OOIIEeHHe C KJIMEHTaMH, a CKOJIbKO — Ha
OyMaxxHyI0 padoTy;

= BUJIETh KaJIEHJIapu APYr Japyra (ecid B KoMmnaHuu ecth Exchange-cepsep), aBToMaTHuecKu
TUIAHUPOBATh COBEIIAHHUsI, B TOM YHUCJIE C YYETOM PecypcoB (IIEperoBOPHbIX, MYJIbTHMEINA-TTPOCK-
TOPOB H T. I1.).
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Kparkue urorn

» Pazenure 3a1aun Ha TUOKME, KECTKUE, OI0KETUPYEeMBbIE.

= Vcnonb3yiiTe MOBTOPSIIONINECS BCTPEY U MHOTOTHEBHBIE COOBITHS.

= BHOCHUTe *kecTKue U OroKeTpyeMble 3a1a4r B KaJleHAaph, TMOKUE — B TIaHEb 33124 CIpaBa
OT KaJieHapsl.

= JKecTkue BBIIENSIATE CHHUM LIBETOM, OIOIKETUPYEMbIE — 3EJICHBIM.

» OcTaBIsiiTe Mocje IaHUPOBaHUs 1 OlkeTupoBaHus He MeHee 40 % BpeMeHH B pe3epse.

= 3arsaapiBaliTe B KaJICHIAph HECKOJIBKO pa3 B JieHb, KOPPEKTUPYS IJIAHBI B 3AaBUCUMOCTH OT
OOCTOSITENILCTB.

= [Ipu paboTe BHe odrica CHHXPOHU3UPYHITE KaJeHAaph ¢ MOOMIIBHBIM TeJie)OHOM WIIN pacrie-
yaTbiBaiiTe ero Ha jiucte A4 wim AS.

= Co3paBast BCTpEUH, UCTIONB3YITE TOYHO ONpe/ie/ieHHbIe KITI0UYEeBbIe CIIOBA IS KaKI0ro Mpo-
eKTa U HaIlpaBJICHUSI.
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«4moovl kaxcovlii OeHb ObLA BEPUUUHOL, He MEPSACS 8 uepede NPOCMbIX OYOHell, He OCIABANCS
uepHoll ObIPOIL 8 UCIOPUL BAULEIL HCUSHU — HAO FIMUM OHEM HYICHO muyamensvto pabomams. 11000610
CKYAbNIMOPY HAO 2161001 Mpamopa, Yoansime éce AuuHee, NPOsiGAsisi €OUHCHBEHHO BANCHOE.
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2. Boiciag Touka KH3HH
OoOycTpoiTe Baml JeHb C IOMOIMbIO pa3jaea «3agadm»

Cpenorourie Halllel )XU3HU, TO «IIPOCTPAHCTBO», B KOTOPOM OHA PeajlbHO MPOTEKAEeT, — ITO
HaIl JieHb. [Ipockinasich yTpoM, Mbl He 3HaeM: OyIeT JIM 3TOT JeHb CaMbIM OOBIYHBIM, 3aypsIHBIM? A
MOXET ObITb, IMEHHO CETOIHSAIIHUI JeHb OKaKETCs CaMbIM IJIABHBIM B Halllel sKU3HU?

JlpeBHUE IpeKkH MUcaly Ha MOTWJIaX He JIBe JIaThl, POXKIEHUSA U CMEPTH, Kak Mbl, a ofHy. JlaTy
BBICHIEN TOUYKH KU3HU YEJIOBEKA, IEHb €ro BBICIIEro J0CTUXeHUs. [Jj1s MoNIKOBOALA 3TO, BO3MOKHO,
JeHb €ro BeJryaiiieil OMTBbI; 1)1 I03Ta — JEHb [IEPBOM MIOCTAHOBKHU €rO JIy4llel Tpareuu. Y 3Toi
TOUKH OBUIO CHEIMAIBHOE HAa3BAHUE — «aKMe», B OYKBAJIbHOM 3HAUEHUH «BEPIIMHA».

Bcerperute v BBl B HACTYMAIOIEM JIHE TJIABHOTO JJIs1 Bac 4esioBeka? YBUIUTE JIU ITIaBHYIO B
BaIled JKM3HU YJIBIOKY? YCIIBIIIIUTE JIM CaMylo-CaMylo JTyUIyIo B Ballleld ;KM3HU MY3bIKY ?

ITO 3aBUCHUT TOJIBKO OT Bac. YToOBI Kask/Iblil IeHb ObUT BEPIIMHOM, He Tepsjics B Yepee Mpo-
CTBIX Oy/HEl, He OCTaBaJICs YEPHOH JBIPOi B ICTOPUY Balllel )KU3HU — HaJ/l STHUM JHEM HYXKHO TIIa-
TeIbHO padoTath. [IoqoOGHO CKYIIBIITOPY Hall IIIBIOOI Mpamopa, yIaIsTh BCE JIMIIHEE, TPOSIBIISIS EI1H-
CTBEHHO BaXKHOE.
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IlepeiiTu PyoukoH...

Bcst coBpemeHHast IMBUIM3AIM S IPOYHO CTOMT HAa OCHOBE, 3aJl0’keHHOW PuMcKoi numnepuei.
MHorue eBponencKre sI3bIKA — HACJISTHUKY JIATBIHU. MHOTHe pacipocTpaHeHHbIe MIPUQPTHI, KOTO-
PBHIMU HarieyaTaHbl HAIlIM KHUTHY, — 1ajibHue poacTBeHHUKH Capitalis Quadrata, KiiacCM4ecKkoro pum-
CKOro HauepTaHus. ['paJaHCKUi KOJIEKC, HA OCHOBE KOTOPOTO COCTABJIeH JII0OOW HAIl JI0TOBOp, —
MOTOMOK Y€KaHHBIX (hOPMYJI PUMCKOTO TpaBa.

CrepxHeBoe, cucteMooOpasymoliee Bpems it PruMa — mepexon oT pecnyOlnuKky K UMITEPUU.
KmoueBas ¢urypa — 'ait FOmmii Lezaps, modumert Mapca n BeHepsl, BETMKUI ITOJTKOBOJIETI, Xapu3-
MaTU4HbIA opaTtop. OAMH U3 BaXHEUINX JHEN ero xu3Hu — 12 sHBaps 49 rona 1o Poxnectsa Xpu-
CTOBA.

Henb IQuus He3aps

O

TEMA 3A0ANN
WEANOK AOPAPHT 2EMEHT (340A4NA)

= " KATETOFNM: | (AL (OAEMEATOD : 7)

@+ [IEFEATH FYPHKOH

2+ 3AHATL AFPHMKH

2 3ABEFWNTL VII KHAMY "34MNCOK O TANMLCKOA POAHE™
4 KAALNYPANA: MMCLMO O NOBEAE M NOAAFKHN

2 OBNOXNTL ANANFO HOBLIM HAAOrOMN

2 CEHAT: MPEKPATHTL MOPHAN3ALUNKO BONCK TMOMMEA
2+ MAFPK AHTOHHA: OFTARN30BATL NMPUKFLITME MEFEMFPABLI

= " KATETOPMK: 1| HEAEAA (2AEMERTOP - 12)

5 " KATETOFNK: POACKO (2AEMERTOP - 3)

2+ PASXENL BPOEPOM AYX <onaAart =
Z MAFK ARTOHNA: 34XPATMTL AFFELIMA CHAAMK NATH KOTOFT u
% [IOPEFEXLE: OTIFABNTL TFH KOrOFTLI (HA MN3ABF, TAH, AHKOHY) o

w m ml m m oWl m|

2 KaTErory: COROSHAKM GATMIERTOD -

3aoauu cepynnuposarvl no Kamezopusim: OeHb, Heoens, 80UCKO, NPOMUBHUKU
um.o.
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KoHen 03HakoMuUTEJIbHOT0 (pparmMeHra.

Texkcr npenocrasieH OO0 «JIutPec».

[IpounTaiiTe 3Ty KHUTY LIEJIMKOM, KYIMB IIOJHYIO JIEraJbHYIO Bepcuio Ha JlutPec.

BesomnacHo onnatuTh KHUTY MOKHO OaHKOBCKOM Kaprtoit Visa, MasterCard, Maestro, co cuera
MOOWIIBHOTO TenepoHa, C TUIaTeKHOro tepMuHana, B catone MTC wm Cesi3Hoii, yepes PayPal,
WebMoney, fAunekc.densru, QIWI Komesnek, 60HyCHbIME KapTaMu WX APYTUM YIOOHBIM Bam crio-
COOOM.
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