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Microsoft Outlook 2010 npefnocTaBnseT pacwmpeHHbIe NMMYHbIE N KOPNOpaTUBHbIE CPeaCcTBa
ynpaBneHns aneKTPOoHHOK noyTor ana 6onee 500 MunnmoHoB nonb3oBartenei B mvupe. B
Bbinycke Outlook 2010 conepxutcsa 6onee 6oratblii HABOP CPeacTB ANS yO0BNETBOPEHUS
notpebHocTell B 0bweHnn Ha paboTe, AoMa 1 B Wwkone. MNepepaboTaHHbI MHTepdeinc u
pacWwmpeHHble PYHKLUUKN yNopsaaoYMBaHns 9N1EKTPOHHOM NOYThI, MOMUCKA, YCTAHOBNEHNS CBA3N
n coumanbHbix ceTeit B Outlook 2010 npenocTaBnsitoT BO3MOXHOCTN MAPOBOrO YPOBHS, Y4TOObI
nooaepXunBartb NPON3BOANTENBHOCTb M OCTABATbCSA HA CBA3M C IMYHBIMK 1 AEOBbIMM
cetamu. HyxHbl ceeneHust 06 Outlook 2010 ¢ oyHKUMSMM YIpaBNEHNS KOHTAKTaMm U1
knueHtammn? Cm. Outlook 2010 ¢ [mucneTyepomM KOHTAKTOB.
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YnpaBnsanTte HECKOJIbKUMU 3anNUCAMN 3NEKTPOHHOW NOYTbl 04HOBPEMEHHO

Bbl MOXeTe cBOHOAHO yNpaBnsTb COOBWEHNAMN 3NEKTPOHHON MNOYTHI U3 HECKOMbKMX
MOYTOBbIX AWNKOB. CUHXPOHU3NPYNTE OAHHbIE HECKOMBbKUX YYETHbIX 3anucein 3neKTPOHHOM
noyThl N3 Takmx cnyx6 kak Hotmail 1 Gmail (vnn noytn ns noboi apyroi cnyx6sl) B Outlook
2010. Y nyqweHHas cBs3b ¢ Microsoft Exchange Server nopaepxwusaet paboTy ¢ HECKONbKMMY
y4YeTHbIMW 3anucsaMmn aneKTPOoHHON noyTbl Exchange Server n ynpasneHne nmm B 04HOM
NHTEpgoeice.

CBo60o,gHO ynpaBnsinte 60nbIMMMN 06-beMaMn 3NEKTPOHHOW NOYUTDI

MpencTtasnenHne "Pasrosop" B Outlook 2010 ynpowaeT oTcnexuBaHne LenoyYek coobleHuni
SNEKTPOHHOM NOYThI 1 yNpaBneHne NMKU, No3BONSAS 9KOHOMUTbL NMONIE3HOE NPOCTPAHCTBO Nanku
"Bxonsiwme". Cxunmainte ONVHHbIE MOTOKM COOOLWEHMIA B HECKONBKO LIeNoYeK, KOTOPble MOXHO
pa3bunTb NO KaTeropmsam, apxnBmMpoBaTb, UTHOPMPOBATb UM YOaNUTb HECKONbKUMM LWenYyKamu
MbILW.

HacrpaMBaﬁTe ANd 4acTo UCNOoJib3yeMbiX 3agay Npoctbie KoMaHObl
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dyHkums 6bicTpbix aericteuii B Outlook 2010 no3BonsieT SKOHOMUTL BPEMSI, CO34aBas u
onpenensis MHOroaTtanHble 3afayn, KOTOpble MOXHO BbIMONHUTL OAHUM LWenyYkoMm Mbiwn. Crona
BXOAST OTBET Ha npurnaweHve Ha cobpaHue, nepemelleHne B onpeaeneHHyo nanky,
CcO34aHne HOBOMO COODLWEHMS 9NEKTPOHHOW NOYTbI HA3HAYEHHbBIM Fpynnam u T. 4.

MnaHupynte c NerkocTbio

HasHauyaiiTe BCTpeun, coobwainTe ApyruM 0 CBOEM rpadhuke 1 ynpaensinte cBOMM paboymm
pacnucaHmem cBoboaHO 1 agpPekTMBHO. C NOMOLWbIO PYHKLIMM NOYTOBOrO KaneHaaps Bbl
MOXeTe OTNpaBUTb CBOE pacnucaHve ApPYyrvM nofib30BaTensm, 1 OHM CMOryT OnepaTyBHO
BblAENWTbL BpeMs ans cnepytoweri sctpeun. Ecnm Outlook 2010 paboTaet B cBS3KE C
cepsepoM Exchange Server, Bbl MOXETE BOCNONb30BaTbCS HOBbIM NPEACTaBNEHNEM
pacnucaHus rpynnbl, 4T06bl NPOCMaTpuBaTh HECKONLKO KaneHaapen psaoM Nnm COXpaHnTb
4acTO MCMONb3yeMble rpynmnbl KaneHaapen B 0GHOM MeCTe.

Jlerko HaxoauTe HYXHYI MHPOPMaLIMIO, BbIMOJHAS MOUCK

MpunoxeHne Outlook 2010 no3BonsieT cBo60AHO copTUpoBaThb bonblune 06beMbl AaHHbIX. C
MOMOLLbIO YCOBEPLIEHCTBOBAHHOMO MHCTPYMEHTA MOMCKa MOXHO BbICTPO HAaX0AUTb HYXHble
coo0LWeHNs, aNeMeHTbl KaneHaaper n gannbl KOHTakTOB, a TakXe ynpaBnsiTb 60NbWUM
KONMMYECTBOM OAHHbIX.

CospaBainTe COOOLLLEHUS 3NEKTPOHHOM NOYTbl, KOTOPbie He OCTAHYTCS He3aMeYeHHbIMU
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D yHKLUMOHANBbHYIO rpadouKy 1 CpeacTBa penakTMpoBaHns pUCyYHKOB TeNepb MOXHO
ncnonb3oBatb He Tonbko B Word n PowerPoint. C nomouwbto Outlook 2010 Bbl MOXeTe
3aBnafeTb BHMMAHWEM YnTatenemn, NCNonNb3ys npmBnekaTenbHble BU3yanbHble 9N1IEMEHTHI,
Takue Kak BCTPOoeHHble 06bekTbl SmartArt™, Tembl n ctunm. Kpome Toro, Bbl MOXeETE Nyylle
IOHECTM CBOM MbICN A0 YnTaTtenen, sBctasnsas n goopmatmpysa B Outlook cHUMKK akpaHa.

OcraBanTecb Ha CBSI3M CO CBOMMU COLMaNIbHbIMU U pabounmm ceTsmm

Outlook 2010 — 370 rnaeHbIN y3en CBA3U C ApYy3bsMU, poaHbiMKn 1 konneramu. Outlook 2010
MO>KHO MCMONb30BaTh A5 NOMYYEHUS AOMNONHUTENbHOW UHCpopMaLmMn 0 Noasx, Hanpumep ob
obwumx Opy3bsx, a TakXe Apyroi counanbHoOn nHgopMaumm, 0CTaBasiCb NPy 9TOM Ha CBSA3M C
coumanbHbiMK U paboynmn ceTsMu. 1

OtnpaBnsinte cOO6LLEHUSA 3NEKTPOHHOM NOYTbI MMEHHO TEM, KOMY OHMU
npenHa3sHavyanuchb

KopnopaTueHble Nonb3oBaTeny OOMXHbl MOCTOSIHHO CNeanTb 3a TeM, 4YToObl He nepenarb
HEeHYXHble COOBLEHNSI 3NEKTPOHHOM NOYTbl OTCYTCTBYIOWMM Ha paboTe KOHTaKkTaMm, Cny4yamnHo
He nocnatb OTBET 6O/bLWOMY CMIUCKY PACChIIKM U HE OTNPaBUTb KOHPUAEHUMNAIbHYIO
MHGOOPMaLMIo 3a Npeaesnbl KoMnaHuu. Monb3ysicb HOBOM PyHKLMENn NoACKa30K, Bbl MOAyYnTe
npenynpex.aeHne, ecny cobupaetecb 0TNpPaBnTb cooblieHne 6oNbLOoMy CAUCKY PacChinku
nmbo nuuam, KoTopble HaxooaTCcs He Ha paboTe UNW He NpuHaanexar K Bawe
opraHusaumn.2
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NMonyyanTe ronocoBylo NOUTy U pakchl B nanky "Bxogsauime”

Mpunnoxexne Outlook 2010 1 HoBas TexHonornsa cepsepa Exchange Server 2010 no3sonser
nony4yatb rONOCOBYIO MNOYTY M goakChbl NPSMO B Nanky "Bxogawme”, roe nx MoOXHo
npocmaTpmBaTb NPaKTUYECKM OTOBCIOAY C NMOMOLbIO KOMNbloTEpa, npunoxexHns Outlook
Mobile nnn seb-knuneHta Outlook.3

HauuHainte pasrosop B peanbHOM BpeMeHU n3 Outlook

OcTaBanTecb Ha CBSA3M CO CBOUMU KOHTakTamu. Micnonb3ysa nporpammy Office Communicator B
ceazke ¢ Outlook 2010, Bbl MOXETE MpocMaTpmMBaTh CBOWM CNMCOK cobeceaHKOB NPOrpammel
Communicator. HaBeanTte ykasatenb Mbllwn Ha UMS, 4TOObI yBeanTbCcs B AOCTYMHOCTH
nonb3oBaTens, n HayHuTe beceny ¢ NOMOLLbIO OOMEHA MIHOBEHHBIMU COOBLWEHNAMMU,
rofI0COBOro 3BOHKA M1 sBnaeo.4
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