opentext-

GroupWise

PYKOBOACTBO MO MCMO/b30BaHUIO
KJIMEeHTCKOM YacTu

OKTA6pb 2023 T.




lOpuaunueckaa nHpopmaums
© Open Text, 1993-2023.

KomnaHua Open Text, a TakKe adpduUAnpoBaHHbIE C HEM KOMNaHMK M inUeH3napbl (aanee — «Open Text») He
NpeaoCTaBAAOT KaKUX-TMBO rapaHTMIM HAa NPOAYKTbI U CEPBUCHI MOMMMO ABHBIX 3afBNEHUIM O rapaHTUAX, U3N0KEHHDbIX B
OTHOLUEHMM COOTBETCTBYIOLLMX MPOAYKTOB U CEPBUCOB. HMYTO B HAacToALLLEM JOKYMEHTE He MOXKET paccMmaTpmBaTbCA B
KayecTBe AOMO/NIHUTENIbHbIX FAPaHTUIMHBIX 06a3aTenbcTB. Open Text He HeceT OTBETCTBEHHOCTM 3a Kakue-nnbo
TEXHUYECKME WU PEAAKTOPCKME OLMOKKN UM YNYLLEHWUS, COAEPKALUMECA B HACTOALEM AOKYMeHTe. CBeaeHus,
W3N0KEHHbIE B HACTOALLEM LOKYMEHTE, MOTYT BbiTb M3MeHeHbl 6e3 yBegomieHus.



OrnasneHue

O paHHOM pyKoBoOpAcTBE
| Hayano pa6ortbl
1 YcraHoBKa KauneHTta GroupWise

Bxop B GroupWise

HasHayeHue napons gas NnoYToBOro AWMKa 6e3 ayteHTUdUKaumm LDAP

Ncnonb3osaHue Advanced Authentication

Ucnonb3oBaHue nanku «FnasHaa»

OTo6paxeHne cpeacrea GbICTPOro NpocmoTpa

Bk/itoueHMe 1 BbIK/IOYeHMe cpeacTea 6bICTPOro NPocMmoTpa
OnpegeneHue NOAOXKeHUA CpeacTsa BbICTPOro NPocMoTpa
Pabota co cpeactBom BbICTPOro NPOCcCMoTpa

BbinonHeHWe OCHOBHbIX 33434 C NOMOLLbIO NaHeNAn 3a4a4 Windows

0630p cn1cKa nanok

naBHaA nanka

ManKa MOUTOBBIN ALK . o v vt et ettt ettt e et et e et e e et e e e e ettt ettt ieenns
MNanka «OTnpasneHHble»
MNanka «KaneHgapb»

[ManKa 4acTbIX KOHTAKTOB

Manka «Cnncok 3agaHuim»
Manka «JOKyMeHTbI»
Manka «KapToTeka»

Manka «B paboTe»
MManKa HEXKEMATENMBHOM MOUTDBI. « « .« ettt ettt ettt ettt et e ettt e e e e e e e e e et ia e
Manka «Kop3nHa»
CoBMEeCTHO UCNoJib3yemble Manku

Manka yyeTHoM 3anucu IMAP4

Manka y4yeTHOM 3anucu rpynnbl Hoocter NNTP

Manka obecneyeHunsn RSS

O6wue cBegeHUA o TMNax anemeHToB GroupWise

MeponpuaTtue

3agaHue

OrnasneHue

23

25

27

29

29

30

31

33

33
34
34

35



HamOMUHAHUE . . . e et
L=V 1=T0 o Tz o T o - 1.1, -

MepcoHanbHanA HacTpoiika uHtepdeiica GroupWise

Obuwme cBeaeHMA 06 OCHOBHOM OKHE GroOUPWISE . ..ot it ittt it et et e e e ie e
OBLLME CBEAEHMA O TTABHOM MEHHID .« « v ottt ettt ettt et et et e et e e ettt ettt

BKAOUEHNE M OTKAOUEHME TIABHOTO MEHED .« & o v vttt ettt et e et e e et ettt aiaeeens

OB6LME CBEAEHMNA O MAHENMM HABUTALMM . « o vttt te ettt ie e e ettt et e e e e e et et e ie e

BKNIOYEHME U OTKIHOUEHME MAHEAM HABUTALMM .« .\ v e ettt e ee e et e ie e e e e e ie e ieeeeanas
HaCTPOMKA MAHEAM HABUTALMM. . . o ettt et e ettt e e et et e e e e e et et et ieaanns

Ob6wue cBefeHUA O TNABHOM MAHENN MHCTPYMEHTOB . .. vttt ettt e et e e et e ee e e eee s

BKNtOYEHME M OTKAOYEHME [1aBHOW NaHenu MHCTPYMEHTOB . ... .ottt i et i i e aas

O6LLI,ME CBEAEHUA O CMUCKAX ITEMEHTOB . . . oottt ittt ittt ittt ittt ettt i

9 OnpeaeneHune 3HAYKOB, 0106pa)Ka|ou.|,ch;| pAAOM C dN1eMEeHTAMU

10 AanbHelwee nsyyeHme

MHTEPAKTUBHAA CMIPABKA & v v v vt ettt e et ettt et ettt ettt ettt enanas
Bknaaka NpuBETCTBUA GroUPWISE . ..ottt e e e et
Beb-cTpaHnLa AOKYMEHTAUMM GroUPWISe. . ..ottt ettt it e e et et
KPaTKME PYKOBOACTBA. «  « v vt vttt e te e ettt e ettt et e e e e et e et et e et
CoOBLLECTBO GrOUPWISE .« oottt ittt e e et e et e et e e e

Il Cucrtematnsaumsa snemeHToB

11 Hactpoiika uHtepdeiica GroupWise

BbI6OP CXEMBI GrOUPWISE . . o ettt ettt et e e e e e e e e e e e
HacTolika nHgmBuayanbHbix napameTposB opopmaeHns GroupWise ...................
HacTpoliKka raBHOM MaHENM MHCTPYMEHTOB. . . o v vttt et et e et e ie et e e e e
HacTpoliKa Mankm 3anyCKa MO YMOMHAHMEO. .« . v v v ettt e e e et e ie et et eee e
HacTpoika 61aHKOB MO YMOMYAHUIO AIA UTEHUA. « o v v v v ettt et et ie e e ee e e
HacTtpoiika 6aaHKa 1 wprdTa N0 YMONYAHMIO ANA YTEHWUA U CO3LAHUA oo ve v e et
HacTpolika cpeactsa H6bICTPOro NPOCMOTPA A1 NOBEAEHMA MO YMOMYAHUIO. . o oo v v s
N3meHeHMe BNaHKOB 3/TEMEHTA MO YMOSTUAHMIO « o v vttt ettt et e e ettt e eeee e
ABTOMaTMYeECKoe CYMTbIBaHNE CNeaytoLLero 31eMeHTa B NOYTOBOM ALUMKE . . . ... ..o o .. ..
N3meHeHMe a3bika MHTepdenca GroupWise ... ..ottt i et et i e

12 Ucnonb3oBaHue Ka'reropuﬁ ANA CUCTeMAaTU3alumnm 3iIieMeHToB

OMUCAHME KATEIOPMM v o et et e ettt et e e et et e et et et ettt et et e et
Ha3HAUYEHME KATETOPUM SMIEMEHTAM .« o v v ettt ettt e et e e e ettt e et e e
BbICTPOE HA3HAYEHME KATETOPMM . « vt e v vt e ettt e et e ettt e et i eaeeens
HasHauyeHune ntobol KaTeropmm aNeMEHTY IIOBOTO TUMA. . o oo v e i e e ee e e
HasHauyeHne KaTeropmm C MOMOLLLbHO CBOMCTB SNIEMEHTA . . o v v v v v v e e e eeaen s
HasHauyeHne HECKO/IbKUX KaTETOPUM MTEMEHTY . . v v vt e e et ieee e eeeeeeenns
YOaNEeHNE KAaTETOPUM UB IMTEMEHTA &« o v ot et e e ettt e e et ee et e e iaeeenns
PaboTa C KATETOPUAMM .« o et ettt et e et e e e e ettt et e ettt e ettt
J06aBNEHMNE HOBOM KATETOPMM . . ot et et ete e e e it ettt ettt et eaaas

OrnasneHune

45

45
46

47
47

47
47
48
48
48

49

53

53
53
53
54
54

55

57

57
58
59
60
60
60
61
61
62
62



[1EPEUMMEHOBAHME KATEIOPMM. « v v e ottt ettt et et et et e ettt et e
MMOVCK 31€MEHTOB MO KATETOPMM B MAMKE . . o o e et ittt et et e et e et et e e et e eeas
COPTMPOBKA 3/IEMEHTOB MO KATETOPMM « o e e e it et et et e e et et e e e e e e et ee s
YA NEHNE KATEIOPMM . .« o vttt e e ettt ettt e e et e ettt ettt ettt e e
Mcnonb3oBaHME LUBETOB KAaTETOPUM B CITUCKE IMTEMEHTOB .« v o v vt e e et et et eeeeeeieeaannn

13 Ucnonb3oBaHMA NAnNoK anA OpraH13sauum NoOYTOBOIo AWMKaA

O6LWME CBEAEHMA O CITUCKAX MAMOK. &« v ottt et et et ettt et ettt et et et et ettt anans

TTONMHBIM CIIMCOK MAMOK & ot vttt ettt e e e ettt e e et e et e et e e e e et ettt et
(1T oo Yo foT el 1 el X - 5 Lo
CNINCOK M3BPAHHDBIX MAMOK v o v vttt et et ettt e e e e e ettt e e e et te et

OTO6pa)KEHVIe [ 11 7101 (@ 1 B i = 0 ]

CUCTEMATU3ALMA CTIMCKOB MAMOK .« « o v v vt ettt et e e e et e e e e e ettt e e e e e iee e
DOPMUPOBAHUNE CMINCKA UBBPAHHDBIX MATIOK .\ v et s et te et e et e ee e e iee et eee e
MePEYNOPALOUEHME MAMOK. « .« . v ettt ettt e et e ettt e e ettt e e et e e e et ee et ee e e ee e eenns
PacnonoskeHne NanoK B CNUCKE B aNIGABUTHOM MOPALKE .« v vt v vven e eene e ieeeeianeeennns
3aKPBITUE CIIMCKA MAMOK « .« o v v vttt vt e e ettt e e e e e et e e e e e e e et e e e e et ee e ineeens

PaBOTA CMAMKAMM. « vttt ettt et et e ettt e e et et et e e e e e e e e

CO3AAHME HOBOM MAMKM .« v ot et e ettt et et ettt et e et ettt ettt et ettt e e
Co3aaHne CNeuManm3mPOBAHHOM MAMKM. & o\t vttt et e ettt ettt ettt eaenenas
[P EMELLEHUE MAMKM .« o v et e ettt et ettt ettt et et e et ettt et et e ettt et e
[EPENUMEHOBAHME MAMKM . o ittt ettt ettt et ettt e ettt e et et ettt
J0BABNEHME LUBETA MAMKM .« o vttt et e e et e et e e et ettt et et ettt ettt
N/i Y LTS T 1 = 7
OaHoBpeMEHHOE YaaNeHNe HECKONBKUX MOAMAMOK &« o\ vttt ettt et ee et eeaenn e
3ALLMTA NAMOK M /IEMEHTOB . « v vt vttt ettt et et et et e ettt ettt ettt nenens

YNpaB/ieHNE CIIUCKAMM INEMEHTOB B MAMKAX . « ¢ v v v vt vt et ettt ettt e it ittt at e ennenns

Mcnonb30BaHME METOK TPYMM AJIA NMAMKM & o v v vttt e e e e e e et ee e et e e ee e ie e ieeeeannas
MpeaBapuUTeNbHbIA MPOCMOTP COOBLLEHUM ANA MAMKM .« o\ vt et et et e et et e e eeaenenn
MCMONMB30BAHME CTOMOLIOB . o o v vttt et ettt ettt ettt e et ettt e e et et ettt ettt
MNepemelyeHne 1 CBA3bIBAHNE 3NEMEHTA C APYTOM MAMKOM. & o ot v e ittt et e e e eee e
M3MEHEHME NAPAMETPOB UTEHUA MTEMEHTA « .+ v v v vt te e et ettt e e e et e ee e ie e ieeeeeannas

HacTpolika NapameTPOB OTOBPAKEHUA MAMKM . . . o\ttt e e et et ettt e ettt ettt

Obuwwe cBegeHNA 06 OCHOBHbIX NapaMeTPaX OTOOPANKEHUA MAMOK. . o« v v e e e eee e e
N3meHeHWe U yaaneHne NapameTPOB OTOOPAMKEHUA MAMKM. . . oo v et e e e e e ee e
CoxpaHeHME NAPAMETPOB OTOBPAMKEHMA . o o v vttt et e et et et ie e e iie i iieeas
BbI6OP COXPAaHEHHbIX MAPAMETPOB OTODPAMKEHUA MAMKM o« vttt e e e et eie e eiae e e
OTNPaBKA MAPAMETPA OTOBPAMKEHMA . « . v o v e ettt ettt e et et e et e e e e ee e iee e eeeas
MMNOPT NapaMeETPA OTOBPAMKEHMSA . . o vttt ettt et e e et et e e e et e e e e e e
KonupoBaHMe NapaMeTPOB OTOBPAKEHMA MATIKM . . o .o v et et e tee et e e e eie e e eiee e

O6wwme cBeAEHMA O MaMKaX PE3Y/IBTATOB MOMCKA .« .. v vttt ettt te e ettt ie e ie e iieee s

Co3paHMe NaNKM PE3Y/IBTATOB MOMCKA. « .« v v v vt e et e et e et e et et et a et at e neeanennens
CospaHue nanku, B KOTOpOﬁ 0T06pa)'KalOTCﬂ HENPOYUTAHHbIE MNUCbMA . . . . ... ... .o i i

MCNONB30BAHME COBMECTHBIX MAMOK . & v v vt vttt et et ettt e et e et e et et et ettt aeennennns

O6uime cBeAeHNA O COBMECTHO UCMOMb3YEMBIX MAMKAX &+« vt vt vttt e ie e ee e eieeeennnnns
CoBMeCTHOE C ApYrMMu Nonb30BaTeIAMM UCMO/b30BaHMeE CYLLECTBYIOLLEN Nanku uan

JEPEBA MAMOK & o vttt vttt ittt et ettt e e e ettt e e e e et e e e e
CosfaHue Nanku A/19 COBMECTHOMO MUCMOMB30BAHMA . o oottt et ie e it et e e ie e ie e
MoaTeepXAeHNE COBMECTHO MCMOMb3YEMBIX MAMOK .\ vttt ettt ettt ie e te e ie e ieeeeennns
OTnpaBKa 3/1eMEHTa B COBMECTHO MUCMOMb3YEMYIO MAMKY « « v v e vt eie e it e ie e eieeeennnns
MpocMoTp Lenoyek 0b6CyKAEHMNA B COBMECTHO UCMONb3YEMOM MAMKE .o vve e e e ieeeennnns
Mepeaaya Npas BAAAEHMUA NAMKON OBLULETO JOCTYMA .« o vt vt ve ettt e ie e e e te e ie e ieeeeennnn
YAANEHNE NANKM OBLLEIO OCTY M. « o v e et ettt ettt ettt ettt e e e ettt e ittt

OrnasneHue



14 NUcnonb3oBaHMe NaHenen gna cucTemaTMsauum rnaBHOM Nanku 89

(O a1 Lo YT TN F= T =Y 1 =Y 89
M3MEHEHME PABMEPA MAHEBIIM .« o v ottt ettt e ettt ettt et et et e et e et ettt i eneennns 89
[EPEMELLEHME MAHEIIM o ot ettt ettt ettt ettt et et et et e et et et e 90

[ o Ton Yo Y7 = T a = 5 1<, 1 P 90
CO3LaHNE HOBOM MAHE M .« v vt v e ettt e e e e et e et et e e e e e e e et e e e et e e ettt 90
YA IEHNME MAHE I . ettt ettt et e e et e e et e e et et e e 91
DKCMOPT M MMMNOPT NAPAMETPOB MTABHOM OBMACTM . o ottt e ettt ettt et ettt e et 91

15 UHTerpauma KoHdpepeHumii Zoom 93
MHTErpaLma Zoom C GroUPWISE . .ottt ittt e e e et et et e e e ettt et 93
BrtoueHue nogaep»KKM NOAKAIOUEHNA GroUPWISE KZOOM . .ottt ittt et et e e e e e 94
HacTpolika oBepeHHOro nua 418 NAaHUPOBAHUA BCTPEY BZOOM . . v vt v ettt ie e eeieeeennnn 94
HacTpoKa NPUBUAETUMA MNAHUPOBAHMA . . o v v et ettt et et ettt ee ettt e et et eeaeenenas 95

OT3bIB MPUBUAETUM MTAHUPOBAHMA . « o v vt ettt ettt et ettt et ettt ettt ea e 95
OTKIIOUEHMNE MHTETPALMM C ZOOM . o\ ettt ettt et ettt et e et e ettt et et ettt ae s 96
OTKNOYEHNE MHTETPALLMM € ZOOM B GroUPWISE. . oottt it e ettt et et e e 96

3anpeT uHterpaymm ¢ Zoom yepes Zoom App Marketplace ......... ... i 96

16 Hacrtpoiika apyrux ¢yHKumit GroupWise 97
CMEHA PEKUMOB GrOUP WIS . o ottt ettt et e it e et et et et e e et et et 97
PeXKMm HENOCPEACTBEHHOTO MOAK/IOUEHMA .« o . v ot ettt ettt ettt et et e et i e e e 97

PeXXMUM KILLMPOBAHHOTO MOYTOBOTO ALK, « « o v v ot e et e et e et et e et et e a e e e aeanenns 98
YOQNEHHDBIA PEMMM . o o vttt ettt et e e e e e e e e e e e e e e e e e e 98

CMEHA PEMMMOB . . . o ettt ettt et e e e e et e e e e e e e e e 98
MN3MEHEHME HACOBOTO MOACA « « v v ot vt e et e et e e e et et e et ettt et et ettt eeeaeennns 99
HacTpolika nHTepBana 410 0O6HOBAEHMA GrOUPWISE . .o v ittt it e e et et e e et ee i 99
HaCTPOMKA MAPAMETPOB IMOLBM . . o o v e ettt et et ettt et e et et e ettt et ettt et 99
HacTpoiiKa GOPMATA ATl M BPEMEHM . . o o v ittt et et e ettt e ettt et et et et ettt 100
HacTpoiika ¢opmMaToB AaTbl U BPEMEHM MO YMOMUAHMEO . « o v v v e ve e e e e e ie e eeeeeaennns 100
HacTpoiika 06bI4HOTO GOPMaTa GrOUPWISE . . v vt ottt et ittt et e e et e e e 100
HacTpoiika cneumanbHbIX GOPMATOB GroUPWISE . . oo v vt ettt e it et e e e eee e 100

17 O6wme cBeaeHna o6 nHterpauum c Filr 103
dnemeHTbl ynpaBaeHus GroupWise M Filr. . ... .o e 103
Hactpolika nosegeHua GyHKLUMU NpuKpenneHuns ¢aiinos 13 Filr B kKnneHte GroupWise ............. 104

Il dneKTpoHHaA noyta 107
18 OTnpaBKa 3/1eKTPOHHOM NOYTDI 109
BbIOOP B1aHKA AJ1A COBMAHM . o ottt ettt et et et e ettt e e ettt e e ettt et 109
Co34aHNE COOBLLEHMA SNEKTPOHHOM MOUTDBI & o\ vttt ettt et e et et et e e e ettt et ee e 110
Mcnonb3oBaHWE YNOMUHAHUMA MPU OTMPABKE 3MIEMEHTOB. « .« v v ot vttt et e it e eet et eeiaeenannns 111
Obwume cBegeHUA 0 NPUHLUMMNAX AeNCTBMA U MapaMeTPaxX YIOMUHAHUM . . . ..o i i, 112
PopMaTUPOBAHNE COOBLLEHUA SNEKTPOHHOM MOUTBI & o v vt vt ettt et e te e ettt e et eee e 114
BbIOGOP TEKCTOBOTO PEAGKTOPA « « v v vt vt ettt et e et e et e et e et e ettt e et 115

OrnasneHune



Mcnonb3oBaHMe TEKCTOBOrO pegaktopa GroupWise ana co3gaHuna coobuieHui
3NEeKTPOHHOM NOoUTbI B DOPMATE HTML . ..o e et et et e
Mcnonb3oBaHMe TEKCTOBOTO pegaktopa GroupWise ana ¢opmaTMpoBaHuUs NpocTbIX
TEKCTOBbIX 3/IEKTPOHHbBIX COOBLLEHUM .« o v oot i ettt ettt et et et et ettt e enena
Mcnonb3oBaHMe B TEKCTOBOM pegaktope GroupWise Nosb30BaTENbCKMX BNAHKOB . . ...\ o v ...
MpoBepKa 0PGOTPAGUM B COOBLLEHUAX . . o v vt ettt et ettt et e ettt et et ettt einenns
Mcnonb3oBaHMe cpeacTBa 6bICTPOM NPOBEPKN OPDOTPADUM . . oot e e ie e ieeieannnn
Mcnonb3oBaHMe cpeacTBa NPOBEPKU OPPOTPADUM . .. v v it ittt n
TTPUKPEMACHUE DAMMOB . .« o v o et e ettt e et e e e et e e e e e e e e e e e e e e et e et e e
MPUKPENAEHNE DAMNA K SNIEMEHTY & o v vttt ettt ettt et e e et e e e et e e e e ee e
MpUKpenaeHNE CCbIIKM HA JOKYMEHT K S/IEMEHTY . « o vt vttt et et eie e ie e e e eeeeinennes
BHeapeHMe 06beKTa OLE B COOBLUEHUE . . ottt ettt e et e et et e e ee
MpuKkpenaeHne Garna Filr KaMEMEHTY . ..ottt e e et e
[Jo6aBneHre NOANNCU N BUSUTHOM KAPTOUKM o v v v vttt ettt ettt et ie e et e et ie e ie e eee e
COBAAHME MOLMUCU « v v ettt ettt et ettt e e ettt e e e e e e e e e et et i e e et in s
HaCTPOMKA BUBUTHOM KAPTOUKM & v ot ettt et et e e ettt et e ettt ettt et ettt eeeaeens
[JobasneHune noanucu nam Kaptoukm vCard K 3N1EKTPOHHOM MOUTE . o v v v v vvn e enen e
Obume cBefeHNA O TNOBANBHBIX MOLTMMCAX .« . v v o vttt et te et et ie e et et e e ie e ine e
Mcnonb3oBaHUeE anbTEPHATUBHBIX AAPECOB OTMPABUTEIIA v\ vt vt te ettt et e e eeein e ineeeenns
MapLpyTn3auma NMcbMa NocNeL0BaTE/IbHO K HECKOIbKMM MOMYHATENAM .\ v vt v ee e e e e e inannnn
CO34aHMNE 3TEMEHTA C MAPLUPYTOM . & o vt et e ettt e e e e et ettt e e et et ie e eeennas
Mcnonb3oBaHMe aApecHOM KHUIMM ANA aApecalm COOBLEHNA C MAPLIPYTOM. . . oo v evveenn ..
3anpoc napons nepeg NOMeTKOW 31eMeHTa C MapLUPYTOM KaK 3aBEPLIEHHOMO . .. ... vvv ... ..
3aBEPLIEHME INEMEHTA € MAPLUPYTOM . . vt et ettt et e e et te e e et e e te e iae s
SawmweHHble COOBWEHUA S/MIME . . ... e e e e
o T=T 6T 0 F= 1
LmndpoBas nognuce Nan WNPPOBAHNE COOBLLLEHMA . .. v vttt et ie et ieeeeeaennns
LUmndpoBas nognucet 1 WNPPOBAHNE BCEX COOBLLEHMM . ..o oottt ie et eee et eaenns
MonyyeHne cepTudUKaTa 3aLLUUTbI OT CEPTUDULMPYIOLLEN OPFAHMUBALUMM . o oo v e e e e e e
BbI6OP NOCTABLUMKA YCAYT BE30MACHOCTM .« o v v v vt ettt ettt e e e e e et et e ie e eee e
Bbibop cepTudMKaTa 3aWwmThbl 415 UMGPPOBOM NOAMUCU COOBLEHNM . . .. oo e e e
Mcnonb3oBaHne LDAP ana novcka cepTMdMKaTOB WNPPOBAHUA MOAYYATENRA. . o v vv v ev e en s
Bbibop MmeToaa, UCMOMb3YEMOTO AN LUNGDPOBAHUA SNEMEHTOB .« « v v v veee e e e enenennnn
MpoBepKa noaTsepXKaeHUA LUbPOBON NOAMUCK ANA AOKYMEHTA & ot v v v en e e e eenenennan
OTobparkeHue NonyyYeHHbIX cepTudUKaToB 6€30MNaCHOCTU U USMEHEHME JOBEPUA. . ..o v v n ...
OTobparkeHne COHCTBEHHBIX CEPTUDUKATOB BE30MACHOCTM &« o v vt e ettt et ieeeeeens
MMMOPT N SKCMOPT CEPTUDMKATA BALLMTB .+« v v vt ettt te e et e e e ettt ee e e ie e e
COXPaAHEHME HE3AKOHUEHHOTO MUCBMA . « « « . v vttt te ettt et e e et e et e e e e et e e e ie e
ObLLME CBEAEHMA 00 aBTOCOXPAHEHMM « v v vt e ettt ettt ettt ettt e ettt ie e
COXPAHEHME HE3AKOHUEHHOTO TIMCBMA « .« v v v e et vttt e et ettt e et e ee e ie e in e ee e
BbI6OP MAPAMETPOB OTIIPABKM. « « o v v e ettt te et e ettt et e ettt et e e e e ettt ie e e eee s
M3meHeHMe NpUopuUTeTa OTMNPAB/IAEMBIX COOOLUEHMM. . o\ vttt ittt e ettt eee e
CKpbITUE TEMbI B OTMPABAAEMBIX COOBLLEHMAX. « vt vttt ettt ie e et ie e ieeeeennas
3a4,EPHKKA BOCTABKM COOBLLEHUA .« v vttt et ettt e ettt e et ettt e et ia e eenens
YcTaHOBKA CpOKa AeMCTBUA 418 OTNPABAAEMOMN INEKTPOHHOM MOUTBl .« o oo e e e e e eeeae s
M3meHeHMe napameTpa b6esonacHocT (KnaccudurKauma) gaa Bcex oTnpaBasiemMbIx
D/IEIMEHTOB &« & v vttt ettt e e et e e e e e e e e e e e e e e e e e e
[06aBneHMEe KOHTAKTA B 3NMEKTPOHHYIO MOUTY . o vttt ettt ettt it e e et et ie e ieeeeenns
ONOBELUEHUE MOMYHATEIIEM . o\ v ot ettt et e et e et ettt e e et ettt et et et et ettt
Paccbl/IKa 31eKTPOHHbIX COOBLLEHNI C MOMOLLBIO CAMAHUA TOUTBI « « o v v v v e e e e eeeieeieeneeenns
Ncnonb3oBaHme cMAHUA NOYUTBI GroUPWISE . ..ottt e e e e
Ucnonb3oBaHue camanua novtbl Microsoft Word . ... i
Pa3MELLEHME BUPTYANIBHOTO CTUKEP « « « v v e te et et ettt e te e et e ettt e e e et te e ie e eenns

OTNPABKA TENEDOHOTPAMM .« . v v e vt ettt e et ee et e e e e e et e et e e e e e et et iee e ineeens

OrnasneHue



(oY Lo Tolo Y= 1= 17T 148

19 YnpaBneHue oTrnpaBaAeHHbIMU 3/1€KTPOHHbIMU MUCbMaMU 149
HacTpoiKa OTNPaBAEHHbBIX INEKTPOHHBIX TMIUCEM. .« .ottt vttt et e ettt e e e e e e e e ie e e eeen e 149
Pab0Ta C OTMPABAEHHBIMU SMEMEHTAMY .« o e v vttt ettt ettt ettt et e e e et et ie e e e e 149

BblBOA, CMMCKA OTMPABAEHHDBIX COOBLUEHMM. « o\ ottt ettt ettt e ettt iaeenns 149
OTobparKeHne CBOMCTB OTMNPABIEHHOIO COOBLUEHMA . . o oottt e ie et ie et ee e eeens 150
HacTpoVika genctsma NnpocMoTpa OTNPABAEHHbIX 3/IEMEHTOB MO YMOYAHUIO . .. v v v v v e 151
HacTpolika ceeaeHuin 06 OTNpPaBAEHHOM 3/IEMEHTE AN OTCAEKMUBAHUA. . . oo oo e e e e 152
OT3bIB OTMPABAEHHBIX TIMCEM . o v v vt ettt ettt e et ettt et e e ettt et et e ettt ae s 153
[NOBTOPHAA OTMIPABKA MUCBMA .+« e et e it e et e e e e et e et e et e e et e et et ettt eae e 153
PepakTMpoBaHMe OTNPaBAEHHbIX MEPONPUATUN, 3a4aHUA M HAMOMUHAHUM . ..o oo v e e ee e e 154
Ay6nmpoBaHMe OTNPABAEHHbIX MOUTOBBIX COODLUEHMM .. vttt e ettt e et et ee e iae e e 154
OTBET HA OTNPABAEHHOE INMEKTPOHHOE MUCBMO. & ¢ vt v et e et ettt ettt ettt e e a e neene e 155
MoaTeepKaeHUEe AOCTAaBKU OTNPABAEHHOM 3MEKTPOHHOM MOUTBI &« ot vt ettt ettt ie e eeenan 155
MonyyeHne yBeAOMAEHNN 06 OTMPABAEHHBIX 3/TEMEHTAX. « « v v v vt v et e e e ie et eeenennnn 155
3anpoC OTBETA HA OTMPABAEHHDIE DNTEMEHTDI . ¢ o ot v it ettt ettt e e e et e et ene s 156
OnoBeleHne nonyyaTenen 06 OTNPABAEHHDBIX JTEMEHTAX . « « v vt v v et e et ee e ineennens 157

20 NonyyeHue coobLLEHUA IIEKTPOHHOM NOYTbI M OTBET HA HEro 159

YTeHne Nony4eHHbIX COOBLLEHUMA INEKTPOHHOM MOUTBI . o v\ v v ts ettt et et et e ie e ie e ieeenees 159
BbI60p 61aHKA 1A UTEHUA MO YMOMUAHMED o v vt e ettt te e ettt e e et et e ie e e e e 160
[TPOUTEHME MIEMEHTOB . -« . e ot ittt e e et e e e e et et e e e e e e ettt 160
N3meHeHMe LWPNGDTA MONYUEHHDBIX COODLUEHMM « .. v vttt e et et e et et e e ie e e e 162
HacTpoika nporpamMmbl MPOCMOTPA MO YMOSUAHMED « .« v v e ve e et ee e e e ee e eie e e 162
OTMETKA COOBLLEHNA KaK HEMPOUMTAHHOTO & . vt vttt e ettt et et e et e e ie e ie e ee e 163
OTMETKA COOBLLEHMA CTTPOUNTAHHOED v o vttt ettt et ettt e e e e et e e ie e 163

UTEHME MPUKPEIUIEHMM . vttt ettt et e e e e e e e e e e e e et et e e e e e it e s 163
MMPOCMOTP MPUKPENAEHHBIX PAMIMOB .« v o v vt e ettt et et ettt et ettt eneee s 163
OTKPbITUE NMPUKPEMAEHHDBIX DAMMOB . . . ottt ettt ettt et ettt et et ettt anenn 164
CoxpaHeHMe NPUKPEMAEHHDBIX DAMIIOB . . . vttt ettt ettt ettt et et ettt enens 165
MepeTacKMBAHNE MPUKPEIMMEHUM . . vttt e ettt e e et ettt e et et ettt ieens 165
PenaKTUPOBAHME MPUKPEMIIEHMM . . ottt it e ettt et et et et ettt et ettt ettt iae s 165
Mepecblika nav OTBET NPU HAIMYUUN PEAAKTUPOBAHHDBIX MPUKPEMAGHUM .« . o oo v e e e e e 166
MpPOCMOTP NPUKPENNEHHOM BUSUTHOM KAPTOUKM . o ottt et e e et e et et e et et eeeaenens 166

OTBET HA 3/IEKTPOHHOE MUCBMO. .« « o v ettt et ettt et ettt e et e et e et e et et e et e et 166
OTBET HA 3NEKTPOHHOR MUCBMO . . o ottt et ettt et e e et e e ettt e et et eneas 167
BKAtoyeHMe B OTBET COOBLLEHUA NAM NPUKPENAEHUN OTAPABUTENA « . v v v eee e e e e en e 168
HacTpoiika GopMaTa OTBETA MO YMOMUGHMEO . v v ot e et e ettt e e e et e e e et eeenenns 168
HacTpoiiKa aBTOMATU3MPOBAHHOTO OTBET@ .+« « v v v vt et ettt te et e e e et e e et enenennn 169
OTBeT Ha coObLLEHME B COBMECTHO UCTONB3YEMOM MAMKE .t vteeeeie e e eeeeiaenen 169
MCNOIb30BAHME ObICTPOTO OTBETA .+« « v vt vttt te e e ettt e e et e et e e ettt e et eaeeenen 169

YTeHWe NnepenncKkm U OTBETbI B NPEACTABNEHUN LLEMOUYKM PA3TOBOPOB . « o v vt v v e e vt eeeeennnnnn 170
(O 1= 7= = o =T o= Lo o 1= PP 171
[J06aBNIEHME MONB30BATENEM B PABTOBOD -+« v v e et et ee et et et et e e e et te et iaenannnn 171
BkntoueHme 1 BblKAOYEHWE NPeACTaBAEHUA LLENOYKM PA3STOBOPOB . . v v o v v v e eeeen e 171

Mepechl/IKa COOBLLEHMMA SNEKTPOHHOM MOUTBI &+« v v vt et et e e e et et et et ettt ee e ieeaenns 171
Mepechl/ika COOBLEHMA INEKTPOHHOM MOUTBI .+ o vt ettt e ettt e e et ie et iaeaannnn 172
Mepecblika HECKONBbKMX COOBLLEHNI MEKTPOHHOM MOUTBI. « ot v ve e e e et e et eeeaennns 172

Ncnonb3oBaHUe TeNIePOHHOM CBA3M B INEKTPOHHOM MOUTE . o ot vttt ettt ettt eeeeiienennns 173

OrnasneHune



21 YnpaBneHue Nosy4yeHHbIMU cO0bLEeHnaMHU 175

HacTpolika oTnpaBAeHHOM UAN MONYYEHHOM SNEKTPOHHOM MOUTBI & o o v v v e et e et ie e eeenennn 175
MN3meHeHMe TeMbl OTNPABAEHHOIO UM NOYYEHHOTO COOBLWEHUA SNEKTPOHHOM NOYTHI. . . . . . .. 176
[JobasneHune 3aNnUCKKN BO BXOAALLEE UM UCXOAsALLEee COOBLLeHNE 3NeKTPOHHOM NoYThI . . . ... .. 176
MpuKkpenneHue dalina K BXogAWEMY NN UCXOLAWEMY COOBLEHMIO « o oo v e e e eenen s 176
HasHauyeHue KaTeropmm BXOAAWMM AN UCXOAALLUM COOBLLEHNAM SNEKTPOHHOM NOYTHI. . . . . .. 177
[obaBneHne KOHTAKTa BO BXOASALLEE MW UCXOAALLEe COOBLLEHWNE INEKTPOHHOM NoYThl .. ... .. 177

MNpeobpasoBaHMe 3/1EKTPOHHOTO MUCbMA B APYTOM TUM S/IEMEHTA « « v v v e e e et ieeeiennenns 178

CoxpaHeHue NoNYYEHHOW 3N1EKTPOHHOM NOYTbl Ha AUCK Uan B Bubnmotery GroupWise ............. 178
MepeTackMBaHNE COOBLLEHMMN MEKTPOHHOM MOUTBI. « o v vttt e et e et ettt et et eeaeenns 179

YOANEHNE COOBDLLEHUM « o ottt i e it ettt e et et et et e e et ettt et et et ettt e e s 179

MPOCMOTP LEMOUYKM OOCYKAEHUSA B INEKTPOHHOM MOUTE & v v e te ettt ee et e e et ieeeienenns 180

OTO6parkeHNe TONIbKO HEMPOUYUTAHHBIX COOBLUEHMM . o\ vttt ettt et et e it ettt et ee e eens 180

MPOCMOTP UCTOUHMKA BHELLUHMX COOBLLEHUM . .« o o ittt ettt et e ettt ettt ettt et eaans 180

ApXUBMPOBAHME U PE3EPBHOE KOMMPOBAHME MEKTPOHHOM MOUTBI. « v v v v v et ee et e eeeieeaaennn 180

22 MNeuaTb coobLeHn 181

BbIBOP MPUHTEPE . o e ettt ettt et et e e e e et et e e e e e e e e e e e e 181

MeyaTb COOBLEHNN SNEKTPOHHOM NOYTBI C MPUKPEMAEHMAMM . o oot e e e e et eie e ieieeeeennns 181

OTOBPAMKEHME BATOOBKA . « .« o v et e et et e e ettt e et et et et e et et e ettt et et e 182

N3meHeHUe pasmepa WwpurdTa N0 yMOAYAHMIO NPU NeYaTh 3/1IEMEHTOB C MPOCTbIM TEKCTOM . .. .. .. ... 182

[1€YATD CIINMCKA DMIEMEHTOB . « . v v ot ettt et e et e e ettt et e e et e et e e e et ettt 182

HacTpoiika napameTpa nevyat No yMOAYAHWUIO ANA BONBLIOTO CMNCKA PACCHIMKM . o v vt vv v e e evn s 182

23 O6paboTtka HexxenatenbHo noutbl (Cnam) 183

Obuwme ceBeaeHNA 06 06PaBOTKE HEXKENATENIBHOM MOUTbL. « o o\ vt vttt e ie et e et et eeteeennn 183

BnoKnpoBaHMe UAM NOMeLLeHNE B MAMNKy HexenaTe/bHOM NoYTbl BCEX COOOLWEHMIN 3/TEKTPOHHOM

NOYTbl OT ONPEAETIEHHOTO MOMB30BATE A . .« & v vt v vt ettt it ettt a e nn e s 184

BAOKMpPOBaHWE NAM NOMELLEHME B NANKY HEXeNaTeNbHON NOYTbl COOOLLEHWI U3 ONpeaeNeHHOro

LS R=] oL L iy e 1= - 185

MomeLlueHMe B NanKy HeXenaTeabHON NoYTbl COOBLEHMI OT No/ib30BaTeNIen, YbUX a4 PECOB HET B

NEPCOHANIBHOM AZIPECHOM KHUTE .« o v ot ottt ettt ettt e et e e et ettt e et ettt 186

3awmTa coobLeHMI OT onpeseieHHOro Noab30BaTeNsA AN U3 ONPEeAeNEHHOTO UHTEPHET-A0MEHA

OT 6/I0KMPOBAHMA U MOMELLEHMA B MAMNKY HEXKENATENBHOM MOUTBI « v v o v v et et e eeeeeeeeennens 186

N3meHeHne cncKoB 06paboTKM HeXKeNaTeNbHON MNOYUTBI Y MAPAMETPOB. .+« . v vt e et e e eaennnn 187

ABTOMATMYECKOE YAaANEHNE 3NEMEHTOB U3 MaMNKN HEXKENATENBHOM MOUTBL. + v v v v e e e e e e 187

Py4Hoe yaaneHue 31eMEeHTOB M3 NAMKN HEXKENATENIBHOM MOUTBI. « o v ottt e e et e e ie e eieenenas 188

IV KaneHgapb 189
24 O6uwme cBeaeHUA 0 KaneHgape 191
25 MpocmoTp KaneHaapA 193

HacTpolika 61aHKOB Ka/leHAaPA MPY MPOCMOTPE KAMEHIAPA « v v v v v ettt te et e e ee et ie e tenenas 193

MepeKkntoyeHne NapaMeTPOB OTOBPANKEHUA MEPOMPUATU . . o vt e et ee et e et ieeeienenas 194

BbI6OP OTOBPAMNKAEMDBIX KATEHIAPEM . o v ot ettt et ettt e et e e et ettt et ettt et 194

MPOCMOTP APYFOTO AHA B KANMECHAPE « « v v v v vttt e e ettt ettt et et e ettt 194

OrnasneHue



MpPOCMOTP COBLITUIA HA LLENBIN AEHb B KANMEHIAPE . v vt ettt ettt te ettt e et et ettt eneaens 195

M1ePEeXOM MO KANMEHAGPIO. . . o . vttt ettt ettt et et et e e et et e ettt 195
OTo6parkeHNe B KaNIEHAAPE ABYX HACOBBIX MOACOB. « .« v vt vt et e te e e e e et e e eeeeeenennens 196
PaboTa C PasIMUHBIMU BPEMEHEM M JATOM .« . v vttt e ettt et e et ettt ie e et et ie e ie e e e 197
BblUMCNEHME JAT HAYAMA M OKOHUQHMA « o o vttt ittt ettt ettt ettt et enee e 197
OnNMCaHME 3HAUKOB INIEMEHTOB KAZTEHOAPA « « v vttt ettt et ettt ettt e e et et et e et 197
OnNMCAHNE 3aTEHEHMA KAMEHIAPA « « o v v vt ettt et et e ettt e e et e et et ettt ettt 197
MPOCMOTP NHOOO0M NAMKU B BULE KAMEHIAP « & o v o e et et et e e e et ettt et e et eeeieeaenas 198
OTKPbITUE B1aHKA HOBOTO KAMTEHIAPA © o v o vt ettt et ettt e et e ettt et e ettt et ettt ee s 198
26 YnpaBneHue KaneHpgapem 199
UTEHME 3AMUCK KANEHIAPA « o ot et e et et e e e e e et et e e e e et et e et ettt e et ens 199
Co34aHNE MEPCOHANBHOTO KAMEHIAPA . « v vt vttt ettt ettt e et et e e e e et 199
HaCTPOMKA HOBOTO KAMIEHAAPA «+ « o v v vttt e et et ettt e e et ettt e e e e e e et ettt e e s 199
HacTpoliika 61aHKOB KafleHAaps AN HOBOTO KANEHOAPA .« v vt vttt e et ie et eeeaannnn 200
OnpeaeneHme PaboUero PACTIMCAHM . . . vt vttt et ettt e et et e ettt e et et e e 202
M3MeHEeHME NEPBOTrO AHA HEAEM B KANBHAAPE . « o v v vttt ettt et e et et 203
BbIAE/TEHUE BbIXOAHDIX .+« v vttt ettt ettt e e et e e e et e et e 203
OTOBPAKEHNE HOMEPA HEZLEIM v v vttt et e ettt it e e ettt e e e e ettt e et 203
BKtOYEHME CEOA B HOBBIE MEPOMPUATH & o v v vt vttt e et e et ee e et et ee e in e eeenns 203
YCTaHOBKA OTOOPAKEHWNA MPOLOMKNUTENBHOCTU BCTPEUM . v vt v et e e et eeeieeineeneenns 204
MN3MEHEHME LUBETA KAMEHOAPA « v o e ettt et et e et e e et e e e e e e e ettt ae s 204
MN3meHEHNE GOHA OBNACTEM KAMEHAAPM « .« v v v v ettt et et et e ee e ettt ee e ie e eeenns 205
OTMPABKA KANBHAAPA -+« v et e ettt et e e e et et e e e e e e e e e et e e e e e et e e ettt 205
S Lol 111 2 - o < 206
L T aeT o g e =T = T 206
27 OTnpaBKa 3/1IeMeHTOB KaneHaapAa 207
Ob6wme cBeAEHUA 00 3MEMEHTAX KAMIEHAAPA « « v vt v ettt et ettt ettt e te e et et in e 207
MTNAHNPOBAHME MEPOTMPUATUM. o v ettt et et et e et e et et et e e et ettt et et et 207
MnaHUpPOBaAHNE MEPOMPUATUA ANIA CEOA . . ..ottt ittt et ettt e 208
MnaHnpoBaHMe MEPONPUATUA ONA HECKONIBKUX HEMOBEK & . v v vt v et e et et eie i eieann 209
Mcnonb3oBaHMe NOUCKa cBOGOAHOMO BpEMEHM A1A MPOBEPKMN JOCTYNMHOCTM . o oo v e v e enn . 210
HaCTPOMKA BPEMEHU B ITYTU . e ettt ettt ettt e e e et e e e e e e e e e ie e e e e e 212
ObLWMe CBEAEHUA O COBBITUAX HA BECH LEHD .+ o v vttt ettt et ettt e et ettt enenenn 213

BBOM BPEMEHM . . oottt e 214
YKa3aHne 4acoBOro NOACa ANA MEPOMPUATUA . ..ottt it ittt ettt e 214
OTMEHA MEPOMPUATUA o vttt et ettt e e et e e ettt et et et 216
OTMeHa NOBTOPAIOWETOCA MEPOMPUATUIA . o . v vt vt ettt et ettt e e et 216
N3MEHEHME MEPOMPUATURA . o e ittt ettt et e e e e ettt et 216
KONMMPOBAHNE MEPOMPUATURA .« o vttt ettt et ettt e e et et 217
MNaHNPOBAHNE KOHPEPEHLIMM B ZOOM . « . v v ettt ettt e et e et et e e e e e et e ie e e e e 217
MnaHMpoBaHMe KoOHPepPeHLMN Zoom B GroUPWISE . . ..ottt ettt e i e e e e 217
MN3MEHEHME N OTMEHA KOHDEPEHLIMM ZOOM . o v ottt ettt ettt et e e et e et iaeeenns 218
OTNPABKA HAMOMUHAHMM « o ettt e e ettt ettt et e e et e e et e e e ettt ettt 219
Co34aHME HAMOMMUHAHUA ONIA CEOMA . . oo vttt ettt ettt ettt et et et e e 219
MnaHnpoBaHWe HANOMMUHAHMA ANA APYIUX MONb30BATEMACM . o v v vt e ettt e it 219
MNaHMpPOBaHME MOBTOPAILWMXCA COOBLUEHMM . . . o oottt et ettt et ettt ettt ettt ieiaanas 220
MnaHnpoBaHMe exeaHEBHO NMOBTOPAIOLLEIOCA /TEMEHTA . « v oot v vttt e et eie i neennn 220
MnaHnpoBaHMe exeHeae/IbHO MOBTOPAKOLLETOCA 3/IEMEHTA. « v v v vttt ee i e eaennnn 220
MnaHnpoBaHME eXeMeCAYHO NOBTOPAIOLLETOCA IMEMEHTA . & ¢ ot vt e et et et et eeeaeee s 221

10 OrnasneHune



MnaHnpoBaHMeE eXerogHO NOBTOPAIOLLETOCA JMEMEHTA « v v v vt v ettt e et et i ean e 221

MnaHupoBaHMe onpeaeneHHOro NoAbL30BaTeIemM NOBTOPAIOLLErOCA 3/IeMeHTa No AaTaM . ... .. 221
28 MNonyyeHne anemeHTOB KaneHpapAa 223
MPUHATNE N OTKNOHEHME SNEMEHTOB KAJTEHIAPA « « v vt e vttt ettt i et et e ettt 223
[TPUHATNE N OTKNOHEHME SNIEMEHTOB . o . v vt vttt ettt ettt e e e e 223
MMpUHATUE SNEeMEHTa B MEPCOHANBHOM KAIEHAAPE . . ot vttt ittt e et 224
Co3paHne Konun NPUHATONO 3/IEMEHTA B MOUYTOBOM ALLMKE . o o v v it e e e et e e eieae e 224
MpuHATNE NN OTKNOHEHWNE SNEMEHTOB, MONYYEHHbIX U3 VIHTEPHETA . . .. oot i e e 224
MpeanoxeHne HOBOTO BPEMEHU ANA MEPOMPUATUA . o« v vt vt e e ettt e e et e a et nne e 225
MpeanoxeHne HOBOTrO BPEMEHM C MOMOLLBIO MAHENAN MHCTPYMEHTOB . « v v vt v vt v v e e n s 225
MpeanoxeHne HOBOTO BPEMEHM B OCHOBHOM OKHE. o o\t vttt te i it ettt neenea 225
MpurnaweHue gpyrux y4acTHUKOB UAU AenernpoBaHue 1 yaaneHme aNemMeHTOB KafieHaapa .. ..... .. 226
MpurnaweHue apyrux y4acTHUKOB, AeNernpoBaHne u yaaneHme snemeHTOB KaieHaapa us
ool o )= 12 To] o I o] L{ - T- [ 226
MpurnaweHue apyrnx y4acTHUKOB, AeNernpoBaHne 1 yaaneHme sNemMmeHTOB KaieHaapa us
BNMAHKA KAMBHIAPA & o v ettt e e et et et et e e et et et et et et et e e e e 227
MN3MEHEHME TUMOB 3/TEMEHTOB KAJTEHIAPA . « o v v et ettt ettt ettt ettt e ettt 227
MN3MEHEHME TUMA INEMEHTA B KANIEHOAPE. . . o vttt ittt ettt e e e et 227
N3meHeHMe NepCoOHaIbHOMO 31EMEHTA HA FPYMMOBOM . o . v v vttt et e e e e e eeeen s 228
COXPaHEHME 3NEMEHTOB KANEBHAAPA . « .« ot vttt ettt ettt ettt et e e e e ettt et 228
29 YcTaHOBKa CUrHanoB KaneHaapAa 229
YCTAHOBKA CUTHA/A MO YMOSTHAHMED. & & v vt vttt et e et e et e et e et e et et e et et a e nenenens 229
YCTaHOBKA CUTHANA 1A INEMEHTA KANEHOAPA o v v vttt vt ettt ettt et et e eeneens 229
30 CoBmecTHOE UCnosib3oBaHMeE NePCOHANbHOIO KaneHpapa 231
CoBMeCTHOE UCMONb30BaHMeE CYLLECTBYHOLEro MEPCOHAIbHOTO KAMIEHAAPA .« v\ v v v e e ee e 231
[Job6aBneHne 3annUcu B COBMECTHO UCMOJIb3YEMbBIA KATEHAAPD « « v v v o v e et e e et ieeeeennnnns 232
31 MopgnucKa Ha MHTEePHeT-KaneHaapb 233
MoANMCKa Ha MHTEPHET-KANEHAAPD BPYUHYIO. . o oot vttt it ettt ettt it et it e e et 233
MoAnMCKa HAa MHTEPHET-KANEHAAPD MO CCBITKE o v vttt ittt ettt ettt e et ettt 234
PefakTMpoBaHME NOANUCAHHOTO MHTEPHET-KAIEHAAPA .« o v ottt et et e et e et aeaens 234
YaaneHne NoAanNCAHHOTO MHTEPHET-KATEHAAPA -« v vt v vttt ettt ettt e e et e et a e enenneenenns 234
32 My6aunkaumna nepcoHanbHbIX KaneHaapeii 8 UHTepHeTe 235
OrPaHUYEHMA NMYBSIUKALMM .« oot ittt et e et e et et e e et et e ettt et ettt et et e 235
MyBANKALMA NEPCOHANBHOTO KANMEHIAPA . « « v v et v et ettt e e e et ettt e e et e e ie e ie e e e 235
MN3meHeHMe HAacTPOEK OMYB/IMKOBAHHOTO KANEHOAPA. « o v vt vt te ettt ee et e e et ie e ienenas 236
OTo6parkeHUe U CKPbITUE ONMYBNMKOBAHHBIX KANEHAAPEM « o o ot ettt ittt et ettt et e e s 236
OTMEHA MYONMKALMM KANMEHIAPA « o v ettt et et et et et et et ettt et e et et ettt et et e 237

33 CoBmecTHOe ucnosib3oBaHue B MHTepHeTe cBoero pacnucaHua «csobogeH/3aHaT» 239

My6AMKaLMA PaCINCAHNA KCBOBOLAEH/BAHAT . . vttt ettt ettt e it e et e ettt 239
OTnpaBKa CBEAEHUIN O PERUME KCBOBOAEH/ZAHATY & o\ vttt ettt ettt ie ittt i et ieens 239

OrnasneHue 11



Mcnonb3oBaHMe CBEAEHWNIA O PEXKUME KCBOBOAEH/ZAHATY . .\ vttt ettt et e iie e iiee e, 240

34 Ucnonb3oBaHWE MHOTOMOJ/1Ib30BaTE/IbCKOro KasneHaaps 241
HacTpolika KaneHgapa 419 NPOCMOTPA MHOMKECTBA NMOJIb30BATENEN UM PECYPCOB . v v v v v e e e v e 242
HacTpoiika AONONHUTEbHBIX KafleHA4apen Ana NPOCMOTPa MHOXKECTBA Nob3oBaTeNei U pecypcos. . . 243
HacTpoiiKka cnucka nosb3oBaTtenen, oTobparkaembix B MHOFOMNO/1b30BATE/IbCKOM KafleHAApe. .. ... ... 243

M3MeHeHMe CNCKA AN HECKONMBKUX MOMBb30BATEMEM . . o vt e e et ettt et i e eeen e 243
BbI6op MAM OTMEHa BbI6OPA MNONL30BATENEM U PECYPCOB « - v v v v vt e et e e e e e ie et eeeaennnn 244
Co3paHue meponpuaTUA A41a NoAb30BaTeNieli B MHOFOMO0/1b30BaTE/IbCKOM KaNeHOAPE . ..o v v v v vn ... 244
Co3gaHune meponpuATUA B BNaHKe AHA, HEAENU, MECALA MU TOAA. « « v v v v v e e e eeeeaaeennn 245
Co3pgaHune meponpuATMA B 61aHKe MHOFOMO/1b30BATE/IbCKUX CTONMOLOB .« o v v oo e e e e nns 245
Co3paHune bnaHKa KaneHaapa «MHOrono/1b30BaTENIbCKMUE CTONMOLbBIN . oo vt et e e ie e e e 245

35 OTobpakeHune KaneHgapa APYyroro Nosb3oBaTens B BallemM KaseHgape 247

36 MeuaTtb KaneHAapA 249
MeYaTb OCHOBHOTO KATEBHIAPA « v ot v vttt ettt e ettt et et ettt ettt 249
MeyaTb ONPELENEHHOTO KAMEHOAPA « o v v e ettt ettt et et ettt ettt et et ettt 249
MeYyaTb KaneHAaPen HECKONMBKMUX MOMB30BATEIEM . « . v\ vttt ettt ettt ettt e et ee e ieaenns 250

37 OT6pacbiBaHUe 31eMEeHTOB KaJieHAapa OT HEM3BECTHbIX OTNpaBUTeNen 251

V 3apaHuAa u cnucok 3agaHui 253

38 O6wue ceeseHUA 0 3a4aHUAX 255

39 OnucaHue dnaros «BbbicTpble 3agaHnA/TpebyeT BHUMaHUAY 257

40 OnucaHue nanku «Cnucok sagaHnin» 259

41 Pa6ora ¢ 3agaHuamu 261
Ha3HAUEHME Ba0aH A . . o oottt ettt ettt et et e e e e e e 261

HasHauyeHWe 3a4aHNM APYTUM MOSTb30BATEIAM . . v vttt ettt e et et et e e ie et aenennnn 261
Ha3HAUEHME 3aaHMA CEOE. . . ..ttt ittt et ettt et et e e e 262
Ha3HavyeHMe NOBTOPAIOLLEIOCA 3ALAHMA . « o v v it e ittt e ettt et et e et 262
OTCNEKNUBAHME BbINMOTHEHMA BALAHMA .« « o v oot e ettt ettt e ettt ettt ettt ettt 262
lMomeTKa 3a4aHNA B KQUECTBE BbIMOMHEHHOTO . . . oottt ettt ettt e e et e e et e eeee e 263
lpoBepKa COCTOAHMA BbINOAHEHUA OTNPABAEHHOTO 3a0aHUA . .ottt et e eee e 263

42 Ucnonb3osaHue ¢pnaros «BbbicTpble 3agaHusa/Tpebyetr BHUMaHUAY 265
YCTAHOBKA AATbl OKOHUAHMA. .« o o ottt ettt ettt e e et e e e et e ettt ettt ettt ennans 265
M3MEHEHME NMPOLEHTA BbIMOMTHEHMA . v v vttt ettt et ettt e et e et et i ettty 265
HaCTPOMKA M YCTAHOBKA CUTHA A, « v o v e ottt et et et et et et et et e e e ettt ettt ettt 266
MapameTpbl BbICTPOTO CIIMCKA BAZAHMM « . o v v vttt et ettt e e e et e e e e e e e e ie e e e 266
YOoaneHme sNeMeHTa M3 CIIUCKA 3AAAHMM . . oot v ettt et e e e ettt et ettt et et 266
MpPOCMOTpP B perKMME CMUCKA 3a4aHUN UM B OOBIYHOM PEKUME . oo ettt et e ie e eieieeaennnn 266

12 OrnasneHune



43 Ucnonb3oBaHue nanku «CNUcoK 3agaHnMn» 267

JobaBneHre sneMeHTa B NaNKY CAMUCKA 3a0aHUM . o .ottt vttt ettt ie e ettt ee e eee e 267
HacTpoiika 3/1eMEHTOB HOBOTO CMMCKA 3A4AHMM .« vttt ettt e et e et ie et iaeanns 267
MNepemelweHne o6beKTa U3 APYroi Nanky B Nanky «CNUCOK 3a4aHUM» .. ....ovvenenennen .. 268
Co3aaHue 3a4aHuA UKW CIUCKA 334aHUN B MaNKe CIMCKA 3a4aHUM. o . oo v e i e eeeen 268
MNomeTKa afieMeHTa 415 OTOOPaXKEHUS €ro B NanKe CMMUCKA 3a4aHUM . ..o v ve e e ee e 269

Co34aHME CNUCKA 3a4aHUM B APYITUX TAMKAX &« v v vov e ettt e et et et e et e e e ettt e et eeene s 269

OpraHn3auma MNaNKM CIMCKA 3a8aHMM . .ottt ettt et ettt et et et ettt et e e 270
MN3meHeHMe nopagKa 31eMeHTOB B NanKe «CMMCOK 3aBaHUM» . . oot e ittt een e 270
Mcnonb3oBaHuMe nogsagaHnii 4na opraHnsaumm nanku «CNUCOK 3agaHum» . .....oooevnan. .. 271

Ha3HauyeHue faTbl OKOHYaHMA A1A SNeMEHTa MNANKU CIMCKA 3a0aHUM . . oottt ie e e 272

OTCNeXMBaHME COCTOAHMSA B MAMKE CMIMCKA 3AAAHMM . o\ v vt et e e ettt et ettt et e et 272
YKa3aHNE NMPOLEHTA 3ABEPLUEHMA .« v v vttt ettt ettt e et ettt e et et a e eneaneeenns 272
OTobparkeHne NPOoLEeHTa BbINOMIHEHWUA B NAMNKE CMNCKA 3aJaHUM. « .o oot v et ie e 272
lMpoBepKa COCTOAHMA 3aBEPLUEHUA OTAPABAEHHOTO 3a4AHMA. .« v vt ittt e e aeennns 273

MeyaTb COAEePKMMOTO NANKMU «KCMMCOK 3aLAHMMD . o oottt ettt ettt ettt et et ie e ieaanas 273

VI KoHTaKTbl M agpecHble KHUrn 275
44 OnncaHue agpecHbIX KHUr 277

GroupWise Address Book (AgpecHasa KHUIa GroUPWISE) . . oo vttt ittt ettt e 277

ALPECHAA KHMUMA YACTBIX KOHTAKTOB + v v ottt v vttt e e ettt ettt e e ettt ettt ettt anan 277

[1epPCOHANBbHBIE AAPECHDBIE KHUMM . . o\ttt t e et e ettt e ettt e e ettt et et 278

ALPeCHanA KHUTA LD AP o e e e e e e e 278

45 O6Lwue cBeaeHUA O NanKaxX KOHTAaKTOB 281
46 Appecaumsa aNemMeHToB 283

MCNONBb30BAHMNE OOMOMHEHMA MIMEH . v v vttt ettt et et et ettt et et et i et e ey 283
HacCTPOMKA LOMOMHEHMA MIMEH . .« . . v ettt ettt et e e e e e e e e e e e e e e e e e 283
Appecauma snemeHTa NPU NOMOLUM AOMONHEHUA MMEH . .« oot vttt et e ee e et e eae e 284
JOMNOTHEHME MMEH C AYBNMUKATAMM .« o ottt ettt e ettt et et e ettt 284

MNcnosib30BaHME MHCTPYMEHTA BbIOOPA APECA . « o v o vt et ettt e ettt ettt et ee e ieeaanns 284
Ob6wme cBefeHMA 06 MHCTPYMEHTE BbIOOPA AAPECA . v vttt e ettt ie ettt et iaeeeeens 284
[JobasneHune agpeca B 3/1EMEHT C NOMOLLbIO MHCTPYMEHTA BblIbopa afpeca . ....ovvvvvnnn .. 285

Ncnonb3oBaHME aApeCcHOM KHUMM «HaCTbI@ KOHTAKTBID ..o vt vttt et ie et ieeeaienanns 286

OTNpaBKa NOYTbl U3 NANKN « KOHTAKTHBIE JTALLAD & ¢ v ot v et ettt ettt et et e et et et nneene e 286

OTNPaBKA MOUTbI U3 @ZPECHOM KHUMM . . oottt ettt ettt et et e et ettt et et ettt et et e 287

OTnpaBKa NoyTbl MO BCEM aAPECAM ALPECHOM KHUMM . . v vttt e ettt et e et e e e e ie e 287

47 Ucnonb3oBaHMEe NAaNOK KOHTAaKTOB 289

Co30aHME NMAMKM CKOHTAKT DI & & v vt vttt ettt e ettt ettt et ettt ettt e et 289

YIIPABIEHNE KOHTAKTAMM .« o ot ettt et e et et e et ettt e e e e et e et ettt et et e e 290
J00ABIEHME KOHTAKTA .+ v vt vttt ettt ettt e e et e e e e e et et e et e ettt 290
MBMEHEHME KOHTAKTA .« v v vttt et ettt ettt e e et e e e et e ettt ettt et eieee s 292
11012173 (e T 2 i =1L i S 292
YnopagoyeHMe KOHTAKTOB MO KATETOPMIAM . . . oot vttt ettt ettt e ettt 292
OTMPABKA KOHTAKTA &« e ottt ettt ettt e e e et e e e ettt ettt et e 293

OrnasneHue 13



14

M3meHeHMe 0TOBPaXKaeMOro UMEHM KOHTAKTHOTO JIMLLA. « o« v vt vt e e et et et ieeeaeenans 293

MpocmoTp BCen KOPPECMOHAEHUMM C KOHTAKTHBIM JIULOM . « o ot vt v e ee e et et eeeaeenens 294
MPOCMOTP aAPECA KOHTAKTA HA KA o & v vt e ettt ettt ettt et et et 294
YOANEHNE KOHTAKTHOTO JIMLLA & & v v v ettt e e e et e et e et e et e et e et et e ettt aneaeenns 294
YIPABIEHUE TPYMIAMM . o vttt et et et e et ettt ettt e e e e et e ettt et et ettt ne e 295
YnopAaaoumBaHme aapecoB MO TPYIMAM . .. v v v vttt et ettt et et et e eeeai e eenn 295
Co3paHune U COXPaHEHME NEPCOHANBHOM TPYMIBL & v v v vttt et e et e ettt ee e eeeeeee s 295
J006aBNEHNE KOHTAKTOB B TPRYIIMTY v vt vttt e te e e et e e ettt e et e e e e e e et aeeenn 296
YOANEHNE KOHTAKTA M3 TPYIIMDL. « o v v vt ettt et e et e et e e e et et e e e e e e e et eeneene e 297
OTNPABKA COOBLLEHMM TPYMITE & & v v et et ettt et et et e e e e et e e ettt e ettt 297
MPOCMOTP MHOOPMALMM O TPYIITIE . & o v v v et ettt e et et et e e et e e e et e e et eaeeeeen 297
YaaneHune rpynnbl U3 MAMKU KOHTAKTOB . « . v v vt vttt ettt et e et e e e e eaieneene 298
YIPABIEHMNE PECYPCAMM. « o v ot e et e et e et et et e e et e et e et e et et e et e 298
OBLLUME CBELAEHMA O PECYPCAX. + « e v ettt e et e ettt et e et e et et e et et e et e 298
O6wme cBeAeHMA O NYIaX PECYPCOB M UX COBAAHME . o ottt ettt e e ettt e et iaeee e 301
YNPABAEHNE OPTAHMBALMAMMY . o ot v et et et e et e et e et e et e et et et ettt a e aaennens 302
Ob6wme cBeieHMA O NEPCOHANBHDBIX OPTAaHMBALMAX . o v vt et ettt e e et ee et iaeeeeens 302
J06aBNEHME IMUHOM OPTAHUBALMM. « o ot ettt e ettt e e et et e e ettt et 302
N3MEHEHME MNUHOM OPTaHMBALMM .« o ettt et ettt et et ettt et et et e ettt eeeee s 302
YOANEHNE IMUHOM OPTAHMBALMM v v e ettt et e et et et ettt ettt e ettt eenas 303
OTnpaBKa COOBLEHNI B NEPCOHATbHYIO OPTaHU3ALMIO « . ot vt e e e et ie et et ieanannns 303

48 Pabota c agpecHbIMU KHUramu 305
OTKPDBITUE QOPECHOM KHUIM .« o o vttt ettt ettt et et ettt et ettt ettt ettt et 306
Co3aHNE NEPCOHANBHOM AAPECHOM KHUMM . . o\ vttt ettt e e et et et e e et et ettt 306
N3meHeHne nepcoHanbHOM aApPeCcHOM KHUMM M aAPEeCHOM KHUMU «HacTble KOHTAKTBbID. . . oo vvnven ... 306
BbicTpoe fobaBneHME KOHTAKTOB B MEPCOHANBHYIO aPECHYIO KHUTY . ot v vt e e e e e eeeean s 307
PepaKkTMpoBaHMe 3anMcei MepPCoOHaNbHOM aAPECHOM KHUMM o\ v vt ie et ie e e eeeen e 307
KonunpoBaHue 3anmceit B NEPCOHA/IbHbBIE afPECHBIE KHUTU . .o v e vt e e ieee e eeeaennns 307
OnpefeneHne HacTpamBaemblx Noaen B NePCOHaNbHOM alPECHOM KHUME .. oo v v e e e e 307
YaaneHue 3anuceit N3 NepCcoHaNbHOM aAPECHOM KHUMM . oo v vttt et e et ie et eaenas 308
MNepeMmeHOBaHME NEPCOHANBHOM aZPECHOM KHUTU . o« ot ittt e ettt ettt e et ie e ieaanas 308
KonupoBaHMe NepPCOHANbHOM aAPECHOM KHUTU o vttt ettt ie ettt e et et et e et ieneanns 308
YoaneHne nepCcoHaNbHOM aAPECHOM KHUMM . . o o v vt vttt it e et et e et et ettt et e 309
HacTpOMKa CBOMCTB @PECHOM KHUTU . o o vt ettt ettt e e e et e e e e e e e et e e e e e e e e 309
HacTpoiika CBOMCTB NEPCOHANbHOM aAPECHOM KHUMM . v v vt ettt et e e e ieee e eeeenens 309
MPOCMOTP CBOMCTB @ZPECHOM KHUTU .« o v ot ettt e e e ettt ettt e e et e et eaeeens 310
HacTpOMKa CBOMCTB YACTBIX KOHTAKTOB &« o v v v te e e e te e e e ee et e e et ie e tenenennn 310
Ncnonb3oBaHue npegonpeseneHHbix GUAbTPOB A7 aAPECHOM KHUIMM YacTbIX KOHTAKTOB. .. ... v v\ .. 311
CoBMeCTHOE UCMONb30BaHMe a4 PEeCHON KHUMU C APYTUMU NONB30BATENAMM . . oo v v e e en e 311
MpPUHATNE COBMECTHO UCMONb3YEMOM AOPECHOM KHUTU .« ot ittt e e i et et et et et e et eiaen 312
CUMHXPOHM3ALMA 3aMUCEM QPECHOM KHUIM « o o vttt ettt e e e e e et et e e e e et e e 313
OTOBPAXKEHNE SKCMPECC-MHDOPMALIAM. .« o v et e et e e ettt et e et e et e e e ettt e et e e 313
MPOCMOTP KOHTAKTHbIX UL, TPYMNN, OPraHU3aumniA U PecypCcoB B aJPECHOM KHUTE . ..o vvee e een .. 313
PenaKkTMpoBaHMe CNNCKA PACCbI/IKU B agpecHOM KHUre GroupWise . ... 314
MOUCK 3aMMCEM AAPECHOM KHUM. & o o ettt ettt et ettt e e e e et e e e e e ettt e e e e 315
Mounck nonb3oBaTesIen, PECYPCOB, OPTaHM3AUMM M TPYIIM . ottt et et e e e i e et eaenns 315
Mcnonb3oBaHMe GUNBLTPOB A1A YTOUHEHMNS MOMCKA ZPECA « .« v v v v v e e e e ie et eeenennnn 315
HacTpolika OTOOPAKEHMNNA QZPECHOM KHUTU . o . v e ittt e et et e e ettt et e et ee e ieaanns 316
OTKPbITUE M 3aKPbITUE QZPECHDBIX KHUT & & o vt vttt ettt ettt ittt et 316
YKazaHue cToN6L0B 411 OTOBPAKEHMA aAPECHOM KHUTM . o oottt e et ie et eeaen s 316
MPOCMOTP CCbINOK aAPECHOM KHUTU GroUPWISE ..t i ittt et ettt et e e 317

OrnasneHune



BbIOOP GOPMATA OTOOPAMKEHMA MIMEH . o v vt ettt e e et e ettt e et et et et i e 317

COPTUPOBKA ZPECHOM KHUMM .« o o ettt ittt e et et et e e e et e et e et et et ettt et et 317
MMmnopTupoBaHue 1 SKCNOPTUPOBAHUE aAPECOB U aAPECHBIX KHUT « .ottt it e i e 318
MMnopTupoBaHWe NepcoHanbHOM agpecHoi KHurn GroupWise B nepcoHasbHyto
ALPECHYIO KHUTY ottt ettt et e e ettt e et et e et e e e ettt e 318
MMNOPTUMPOBaAHME KOHTAKTOB M3 VCArd . . ..ottt ittt et e e et iiee e 319
MMnopTMpoBaHME afpPeCcHbIX KHUI HE3AaBUCUMbBIX MPOU3BOAUTENEM . oo v v e e ie e ie e 319
JKCNOPTUPOBAHME AAPECOB M3 ALAPECHOM KHUTU . o . v e ittt ettt e e et ee et ie e eens 320
Mcnonib3oBaHME apeCHOM KHUTU LDAP . .. . e i e e e ettt 321
[JobaBneHre cepBMCa KaTaniora B afPeCHYIO KHUTY . . o v vttt et e e et ie et e iaeans 321
Mouck MHPopPMaL MK O YENOBEKE C MOMOLLBIO CAYKObI KATANOTOB. . . oo e e ee e e eeeennns 322
YcTaHOBAEHUE 3aLUNLLEHHOIO COEANHEHMA C CEPBUCOM KATaNOTa . . v v v v vt e e i ee e e ae e 322
MN3MEHEHME CBOMCTB CEPBMUCA KATAMOTA & v vt vt et ettt e et et ettt ettt e ettt eneneenns 323
OnpeaeneHne KpUTEpPUEB NOUCKA, MCMONb3YEMBIX CEPBUCOM KATaIOTa & v v v v v ee e an e 323
N3meHeHMe NPOLOMKUTENBHOCTU NOUCKA, BbINMOAHAEMOrO C/YXKOOM KaTanoroB. .. ... vvu... 323
MapameTpbl 4OMNONHUTENBHOM AAPECHOM KHUMM .« o v vt ettt et e ettt et et ettt ienennns 324
OnpeaeneHne NAPaMETPOB KOMUPOBAHMA . . .ttt v ettt it ettt iieene e 324
49 CmeHa M306paKeHna CUCTEMHOM aapPecHO KHUMM 325
50 MeuaTb METOK U CNUCKOB U3 a4 pecHOi KHUTH. 327
TTEUATD METOK . . ot i it ittt et et et e e e e e e et e e e e e e e e e e e e e e e 327
(=TT ool Lol 1o = 7 328
VIl Nouck anemeHTOB 329
51 MpuHUKMNbI NOUCKA 331
52 O6wue cBepgeHUA 06 ucnonb3osaHuu GpuabTpa 333
Ncnonb3oBaHMe GUABLTPA ANA BbICTPOTO MOMCKA. .« vt vt et e et ettt et et e et ie et ieaanas 333
Ncnonb3oBaHue punbTpa 4NA 3anycKa ONpPeae/IeHHONO BAPMAHTA MOMCKA & oo v vt v e e e e e ns 333
53 MNouck anemeHTOB B NanKe 335
DUNBTPALMA DMTEMEHTOB. &« « & v ettt et ettt ettt e et et e e et ettt e e e ettt et 335
54 NMounck anemeHTOB BO BCEM NOYTOBOM fALLLUKE 337
MCNONB30BAHME MOMCKA « .« o v ettt et et e e et et et e e e e e et et e e e e e e e et et ettt eae s 337
(oY ol 1 2(e ] 2 =17 o] T P 338
55 Ucnonb3oBaHMe paclUMPEHHOro NOUCKa 339
COCTaBNAEHME PACLUMPEHHOTO MOMCK « « v v v vt e et e e ettt et e et e et et ettt et e et enneanens 339
Bbi6op nonel Npu co3gaHnmn PacUMPEHHOTO MOUCKA U MPABUIT . .o vttt te e e et ie e ieeaana 340
Mcnonb3oBaHMe onepaTtoposB NP CO34aHUN PACLUIMPEHHOTO MOUCKA M MPABUA « v v oo ve e e eee e 345

Mcnonb3oBaHMe yHUBEPCA/IbHbIX CUMBOJIOB M MAapaMeTPOB MpU CO3A4aHMM PaCLUMPEHHOTO NOUCKa
L7110 T- 121 PP 348

OrnasneHue 15



16

Vil OnoBeweHne

56 O6wue ceegeHua o nporpamme onoseweHua Notify

57 3anyck nporpammbl ONoBeLLeHUs

3anyck nporpammbl ONoBeLLeHUA Npu 3anycke cuctemol GroupWise. ................
3anyck nporpammbl onoseweHns Notify ns merto «Myck» Windows . ................

58 Ucnonb3oBaHue nporpammbl onoseweHus Notify

59 HacTtpoiika nporpammbl onoBeLLeHni

HacTpolika A4 IMTEeNIbHOCTN OTOBPAXKEHMNA OMOBELLEHMS « o ot v et et et et ieeaeenn
HacTpolika onoBeLEHNIN /15 HOBBIX S/IEMEHTOB . .\ vt vt e et e ettt ineeeeeeaanennn
BbI60OP NANOK A1 MOMCKA HOBBIX S/IEMEHTOB .+ v v v vttt ettt ee e et e e eeineannn
HacTpoiika MHTepBana A5 MOMCKA HOBDBIX IMEMEHTOB .« « v v vt vt vee e ie e ie et eeneannn
HacTpolika yBeAOMAEHWUIM ONA CUTHANIOB KAaJIEHAAPA « o ot v et ee et ieieaanannn
HacTpolika yBegoMIEHUI O CTaTyCe UCXOAALMX COOBLEHUM . . oo oo e e e e ns
HacTpoiika yBe4OMIEHNI O CTaTYCHbIX COOBLLEHMUAX O BO3BPATE . v v v v e e e e eevn e

60 MonyyeHue onoseLieHNit 0 coobLieHUa APYruxX noab3oBartenei

61 OTKAlOYEeHUe NporpamMmmbl onoBeLyeHus

IX Mpasuna

62 O6wue cBeaeHUA 0 NpaBuaax

63 [eiicTBMA, KOTOPbIE MOXET BbIMOJIHATb NPaBUNIO

64 CobbITHA, aKTUBM3UpPYIOLLME NPaBUIO

65 Co3pgaHue npasuna

CO34aHNE BA30BOTO MPABMIIA « .« v vt vttt ettt e e et e e e e et et e s
Co3aHMe NPaBM/IA AaBTOMATUUECKOTO OTBETA « v v vt v v et e eeee e e e e e eneinennenns
Co3aaHme MPaBUNa KHET B OPUCEN . . .ot i ettt et ettt et et e

Co3pgaHvie NpaBmaa 4/1A NepPechlsIKM BCEW MOYTbI B APYIYO YYETHYIO 3anuch

Co3gaHue npaBuaa, OTNPABAAIOLLETO HOBOE 3/1IEKTPOHHOE COObLWEHNE ..o v vt
KonupoBaHue npaBuaa ANA CO34aHMUA HOBOTO MPABMIIA &« v v v v v veeein e e eeeeenennnn
OrpaHuyeHne 31eMEHTOB, A/151 KOTOPbIX AEUCTBYET MPABUO .« . v v v ve e e e e e

OrnasneHune

351

353

359

359
359
360
360
360
361

............ 361

363

365

367

369

371

373



66 PepaktuposaHue npasuna

381

67 BKAoyeHUe U OTKAOYEHUE NpaBuaa 383
68 3anyck npaBuaa BPy4YHYHO 385
69 YpaneHue npasuna 387
X [octyn aoBepeHHbIX 1L, K TOYTOBOMY ALLMKY U KaneH[apto 389
70 O6wue cBegeHUA O JOCTYNe A0BEPEHHbIX UL, 391
71 I'Ipe,qOCTaBneHue npas A0BepPeHHOro simuya Co CTOPOHbI Bageiblia NOYTOBOro
AWMKA 393
72 3awuTa NYHbIX 391EMEHTOB CO CTOPOHbI BNAaAENbLLA NOYTOBOrO ALLMKA 395
73 HasHauyeHue foBepEeHHbIM INLLOM B MOYTOBOM AILLMKE APYroro nonb3oBatens 397
Xl Peumbl K3WMpPOBaHUA U YAANEHHOrO coeAUHEeHUA 399
74 Ucnonb3oBaHMeE peXXMma KILUMpPOoBaHUA 401
Obwue cBefeHUA O GYHKLMAX KIUMPOBAHMA « . ottt ettt ettt ettt e e e e e e e e e ie e 401
HacTpoliKa K3LMPOBAHHOTO MOUTOBOTO ALLMKA « « v v o vt e te e e e e e e e e e et e ettt eeeeeieenanns 402
Mepexon B PEKMM KILLMPOBAHMA . o v vt v vttt ettt et ettt e et et ettt ettt 402
YCTaHOBKA CBOMCTB KOLUMPOBAHMA. « o v vt ettt ettt e e ettt et et et e e et ettt et et eae s 403
Pab0Ta B PEKMME KILUMPOBAHMA. -« « v v e ve ettt et ettt et e e ettt e e e e et e e e ie e e e e 403
N3meHeHWe nHTepBana BbIrpy3Ku ANA KILWMPOBAHHOMO MOYTOBOTO ALLMKA .« o v vt ee e e eenen 404
CMHXPOHM3aLMA KILMPOBAHHOIO NOYTOBOTO ALLMKA C INAaBHbIM MOYTOBbIM ALUMKOM . . . o v v v e e v e e 404
CUHXPOHMBALMA DTTEMEHTOB .+« o v v ettt e et ettt et e et ettt et et e et eaeens 404
CUHXPOHUBALMA MPABUIT . ¢+ e e ettt et et et e e e e et e e et e et et et e et e e e et eeaeas 404
M3BNeYEeHNE aAPECOB U3 AZPECHOM KHUMM . . ottt it ettt et e et et et et e e 404
ABTOMATMYECKAs 3arpy3Ka a4PeCHbIX KHUM B CBOM MOYTOBBIN ALUMK. « . oo e e ee e enennn s 405
OpHoBpemeHHOe 06HOBIEHME BCEX 3/IEMEHTOB B K3LIMPOBAHHOM MOYTOBOM ALLMKE. . . ... .. .. 405
PaboTta c JOKYMEHTaMM BUBANOTEKM B PEKMME KILUMPOBAHMSA . o o v v v e e e e e enenns 405
OTKpbITME APYrOoN BEePCUM AOKYMEHTa B KIWMPOBAHHOM MOYTOBOM AMKE .. oo ei i e eaenn 406
[TPOCMOTP OTIOMKEHHDBIX 3AMPOCOB .+ & vt ettt ettt et et e ettt e et ettt e et eens 406
OTOBPAXKEHNE COCTOAHMA COBAMHEHMA o ot et ettt ettt e et e et et e e ettt et e e 406
75 Ucnonb3oBaHUe peXXMma yAaNeHHOro NogKAoUYeHUA 407
MoarotoBKa K MUCNO/Ib30BAHMIO PEXMUMA YOANEHHOTO COEOMHEHMA . « oot vttt e e it eeee e naaee s 407
HacTpoiKa NOYTOBOIO ALLMKA REMOtE. . . . .ottt e e 408
HacTpoiika HecKoNbKMX NOYTOBbIX ALLMKOB Remote Ha COBMECTHO MCNO/Ib3yeMOM
L0 1Yo =T < 409
HacTpoMKa YAANEHHDBIX COBAMHEHMM . . o o\ vttt ettt e e e e e et e e e e e e e 409
OnpeaeneHne CBOMCTB YAANEHHOTO MOAKMIOUEHMA . « o vttt e ettt te et e ee et iaeee e 413
YCTAHOBKA YAANEHHOTO MAPOA . v e vt ettt et e et e et e et e et e e e et et e et e e a e aeae s 416
OrnasneHune 17



18

ONKMCaHME TUMOB YAANEHHOTO COBIAMHEHM . o o\ vttt et ettt ettt e ettt e te e e e et ie e
OnuncaHne GYHKUMIA YAANEHHOTO MOAKIIOUEHUA . o v v vttt ettt e et ettt e ittt ie e e
OTNPABKA YAANMEHHDBIX 3AMPOCOB « « « v e v v e ettt et e ettt e e e e et e e e e et e e et ie e
YnpaBneHMe YOANEHHBIMU 3AMPOCAMM . « o vttt et e ettt e e et et te e e e ee e in e
OTnpaBKa 1 NonyYyeHre COOBLEHUI B PEXKMME YAANEHHOTO NOAKMOUEHUA « oo v v e ie e eenannn
MoakntoueHme K GroupWise npu OTAPaBKE UAN NOYYEHUM COOBWEHNM . . .. oo e e en .
3arpy3Kka coobLeHuWIi, NpPaBuI, aapPecoB U JOKYMEHTOB B YAANEHHbIA MOYTOBbLIN AWMK . . . . . . . .
OTnpaBKa COOBLLEHNIN B YAANEHHOM PEMUME . . . vt v e ettt e te et e e et e ee e eeeneenens
MPOCMOTP OT/IOMKEHHDBIX 3AMPOCOB. « « .\ vttt e vt ettt e e e e et e e e e e et e te e ieeeeenns
MonyyeHune coobLLEHN, KOTOPbIE BbIIN 3arPYKEHbBI HE MOMHOCTBIO . .« v v v et e e e e e
Mcnonb3oBaHWe NOUCKA CBOBOAHOIO BPEMEHW B YAANIEHHOM PEKUME. . . . v v v e eeaeeennn .
®OuUNbLTPOBaHME afPECHON KHUMM /15 MOYTOBOIO ALMKA Remote. . ... v
YoaneHve sNemMeHTOB U3 YAANEHHOTO MOUYTOBOTO ALLMKE . o v v v v v ve e e tie e e eaneeneeenns
HacTpoiiKka nony4yeHUs 1 OTNPABKMN B aBTOHOMHOM PEMMME . .« v v v vt ee et eee et iee e e eie e e

XIl YyetHblie 3anucu POP3 u IMAP4 425

76 O6wue cBepgeHuA 06 yyeTHbix 3anucax POP3 u IMAP4 427

Ob6wme ceeaeHMa 06 yUeTHbIX 3aNMCAX POP3 ... . . i e e e
Ob6uwme ceeaeHMn 06 YUeTHbIX 3aNUCAX IMAPA . . ...

77 Qo6asneHue yuyeTHbix 3anuceit POP3 u IMAP4 B GroupWise 429
78 KoHdurypuposaHue yyeTHbix 3anuceit POP3 n IMAP4 431
79 Ucnonb3oBaHue yyeTHbIx 3anuceit POP3 n IMAP4 433

Ucnonb3oBaHue yyeTHbIx 3anuceit POP3 n IMAP4 B pexXume HENOCPEACTBEHHOIO NOAK/OYEHMSA . . . . .
Ncnonb3oBaHue yyeTHbIx 3anuceii POP3 1 IMAP4 B yaaneHHOM peXUMe UK B PEXMME

KILUMPOBAHHOTO MOYUTOBOTO ALLMK . « - ¢ v v v e et e et e e et et e e e e et et e e et et e e et e neenn
N3meHeHMe ganTeNbHOCTU TanM-ayToB cepBepoB POP3 MIMAPA . ... ... ... . . . i
Mcnonb3osaHue npotokona SSL ana nogkntoyeHuna Kk cepsepy POP3 uan IMAP4 ... ... ... ... ..
3arpyska aleMeHTOB M3 y4eTHbIX 3anuceit POP3 M IMAPA . . ... . e

3arPY3Ka 3/TEMEHTOB BPYHHYH « o o v v ettt e et ettt et e et ettt e et et ettt e
ABTOMATUUECKASA 3ATPY3KA IMEMEHTOB & o . vt vt ettt et et ettt ettt ettt e et eaeeenen
OTtnpaBKa coobuweHuit 3n. NnouTbl POP3 n IMAP4 13 GroupWise . .. ..ot e

YaaneHue anemeHTa 13 yd4eTHoM 3annuc POP3 A IMAPA . .. o i

80 dyHKuUM npoTtoKona POP3 437

XpaHeHne afeMeHTOB Ha MOYTOBOM cepBepe POP3 ... ... . e e e e e
YaaneHne anemMeHTOB € MOYTOBOIO CepBepPa POP3 ... . . e e e e

81 dyHKuuu npotokona IMAP4 439

Mognucka nnm oTkas oT NOANUCKU ANA NANOK IMAPA . . . .. e i e i
PacnonoxeHue nanokK B afipaBUTHOM NOpsAAKe ANA yYeTHOM 3anncn IMAP4A. ... ... ... ... ......
3arpysKa TO/IbKO 3aro/IoBKOB (TeM) AN yUYeTHbIX 3anucen IMAPA . . ... ... ... i
3arpyska NnpuKpenaeHnii ronocoBom NoYTbl Yepes yyeTHyto 3annce IMAP4. .. ... .. ... ... ...
YaaneHne anemeHTOB C NOYTOBOrO cepBepa IMAPA . . . e e e i e

OrnasneHune



XIll Fpynnbl HoBOCTE 441

82 YcTaHOBKa rpynn HoBocTel 443
CO34aHNE YUETHOM 3AMUCU HOBOCTEM . . . o e vttt et ettt e e e e e e e e e e e e e et e e et 443
MoAnuncKa UM OTKa3 OT MOAMMUCKM HA TPYMMY HOBOCTEM . o o vttt ettt ettt et i ie e ieinanns 443

83 Pabota c coobLieHnamMmu rpynn HOBOCTeM 445
YTeHME COOBLLEHMNM TPYMMBI HOBOCTEM . . o\ vt ittt ettt et e et ettt et et et ettt et 445
MomeLlLeHMe HOBOTO OOCYKAEHMUA B TPYMMY HOBOCTEM . o . v vt i ettt it e e et et e e et eienaannn 445
OTBET Ha COOBLLEHME B TPYMME HOBOCTEM . . v vt vttt ettt et et ettt e ee e et e e e e ia e 446
MomeTKa COOBLLEHNI B COOTBETCTBUM CO CBOMMM UHTEPECAMM. « o v v o vttt e e e e eeeieeieeeaeenns 446
JobaBneHre noanmncy Ko Bcem oTnpasasembiM COOBLLEHMAM FPYNMbl HOBOCTEM . o\ v v v v e v e enn s 446
N3meHeHMe MMEHUN ANA OTOOPAXKEHUA AN1A COOBLLEHMMN FPYMMbl HOBOCTEM . . oo oo e e ieeeianans 447
YaaneHne COOBLLEHNA TPYMMbBI HOBOCTEM . .« v v vt te et ettt et ettt et e e e e e e e ia e e 447

84 Pabota c rpynnamm HoBOCTel 449
CBepTbiBaHME 1 PA3BEPTbIBAHWE BCEX LLEMOYEK B TPYMME HOBOCTEM . o . v vttt e e eieeeenenens 449
BbINONHEHME MOUCKA HAa CEPBEPE MPYMMbI HOBOCTEM. & o ot vttt et et et e et ettt eineannn 449
HacTpoWka napameTpoB BbIrpy3KM ANA OTAEAbHbBIX FPYMM HOBOCTEM. &« v o v v v e e e ee e e eaeenn 449
O6HOBAEHWNE NAMKKN TOKANIBHOM TPYMIBI HOBOCTEM .« v vttt et et et ettt et e et eeeee e 450
YOaNeHNE YHETHOM 3AMMUCU HOBOCTEM . o v v ettt et ettt ettt et ettt ettt ettt ettt eeae s 450

XIV JleHtbl RSS 451

85 Moanucka Ha KaHanbl RSS 453
=Y o P 453

BePCUA A XX N S XX e oo e 453
B A BoX. X ot e 454
B A 2 X, X et e 454
INtErNEt EXPIOrEr. . ottt e e 455
[T o 10T« XAV 1= P 455

OrnasneHue 19



20

86 YteHue KaHanos RSS

87 O6HoBAEeHue neHTbl RSS

88 YpaneHue 3anucu otaenbHoro RSS

89 YpaneHue noanucaHHoM paccbiniku RSS

XV YnpaBneHue AOKyMeHTaMu

90 flononHUTeNbHbIE PeLeHUa No yNPaBAeHUI0 AOKYMEHTaMU

XVI O6cnyxusaHue GroupWise

91 YnpasneHue Tpeb0BaHUAMM K HECTAHAAPTHOMY BXOAY B CUCTEMY

Bxog, B MOYTOBBIM AWMK C paboyeit CTaHLMM APYTOro NoAb30BaTeNA .. vv ...
Bxog, B NOYTOBbIN ALWMK U3 COBMECTHO UCMOJIb3yeMon paboyen cTaHumu . . .. ..

92 YnpasneHue NapossiMmum NOYTOBbIX ALLUKOB

MonyyeHne NOMOLLM, KOFAE 3a0bIT MAPOJID « v\ v v vt ettt e ie e e eieaanns
Ucnonb3oBaHue ayTeHTUGUKauuu LDAP BmecTo naponeit GroupWise. . .......
JobaBneHune, USMEHEHME U YAANEHUE NMAPOMA « vt vttt e eie e eaeennan
MBMEHEHME MAPO IA. v vttt et ettt ettt ettt e aiee s
Mcnonb30BaHME €ANHOMN PETUCTPALMM « o o v vt ee e ie e eeeeen s
YA NEHNE MAPOIIA ottt it ettt et e e e e
Mponyck 3anpoca napona GroupWise AM LDAP. . ... ... ..
BaMOMUHAHME MAPOA. « o v et ettt ettt e ettt e ettt eee s
Mcnonb3oBaHme napameTtpa «Mcnonb3osatb perncrpaumio B eDirectory»
Mcnoib30BaHNE €ANHOMN PETUCTPALMM v v v o vt ee et ie e eeeeens
Mponyck 3anpoca Naponsa GroupWise . .. ..o o n i

Ucnonb3osaHue naponeﬁ ANA NOYTOBOTIO AWMKA B peXXmMme KaWnpoBaHuA. . . ..

Mcnonb3oBaHue naposiei Ana NoYTOBOTO ALLMKA B YOANIEHHOM PEXUME. . . . . ..
Mcnonb3oBaHUe Naposiei NOYTOBbIX ALWLMKOB C AOBEPEHHBIMU NLAMM. . . . . . ..

93 ApXMBMpPOBaHME /IEKTPOHHOM NOYTbI

OOLLME CBEAEHMA OB APXMBE . .« o v ot ettt et ettt e et e i
MECTO XPAHEHMA QPXMBOB .« « o v v v tee e e e et eee e et ee e e ee et iaee s
MepemMeLLeHNE SNEMEHTOB B APXMBE . o v v v et vs e e ie e e ee e ieneennnnns
ABTOMATUYECKOE aPXUBUPOBAHMNE SMEMEHTOB. « .\ vt vt e e e iee e eieeennnnns
MPOCMOTP 32aPXNUBUPOBAHHBIX IMEMEHTOB . . v v e v e e e et eeeeieeneenns
M3BNEUEHME SNIEMEHTOB M3 APXMBA. &+« vt v e v eee e e e e e eiee e eeeeeanns
MepemeLlleHne apxmMBa U3 OLHOIO MECTa PACMOIOKEHUA B APYIOE . ..........
O6beamHeHne apxXMBUPOBAHHbIX 3/1IEMEHTOB U3 MHOXECTBA apPXMBOB . . ... . ...

OrnasneHune

457

459

461

463

465

467

469



94 NUcnonb3oBaHUE pa3mepa XpPaHUAULLA NOYTOBOrO ALWMKA

MPOCMOTP CBEAEHUIN O PA3MEPE MOUTOBOTO ALLMKA . v vt vt te e ee ettt e e et e e e ie e e e e 485
YaaneHune sfNeKTPOHHOM NOYTbI C MOMOLLLIO CBEAEHWUI O Pa3Mepe NOYTOBOTO AMKA . o v v vev ..., 485
ApXUBMPOBAHME 3/IEKTPOHHOM MOYTbI C MOMOLLBIO CBEAEHUIN O pa3Mepe NOYTOBOTO AMKA. « . o v ... .. 486
95 Ucnonb3oBaHue GyHKLMM ynpaBaeHUA AUCKOBbIM NPOCTPAHCTBOM yaa/lIeHHOM
6ubanoreku 487
96 Pe3epBHOE KONUPOBAHMUE 3IEKTPOHHOI NOYTbI 489
Pe3epBHOE KONMUPOBAHNE MOUTOBOIO ALLMKA . . o . vt e ettt ettt e e ettt et et e eeaens 489
BoccTaHOBAEHWE 31EMEHTOB U3 PE3EPBHONO KOMUPOBAHUA . oo vv ettt et eeee i eeeae e 490
97 BoccTtaHOBAEHME NOYTOBOTO ALMKA 491
Ob6uwue ceegeHma 06 06CAYHKMUBAHNM MOUTOBOTO ALUMK v vt v vt vt ettt et ettt ee e 491
OnpegeneHve HeObXO4MMOCTM BOCCTAHOBIEHMSA MOUYTOBOTO ALUMK « v v v v e e e ieeaennennns 492
YCTaHOBKA MPOBEPKU GroUPWISE . oottt ettt et e e et et et e et e e 492
AHaMN3 N UCTIPABNEHMNE BA3 AHHDBIX . . ot ettt e et et et et e e et et e ettt ettt 493
M3MeHeHME CTPYKTYPDI MOUTOBOTO ALLMKA .« v v v vttt e ettt et et et ettt ettt ettt ennneens 494
98 YnpasneHue nankoii «KopsuHa» 495
OTODOPANKEHNE INMEMEHTOB B KOPBMHE . . . o vttt ettt ettt e e et et e e e e e e e e e ie e ie e 495
BOCCTAHOBNEHME ITEMEHTA U3 KOP3MHDBI & v v vt vt ettt et e et e et et ettt et e e enneenens 495
COXPAHEHME INEMEHTA B KOPBMHE & v vttt vttt ee e ettt et e ettt et e e it et 496
(O Ton T T o o L ) S 496
OUMCTKA KOP3UHDBI BPYUHYED &« o . v ot ittt ettt ettt e e ettt e e ettt ettt enens 496
YaaneHue BblAENEHHbBIX COOBLUEHMM N3 KOPBMHDI .« ot vttt et e e e e e ie e ie e e e 496
ABTOMATUYECKAA OUMCTKA KOP3MHDL. . o ot vttt ettt et et et et ettt 497
99 3anommMHaHUe COCTOAHMUA KANeHTa npu cboe 499
100CsBepeHun o0 noaaepKke GroupWise 501
XVII TeKcroBble coobuieHusn, TenedpoHHble 3BOHKU U 06MeH MrHOBEHHbIMU
coobweHnammu 503
1010TnpaBKa TeKcToBbix SMS-coobLieHui 505
YKa3zaHWe onepaTopa COTOBOM CBA3M MOSTB30BATE A . & o v vt vt et e e et e ettt ettt eeaeen s 505
OTnpaBKa TeKcToBoro SMS-coobueHna HenocpeacTBEHHO Ha MOBW/IbHBIA TeNedOH. .. ..o oo v v e n ... 506
OTnpaBKa TEKCTOBOTO SIMS-COOBLLEHMA MO SKYPE . . oottt ettt ettt et et e e s 506
OrnasneHune 21



22

102BbinonHeHue BbI3OBOB NO TenepoHy

103Ucnonb3oBaHue o6MeHa MrHOBeHHbIMU CO06LWEeHUAMMU

A Hosble pyHKUMM KnneHta GroupWise gna

GroUPWISE 23,4 o e e
GroUupWise 18.5 .o e e e

B Yacrto 3apgaBsaembie Bonpocbl 0 GroupWise

C MapameTtpbl 3anycka

MapamMeTpbl 3aNYCKa GroUPWISE . . . oot e e e e ettt e e
Mcnonb3oBaHue napameTpa 3anycka GroupWise ...t

D «lopAauve» Knasuwm

OBLUME COUETAHMA KMABULL .« o vt vttt te ettt it e ettt ie e te et ie s
CoYETaHMA KNABULL ANA DMEMEHTOB & o v ot ve ettt e ettt e e ie e e i
CoueTaHMaA KNaBULL ANA CIMCKA DMTEMEHTOB. « .\ vttt ettt ie e e eee e
COUETAHMA KNABUL ANA TEKCTE « o v v v e ettt ettt ettt e et e ettt
MPOUME COUBTAHMA KNMABMLL . « o o v e e v e et et e et e et e et e e e et e ie e e

E J[ocTynHOCTb AnA noaei ¢ pu3MyecKMmm HapyLeHUAMM

F basoBble 3agaumn GroupWise

CO34aHNE MEPOMPUATUR & o ittt ettt ettt ettt et et
OTNpaBKa COOBLLEHNI INEKTPOHHOM MOUTBI v v v v et te e e eee e e ee e
Co3faHne HACTPaAMBAEMOTO NPABMAA COOBLLEHUM . . oottt e e e e e e
YNPABAEHME MOAMMCAMM . . o e oe ettt e e et ettt et e e e et e e et ae s
CO34aHME MAMKM MOMCKA .« o ot ettt e ettt et et et ettt et ettt
Pab0oTa B aBTOHOMHOM PEMMME . .\ vt et ettt ee et ettt ie e ie et eenans
YNPABAEHME MAMKAMM . e ettt ettt e e e e et e ettt e et e et aeae s
HenernpoaHune/nepeaaya npasa AOCTYNA K YYETHOM 3aMUCK .« oo eveneennnnnns
3a8aHMA U CMIUCKM BaZ@HMM. « oo ittt et ettt ettt et et et ettt et

OrnasneHune

507

509



O paHHOM pyKoBOACTBEe

B naHHOM Pykogodcmee nosnb3osamers KaueHma GroupWise paccka3aHo 0 TOM, Kak M0/ib30BaTbCsA
KaneHtom GroupWise.

[nAa Koro npegHa3HauyeHo 3TO PyKOBOACTBO

3To PyKOBOACTBO NpeAHa3HadyeHo ans nosb3osateneit GroupWise.

MpeanoxkeHua n noxkenaHua

Mbl 6yaem padbl NONYyYUTb Ball KOMMEHTAPUW U NPEAJOKEHMSA NO AaHHOMY PYKOBOACTBY U NO
APYroi JOKYMEHTaLMM, BKIOYEHHOW B 3TOT NPOAYKT. Bbl MOXKeTe BOCNOAb30BaTbCA GyHKLMEN
«KommeHTapumn nonb3oBaTeNa» BHU3Y KaykA0M CTPaHULLbl 31EKTPOHHOW AOKYMEHTaUMMN.

JononHuntenbHaa AgOKymeHTauma

JononHutenoHble cBeaeHns no pabote ¢ GroupWise cm. B cieayowmx pyKoBoACTBax Ha Beb-calte
AoKymeHTaumm GroupWise (https://www.novell.com/documentation/groupwisel18):

+ Pykosodcmeo nonv3osamena GroupWise Web

+ GroupWise WebAccess User Guide (PykoBoacTso nonb3sosatena GroupWise WebAccess)

+ GroupWise WebAccess Mobile User Guide (PykoBoactso nonb3sosatena GroupWise WebAccess
Mobile)

+ GroupWise User Quick Starts (BbicTpoe Hauyano paboTbl nonb3osateneit GroupWise)

O pgaHHOM pyKoBOACTBE 23
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Hauano pab6otbl

GroupWise — 3T0 HagexHas cuctema obmeHa coobLLEHUAMM U COTPYAHNYECTBA, KOTOpasA nomoraet

No/b30BaTe/N0 NOAKAUMTLCA K CBOEMY YHUBEPCANIbHOMY NOYTOBOMY ALLMKY B At060e Bpems 1 B
ntobom mecTe. B aTom pasgene npuseaeH 063op KaneHTa GroupWise, KOTOpbI NO3BOAUT Bam

Nerko v 6bICTPo HayaTb paboTy ¢ GroupWise.

*

lhasa 1 Ha cTp.
lhasa 2 Ha cTp.
lhasa 3 Ha cTp.
lnasa 4 Ha cTp.
lhasa 5 Ha cTp.
[nasa 6 Ha cTp.
lnasa 7 Ha cTp.
lnasa 8 Ha cTp.

lnasa 9 Ha cTp.

27:
29:
31:
33:
35:
37:
43:
45:
49:

"YcTaHoBKa KaveHTa GroupWise"

"Bxoa, B GroupWise"

"Mcnonb3oBaHue nanku «fnasHas»"

"OTobparkeHne cpeactsa bbicTporo npocmoTpa”

"BbINo/IHEHME OCHOBHbIX 33/,a4 C MoMmoulbto naHenu 3agady Windows"
"O630p cnucka nanok"

"Obwwme cBeaeHUA o TMNax anemeHToB GroupWise"

"MepcoHanbHaa HacTpoiKa nHTepdeica GroupWise"

"OnpeaeneHne 3Ha4yKoB, 0TOHparkatoWMXCA PAAOM C SNeMeHTaMN"

lnasa 10 Ha cTp. 53: "HdanbHeliwee nsyyeHme"

Havano pabotbl
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YcTraHOBKa KamneHta GroupWise

YT106bI NPUCTYNUTL K MCNOAb30BaHUIO GroupWise, Bbl MM BaLll CUCTEMHbIA AAMUHUCTPATOP
OOMKHbI ycTaHOBUTbL GroupWise Ha KomnbloTep. Balw aAMUHUCTPATOP MOXET NPeanoXKuTb
ycTaHoBKy GroupWise ¢ nomowbto ZENworks.

1 Ecnu yctaHoBKa He 6bina npeanoxeHa aBToMmaTuyecCKku, O6paTMTECb K agMWHNUCTPATOpPY

GroupWise 3a cBeAeHUAMM O MecTe pasMeLLeHMA NPOrpammbl YCTAHOBKU KneHTa GroupWise,

setup.exe.
2 [lna atoro HEO6XOAMMO BOWTU B CNCTeMy OT CBOET0 MMeHMNU.

3 HaxkmuTe KHONKY lycK, BbIbepUTe NYHKT BbinonHuTb, NeperauTe B Nanky, rae Haxoautca gpain
BblbepuTe daiin setup.exe U HaxKMUTE KHOMKY OK.

4 CnepynTte MHCTPYKLMAM MacTepa YCTaHOBKM.

MepelianTte K pasgeny Bxog B GroupWise.

YcTaHoBKa KaneHTa GroupWise

’
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2 Bxopa B GroupWise

Mpu 3anycke GroupWise MoKeT NOABUTLCA NPUINALLEHNE BBECTU TaKMe AaHHble, Kak naponb, TCP/
IP-apgpec Bawero No4YTOBOro OTAENEHUA U AP. ITO AMaNoroBoe OKHO MEHAETCA B 3aBUCMMOCTH OT
cBeAeHU, Heobxoanmbix nporpamme GroupWise, UTOObl OTKPbITb MOYTOBbIN AWMK, U PEXKMMA
GroupWise.

ApMmnHuctpaTop GroupWise MOXKET OFpaHNUYUTb PEXMMbI PabOoTbl NPOrpaMmbl.
1 [Baxkgbl WenkHUTe 3Ha4oK GroupWise Ha paboyem ctone, ytobbl 3anycTutb GroupWise u
oT0b6pasunTb rMaBHoe OKHO GroupWise.

Ecnn naponb 4na NOYTOBOrO ALWMKA He YKa3aH U nporpamma GroupWise He HyXaaeTca B
OOMNOJIHUTENbHbBIX CBEAEHUAX, INANOrOBOE OKHO «3anycKk» byaeT NponyLweHo U OTKPOETCS OKHO
nporpammel GroupWise.

YT106b1 0TO6PA3NTL ANANOroBoe OKHO 3anycka GroupWise, LeAKHUTE NPaBON KHOMKOM MbILLK
no 3Hauyky GroupWise Ha paboyem cTone, BbIbepuTe NYHKT CBOIMCTBA U NepenanTe Ha BKAAAKY
Apnbik. B none HazHaueHue npu pabote GroupWise BBeguTe npoben u /@u-?, a 3atem
Ha*kmuTe KHonky OK.

CBegeHus o gpyrux napameTpax 3anycka cm. B pasgene MNapameTpbl 3anycKa.
2 Ecnv nossnseTcs 3anpoc Ha BBOA, Naposis, BBEAWUTE Naposib B nose MNaponb.

3 HaxmuTe KHOMNKY pexuma nporpammbl GroupWise, B KOTOPOM BbINOAHAETCA BXOA, B CUCTEMY, U
BBEAUTE HEObOXoAMMblE AONONHUTE/IbHbIE CBEAEHMUA, TAKME KAK MYTb K MOYTOBOMY OTAENEHMUIO,
aapec v nopt TCP/IP areHTa NOYTOBOrO OTAENEHUA U NYTb K Nanke K3LWMPOBaHHOIO UK
YAaNEeHHOro NoYTOBOrO ALLMKA.

Ecnu y Bac HET HY»KHbIX CBeAEeHUI, 0bpaTUTeCh K agMUHUCTpaTopy GroupWise.
4 Haxmunte KHonky OK.

(HeobasaTtenbHo) Mpu ncnons3osaHmum Advanced Authentication ncnons3syiite
COOTBETCTBYIOLLMIA BAapUaHT BXOAa.

MoapobHble ceegeHma o6 Advanced Authentication cm. B pasgene VMcnonb3zoBaHne Advanced
Authentication.

[na nonyveHMa MHCTPYKLMIA No 3anycky GroupWise B HECTaHAAPTHbIX CUTYyaLMAX CM. YNipaB/ieHue
TpeboBaHMAMM K HECTAHAAPTHOMY BXOAY B CUCTEMY.

HasHaueHue naponsa ana NOYTOBOro fAWMKa 6e3
ayreHTuduKauum LDAP

Bbl morKeTe Ha3HauYMTb NapPo/b A41A NOYTOBOrO ALLMKA, ecnr ayTeHTUdMKauma LDAP He
ucnonbsyetca. Maponn GroupWise 4yBCTBUTENbHbI K perucTpy (Hanpumep, Cpesia — 3TO He ToXKe

camoe yto CPE[IA). Ecnv Bbl 3a6b1iM Mapo/ib, Bbl HE CMOXKETE NOAYYUTb JOCTYN K COOOLLEHMAM.
YT106bI €ro c6pocuTb, HEOO6X0AMMO 0BPATUTLCA 33 MOMOLLBIO K aAMUHUCTPATOPY.

Bxoa B GroupWise 29



NPUMEYAHMUE. Echm agmnHuctpatop GroupWise Bkatounn ayteHTnduKkaumio LDAP, gna goctyna K
NMOYTOBOMY ALLMKY Ucnonb3yeTcA napoab LDAP, a He naponb GroupWise, u 406aBWUTb NApoab 3TUM
cnocobom Henb3s.

1 B oCHOBHOM OKHe LwenkHuTe Cepsuc > Mapamertpsbl.

2 [lBaxKAbl WEeNKHUTE N0 3NeMeHTY 3alumTta U nepenanTe Ha BKNagKy MNaponb.

3 B nose HoBblit naponb BBEAUTE HOBbIN Naposb.

4 B none Moareep:aeHne HOBOro Naposa BBeAUTE Naposb, HAXMUTE KHOMNKY OK, 3aTem Haxkmute

KHOMKY 3aKpbIThb.

JononHutenbHoble cBeAeHUA CM. B pasgene YnpassieHue naposiaMn NoYTOBbIX ALLMKOB.

Ucnonb3osaHue Advanced Authentication

Ncnonb3osaHune Advanced Authentication nossonsieT noBbicUTb 6€30MacHOCTb NPU BXOAE B CUCTEMY
GroupWise. Ons ucnonbsosaHus Advanced Authentication HeobxoanMMo, YTOObI CUCTEMHbIN
aAMWHUCTPATOP HACTPOWA 3TOT METO/, M 3aperncTpMpoBasl Bac B COOTBETCTBYHOLLEN cucTeme
NpPoBepKM NOANMHHOCTU. [1Na NonyYeHns NoapobHbIX CBeeHUIA O perncTpaLmnmn B cucteme
Advanced Authentication, a Tak»ke 0 4OCTYMHbIX MeToAax ayTeHTUdMKaLuum obpaTnTech K
agmuHucTpatopy GroupWise.

MPUMEYAHME. Bonee paHHUe Bepcun KnneHTta GroupWise (oo 18.3) Bce paBHO MoryT
ncnonbsosatb Advanced Authentication ana Bxoga Ha cepsep Bepcum 18.3 unum 6onee nosgHen
(npumeHsioTca meToabl 6e3 N0Nb30BaTENbCKOrO MHTEPdENCa, KOTOPbIE MOMKET HaCTPOUTb
aamuHucTpaTtop). Ecniv ncnonbsyemoliii meTog, TpebyeT BBOAA NAPOAA UM KOAA, €T0 MOXKHO
£06aBuTb K naponto GroupWise, yka3as npu BXOAEe B CUCTEMY COOTBETCTBYHOLLMI KO MW NAapo/b
nocne napona GroupWise n cumsona &. NMpumep: naposibgw&KoIay TeHTUGUKALIAN.
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Ucnonb3oBaHue nanku «fnaBHaa»

ManKka «fnaBHana» — 370 NepPCOHUPULMPOBAHHOE NPeACTaBAEHME BAlLMX CAMbIX BaXKHbIX JaHHbIX.
[na cuctemaTtmsaumm nHdopmaumy B nanke «fnasHaa» No pasaenam UCnonb3yoTca naHenu. Npwm
NepBOM OTKPbITMM NanKku «[NaBHaA» NOABAAETCA BBOAHAA CTPAHMLA, Ha KOTOPOM NpeacTaB/ieHbl
CBeAeHMA 0 HAaCTPoWKe nanku «[nasHan». 3aTeM 0TOBPaXKaeTCAa UCMO/Ib3yeman Mo YMOAHAHUNIO
AOMaLLHAA nanka.

MNManka «fnaBHaA» NO YMOYAHUIO COAEPKUT KaneHaapb Ha CeFOp,HFILLIHMﬁ A€eHb, 3/1IeMeHTbI CMUCKa
3ap,aHm7| N HENPOYUTAHHbIE COO6LLI,eHVIFI.

lnaBHas 06/1acTb ABNSETCA NOJHOCTbIO HaCTpaMBHEMOl‘/JI. Bbl moXeTe co3gasaTb A4ONO/IHUTENbHbIE

naHenn gna OTO6pa)KEHMF| HeO6XO,£I,MMOl7I VIH(I)OpMaLI,MM. JononHutenbHble cBegeHUA CM. B pa3gene

Mcnonb3oBaHWe naHenemn Ans cMctemaTmsaumm raBHOMW Nanku.

Ucnonb3oBaHue nanku «fnasHaa»
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OTobparkeHue cpeacrasa b6bicTporo
npocmoTpa

C nomolwbto cpeacTea 6bICTPOro NPOCMOTPA Bbl MOXKeTe CKaHMPOBaTb COAEPHKMMOE 3/1EMEHTOB
nanok. CpeacTBO 6bICTPOro NPOCMOTPA NO3BONAET CIKOHOMUTL BPEMSA, MOCKO/bKY HET
HeobX0AMMOCTH OTKPbIBaTb 3/1EMEHTbI, @ AR NPOUYTEHUA UX COAEPKUMOTo TpebyeTcsa TONbKO
LWEeNKHYTb COOTBETCTBYHOLLMI 31EMEHT UM HaXKaTb KnaBuwy «CTpesika BHU3Y.

ECnv WeNKHYTb CCbIIKY Ha JOKYMEHT, ero cogep:kumoe byaeT otobpaxkeHo B cpeacTse bbiCTPoro
npocmoTpa. [1na npocMoTpa NPUKPENIeHUI 3NeMeHTa, WEeNKHUTE PacKpbIBatOLLMNCA CMIUCOK
NPUKpPenNeHuni.

DYHKLMA MHTENNEKTYaIbHOTO U3MEHEHMA Pa3mepa CPeacTBa ObICTPOro NPOCMOTPa NO3BONAET
NepeKkayaTbCa Mexay 3 napameTpamun B 3aBUCMMOCTM OT pazmepa 1 popmaTa NpocMaTpUBaemoro
anemeHTa. NapameTpbl U3MeHeHUs pa3mepa: «CTaHaapTHbINY, «LLUnpoknin» n «CBEpXWUPOKUIAY.
Mo ymonyaHuto ncnonblyetca napameTp « CTaHAAPTHbIVY. Kaxapbld napameTp MOXKHO HacTpauBaThb,
KPOMeE TOTrO Bbl MOXKETE U3MEHUTb NapamMeTPbl, HaKaB KHOMKY MapameTpbl B NPaBOW BEPXHEN YacTH
naHenu HaBuraumu. Ytobbl BbIKAOYMTb ABTOMATUUECKOE U3MEHEHWE pa3mepa cpeacTsa bbicTporo
NpPoOCcMoTpa, Bbibepute anemeHTbl UHCTpymeHTbl > MapameTpbl > Cpeaa > O6wme > BKAUYUTD
MUHTeNNeKTyaNlbHOoe nusmeHeHue pasmepa QV.

+ "BK/AtoYyeHMe M BbIKOYEHMEe cpeacTBa bbicTporo npocmoTpa” Ha cTp. 33

+ "OnpepeneHne nonoxeHna cpeacrtsa bbicTporo npocmoTpa' Ha cTp. 34

+ "PaboTa co cpeacTtBom bbiCTporo npocmoTtpa' Ha cTp. 34

BKAtoueHue u BbIK/lOUEHUE CpeAacTBa bbicTporo
nNpPocMmoTpa

YT106bI BKAKOYUTL UM OTKOYUTL CPEeACTBO BbICTPOro NPOCMOTPA, BbINOAHUTE cleayowme
nencrems:

B meHto Bug, BbibepuTe NyHKT CpeactBo 6bicTporo npocmoTpa.
nnu

LLlenkHnTe no 3Hauky CpepactBo 6bICTPOro NPOCMOTPa HA NAHEAN UHCTPYMEHTOB.

OTobparkeHne cpeacTsa HbICTPOro NpocmMoTpa 33
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OI'IPEAEI'IEHME nonoxKeHumAa cpeacrea 6bICTpOI'O NPOCMOTPA

YT10Obl HACTPOUTb NONONKEHME CPEACTBA DbICTPOro NPOCMOTPA, BbINONHUTE YKa3aHHble HUXKe
aencTems.

1 UWenkHute Cepsuc > MapameTpbl.

2 [Baxkabl WenkHUTe No afeMeHTy Cpeaa, a 3aTeM nepenanTe Ha BKNaaky OdopmneHue.

3 YKaxuTe, rae AO/MKHO 0TobpaykaTbea cpeacTBo HbICTPOro NPOCMOTPA: CHU3Y UK CNpaBa OT
nanku.

Pabota co cpeacrtBom 6bicTpOro npocmorpa

Hue npuBeaeHbl cBeAeHMA 0 NapameTpax U GYHKLMAX cpeacTBa 6bICTPOro NpocmoTpa.
+ B noytoBOMm ALMKE BbiBEpPUTE 3/1EMEHT, KOTOPbIN Bbl XOTUTE MPOYECTb.
nnm

B KaneHgape WeNKHUTE MEPONPUATUE, CBEAEHNS O KOTOPOM XOTUTE NMPOCMOTPETb.

+ YT06bl U3MEHUTH PEKUM OTODPArKeHNsA MHGOPMaLIMM B 3ar0N10BKeE, LLEIKHUTE NPaBON KHOMKOWM
MbILLIM 3aro/IOBOK M BbibepuTe NapameTpbl, KOTOpble HEOBXOAMMO HAaCTPOUTD.

+ LllenkHUTe NpaBoi KHOMKOM MbILK B cpeacTBe bbIcTPOro NpocMmoTpa, YTobbl BbIOpaTh gpyrue
YHKLUMNM.

¢ Y106bI 3aKPbITb CPEACTBO BbICTPOro MPOCMOTPA, LWEJIKHUTE NO 3Ha4YKy CpeacTso 6bicTporo
NpocmoTpa Ha NaHenn UHCTPYMEHTOB.

Mpu YTeHMM coobLIeHMA C MOMOLLbIO CPpeacTBa BbICTPOro NPOCMOTPA Ero 3Ha40K U3MeHaeTcs,
YKasblBas cocToaHne « OTKpbITO». Hanpumep, 3aKpbITbiit KOHBEPT, COOTBETCTBYHOLLMIA MOYTOBOMY
CoO0bLLEeHNIO, NPEeBPALLAETCA B OTKPbITLIN KOHBEPT.

Manky MOXHO HacTPOUTb TaK, YTO CPeACTBO BbICTPOro NPocMoTpa byaeT 0ToOpaXkKaTbCA NPU KaXKa0M
OTKPbITUM Nanku, NMbo HaobopoT, cpeacTBo HbICTPOro NPOCMoTpPa He byaeT oTobparkaTbeA.

OtobpaxeHue cpeacTtsa 6bicTpOro npocmoTpa



BbinoNHeHMe OCHOBHbIX 3a4au C
nomoLbto naHenun 3agavy Windows

PasnuyHble 3a4aHNA MOXKHO BbINOJIHATL HEMNOCPEACTBEHHO M3 MaHeNu 33434 U U3 MmeHto «lyck» B
Windows. [1ns 3TOro WeAKHUTe NPaBoi KHOMKOM MbILKM 3Ha40K GroupWise Ha naHenu 3agad
Windows nnu ctpenky pagom c nyHKTom GroupWise B MeHto «[yck». Takas MHTerpaums
obecneunBaeT 6bICTPbIN AOCTYN K KNtOUEBbIM GYHKLMAM BO BPeEMSA paboTbl C ApYrMmu
NPUAOKEHUAMM.

MOXHO BbIMNOAHATL CAeaytoLwme 3a4aHNA:

+ co3patb coobuieHme;

+ co34aTb MeponpuAaTHe;

¢ co34aTb HOBOE 3afaHue;

¢ C034aTb HOBOE HaNOMWHaHMe;

¢ C034aTb HOBbIV KOHTaKT;

¢ MPOCMOTPETH MNOYTOBbIN ALLUK;
¢ MPOCMOTPETb aAPECHYIO KHUTY;
¢ MPOCMOTPETb KasieHAapb;

¢ BbIMO/NHUTb MOMCK 3/IEMEHTOB;

¢ BbINOJIHNTb NOUCK KOHTAKTOB.

Yuncno HenpouTeHHbIX coobLLEeHNI 0TobparkaeTca B 3Hauke GroupWise Ha naHenu 3agau.

BbinosnHeHMe OCHOBHbIX 33434 C NomoLLbio naHenn 3agady Windows 35
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O630p cnucKa nanok

Cnu1CcoK Nanok B JIEBOM YaCTW IMaBHOIO OKHa No3BonseT OpPraHn30BbIBATb 3I1IEMEHTDI GroupWise,
cO34aBanA Nanku gna XxpaHeHnA anemeHToB. PAaom c noboit nankoi (3a UCKNO4YEeHNEM COBMECTHO
MCI'IOI'IbBVEMbIX) B KBa4paTHbIX CKObBKax YKa3blBae€TCA KONMNYECTBO HEMPOYUTAHHbIX 3/IEMEHTOB.

Yncno B KBaZpaTHbIX CKOBKax psaom c nankoi «OTnpas/ieHHble» NOKa3biBaEeT, CKObKO 3/1eMEHTOB

OXNOAT OTNPAaBKU B peXXxnme KaWnNpoBaHHOIO NOYTOBOIO ALLMKa.

#3% George Smith Home

>

= Mailbox

% Sent tems

D Calendar

& Frequent Contacts
% Documents
Tasklist

D/ WaorkIn Progress
E' Cabinet

3§ Trash (1)

3aro/I0BOK CNUCKa NanoK CoAepKUT 3HAYOK «Bblbop pexknmar» ans NnepeknoyeHns mexay
pPeXMMOM HEMOCPEACTBEHHOIO NOAKNOYEHUA K MHTEPHET 1 PEXXUMOM K3LWUPOBAHHOIO NOYTOBOIO
ALWMKA. HeKOTOpbIe Nanku A40CTYMNHbl NO YMOA4YaHMIO. JonoNHUTEIbHbIE NANKK CO34at0TCA N0 Mepe
MCMNONb30BaHMA AONOJIHUTENbHbIX GYHKUNI GroupWise.

*

*

*

"InaBHanA nanka" Ha cTp. 38

"Manka «Mo4yToBbIN ALWMK»" Ha cTp. 38

"Manka «OTnpaBneHHble»" Ha cTp. 38

"Manka «KaneHgapb»" Ha cTp. 38

"MankKa YyacTbiXx KOHTaKTOB" Ha cTp. 39

"Manka «Cnucok 3agaHuni»" Ha ctp. 39
"Manka «JJoKymeHTbI»" Ha cTp. 39

"Manka «KapToTeka»" Ha cTp. 39

"Manka «B pabote»" Ha cTp. 39

"Manka HexenatesbHOM NoYTbl" Ha cTp. 40
"Manka «Kop3unHa»" Ha cTp. 40

"CoBmecTHO ncnonb3yemble nanku" Ha ctp. 40
"Manka yyeTtHol 3anucu IMAP4" Ha cTp. 41
"Manka y4yeTHOM 3anucu rpynnbl HoBoctet NNTP" Ha cTp. 41

"Manka obecneyeHns RSS" Ha cTp. 41

0630p cnu1cka nanok
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fnaBHaA nanka

JomaluHan nanka (0603HaveHHanA BaWMm UMeHeM) NpeacTaBaseT Bawy 6a3y AaHHbIX GroupWise.
Bce nanku B MaBHOM OKHe ABAAIOTCA BAIOXKEHHbIMM Nankamu Ballein AoMallHen nanku.
NHpopmaumto B nanke «[NaBHan» MOXKHO CUCTEMATU3MPOBATb C MOMOLLbIO NaHeNel, Ha KOToPbIX
6yayT oTobparkaTbcsa Hanbonee BaxkHble Nanku. CM. 4ONONHUTENbHbIE CBeAeHUSA: Mcnonb3oBaHne
naHenen Ana cuctemaTtmsalumm rnaBHoOM Nanku.

Manka «MoyYToBbIN ALWMUK»

B nanke «Mo4yTOBbIM ALWMK» OTOOBpaxKatoTCcA BCe NONYYEHHbIE 31EMEHTbI, 338 UCK/OYEHNEM
3aMNNaHUPOBAHHbIX 3/IEMEHTOB (MEPONPUATUI, 3aaHNI U HANOMMWHAHUIA), KOTOPbIE BblAN NPUHATHI
WU OTKNOHEHbI. [10 yMOA4YaHMIO NPUHUMaEeMble 3NeMeHTbl PacnMCcaHUA U 3a4aHNA NePeHOCATCA B
«KaneHpapb».

MNonyyeHHbIe 31EeMEHTbI XPaHATCA B NOYTOBOM AlMKe MOXKHO 6bICTpO M3IMEHUTDb 0To6pa>KeHme,
LWENKHYB NapaMeTp B paCKpbiBakOoWeEMCA CNUCKeE OtobparkeHmne. C MOMOLLLIO NOUCKA MOXKHO
OrpaHNYnNTb CNUCOK 2/1IEMEHTOB, 0T06pa>+<aeMb|x B MOYTOBOM AWMKe. [JonoNHUTENbHbIE CBeAeHUA
CM. B pa3sgene [1o1CK 3/1IeMeHTOB B Narnke.

Co0bLWEeHNs MOXKHO CUCTEMATU3NPOBATL, NEPEMECTMB UX B NANKW KapTOTEKK, U NpU
HeobXxoAMMOCTUN co34aTb HOBblE NAanKKU. Jlono/HUTENbHYIO MHGOPMALMIO CM. B pasaene
Mcnonb3oBaHUA Nanok Aaa opraHM3auum NoYToBoro ALLMKa.

Bbl TaK)Ke moXeTe opraHM30BaTb COO6LLI,EHMF|, Ha3Ha4yMB UM KaTeropuu. Kaxgas Kateropums B
NoOYTOBOM ALLUUKE UMEET cBom uBeT. MOXHO BbIMONAHATb NOUCK KaTeropMﬁ. JononHntenbHyo
MHd)opmau,mo CM. B pa3gene Vcnosb3oBaHue KaTerOpVIVI AnAa cuctemaTtm3aumm anemMmeHTOB.

NManka «OTnpaBaeHHbIe»

B nanke «OTI’]paBI'IEHHbIe)) OTO6pa)KaIOTCF| BCe OTNpaBAeHHble 31eMeHTbl. [I[pocmaTpmsan CBOWCTBA
OTNPAaBNAEHHbIX 2/1EMEHTOB, MOXXHO OnpeaennTb X COCToAHUE (,CI,OCTaBI'IEH, OTKPbITUT. ,D,.).

NManka «KaneHgapb»

Manka KaneHAaps npeanaraeT HECKO/IbKO BapMaHToB 61aHKOB KaneHaapa. B nanke «KaneHaapb»
TaKKe coepKatca Ntobble KaneHgapu, Co3faHHble NoNb3oBaTeNeM A0NOAHUTENBHO. MOXHO
MCNONb30BaTb CAMCOK Narnok, 4Tobbl BbIOPaTb KaneHaapb g1s oTobparkeHus. BoibpaHHble
KaneHaapu otobparkatoTca B 6naHKe KasneHaaps.

JononHutenbHble cBeaeHUA cM. B pasgene Obuine cBeaeHMA 0 KaneHaape.

0630p cn1cka nanok



NManka 4acTbIX KOHTAKTOB

ManKka «YacTble KOHTaKTbI» NpeacTaBaseT coboit agpecHyto KHUry ¢ Hanbonee yacto
NCNOMb3yeMbIMM KOHTAKTamm. Bce MsmeHeHuA, BbIMOSHEHHbIE B NanKe «4acTble KOHTaKTbI»,
0oTO6pParKaloTCA 1 B aAPECHON KHMIe «YacTble KOHTaKTbI».

B ,CI,aHHOl‘;1 nanke MOXXHO NpPpoCMaTpunBaTb, CO34aBaTb U UISMEHATL MHd)OpMaLI,MPO O KOHTAKTHbIX
MuAx, pecypcax, Nynax pecypcos, opraHnsauunax n rpynnax. JononHutenbHble cBegeHUA CM. B
pasgene Mcnonb3oBaHMe NAanoOK KOHTAKTOB.

Manka «CnucoK 3agaHnin»

Ncnonb3yiTe nanky «CNUCOK 3aAaHUny ANA co34aHUA CNUCKA 3a4aHNi. B AaHHY0 Nanky MOXKHO
nepemeLlatb Nt06ble 3n1emeHTbl (MoYToBblE CO0BLIEHUS, TelehOHOrPaMMbl, HAMOMUHAHMKS,
334aHNA UM MEPONPUATUA) U pacroiaratb UX B HyXXHOM nopaake. Kaxabl 3/1eMmeHT nomeyaeTca
bnarKKom, TaKMM 06pa3somM MOXKHO OTMETUTb 3/1EMEHTbI MOC/Ie NX 3aBEpPLLEHUA.

CM. AonoiHUTE bHbIE CBeAeHUA: 3a4aH1A U CIUCOK 3a4aHuU.

NManka «JoOKymeHTbI»

Bce CCbIIKM Ha AOKYMEHTbI CoAleprKaTca B nanke «JoKyMeHTbI», 4To No3BonseT 6bICTPO UX HailTu. B
nanke «JOKyMeHTbI» coaepuntcs nanka «CosaaHHble MHOWY ANA CO3[4aHHbIX BAMU JOKYMEHTOB U
nanka «bnbanoTeka No ymon4aHuio» AN JOKYMEHTOB 13 UCMOAb3yeMOW N0 YMOYAHUIO
61MbNMOTEKN, K KOTOPbLIM Bbl 0bpalllaeTeck. B nanke «JOKYMEHTbI» MOTYT COAEPXaTbCA TONbKO
OOKYMEHTbI.

Cm. 4ONOAHUTENIbHbIE CBEAEHMUA: ynpaBneHme AOKYMEHTaMM.

NMNanka «Kaptoteka»

B nanke «KapToTeKa» cofepikaTca Bce NepcoHasbHble Nanku. CeeaeHUs o nepeynopsaodeHmnm
nanku «KapToTeka» CM. B C/iegyoLnX pasgenax:

+ "MepeynopagoyeHue nanok" Ha cTp. 71

+ "PacnosiorkeHue nanokK B cnucke B asidaBUTHOM nopsaaKke" Ha cTp. 71

MNanka «B pabore»

ManKky «B paboTe» MOXHO MCMO/1b30BaTh A4/1A COXPaHEHUA COOBLLEHMIA, KOTOPbIE Bbl HaYanu
€034aBaTb, HO XOTUTE 3aBepLWnTb No3xe. CM. 4ONOAHUTENbHbIe cBegeHua: CoxpaHeHue
HE3aKOHYEHHOrO NM1CbMa.

0630p cnu1cka nanok 39
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Manka He)XenartesibHOM NOYTbI

Bca nouTa c agpecos v U3 MIHTEpHET-A0MEHOB, OTK/IOHEeHHas Npu 06paboTKe HexenaTesbHOM
MOYTbI, MOMELLAETCA B NanKy HexenaTe/IbHoM NoyTbl. 3Ta nanka He Co34aeTcA B CNUCKE Nanok Ao
TeX Nop, NMoKa He ByaAeT BK/IOYEH NapameTp OTCAEXNBAHMA HeXenaTe/IbHOM NoyThl.

Ecnu HexkenaTenbHaA NoYTa OTCNEKMUBAETCA, YAAINTb 3Ty NanKy Henb3sa. OgHaKo 3Ty Nanky MOXHO
nepeMmeHoBaTb UM NePeMecTUTb B Apyroe MecToNo/I0KeHMe B CUCKe nanok. Ecaum
He)KenaTesibHas NnoyTa He OTCNEKMUBAETCA, NanKy MOXKHO yAanuTb. MNanka Takke MOoKeT bbITb
yAaneHa, eciv GyHKUMA 06paboTKm HeKenaTeNbHOM NOoYTbl OTK/IOYEHa aAMUHUCTPATOPOM
GroupWise.

[ononHutenbHble cBeaeHUA cM. B pasgene O6paboTka HexenaTtesibHoM noutsl (Cnam).

NManka «Kop3uHa»

Bce yaaneHHble noyToBble coobuieHus, TenepoHOorpaMmbl, MEPONPUATUA, 3a43aHUA, AOKYMEHTbI 1
HaMOMMHaHUA COXPaHAIOTCA B Nanke «Kop3nHa». InemeHTbl, HaX0AALLMECA B KOP3UHE, MOXKHO
npocmaTpuBaTh, OTKPbIBATb M BO3BPALLATb B MOYTOBbIN ALLMK, MOKA KOP3MHa elle He ouneHa. Mpu
O4YMCTKE KOP3UHbI BCE 3/1IEMEHTbI YAANAOTCA U3 CUCTEMDI.

Kop3nHy MOXHO 04MLLaTb MOHOCTBIO MM YAaCTUYHO, YAANAA TONbKO BblIOPaHHbIE 3/1eEMEHTI.
dnemeHTbl U3 KOP3WHbI YOANAKTCA aBTOMATUYECKU MO NPOLLIECTBUM KOANYECTBA AHEN, YKAa3aHHOTO
Ha BKNagKe Ounuctka pasgena Mapametpbl cpesbl, MO0 KOP3MHY MOXKHO OUYMLLATL BPYYHYIHO.
AgmuHunctpaTtop GroupWise MOMKeT YyCTaHOBUTb aBTOMATMYECKYIO OYMCTKY Ballen KOp3MHbI Yepes
onpeaeneHHble NPOMEXKYTKM BpemMeH!.

CM. gonosiHUTe IbHbIe CBeAeHUs: YnpaBieHne nankoi «KopsnHa».

CoBmecTHO Ucnosibdyembie nanku

CoBMECTHO MCMOo/Ib3yemble Nankn HUYEM He OTIMYAIOTCA OT APYrMX NanoK B KApTOTEKe, 3a
WCKIOYEHMEM TOTO, YTO K HUM MOFYT MUMETb A0CTYN ApyrMe nonb3osaTenun. Bbl moxeTe co3aasaTb
COBMECTHO MCNO/Ib3yeMble Mamnku Uan HazHavyaTb B KAYeCTBE COBMECTHO MCNO/b3YeMbIX JINYHbIE
Nanku, y>ke MMeloLLMecs B KapToTeKe. Bbl MoXKeTe onpeaenmnTb, Kakue noab3osatenu byayt umeTb
JOCTYN K COBMECTHO MCNO/Ib3yeMON NankKe, U NPesoCcTaBUTb UM Pas3/iMyHble NpaBa AOCTyna.
Monb3oBaTeAn MOryT NoMeLLaTb CoobLeHMA B 0BLLYIO NanKy, NepeTackmMBaTh B Hee ¢aisibl 1
co3AaBaTb LUEenoYkn obcykaeHua. na cuctemHbix nanok («Kaptoteka», «KopsuHa» u «B paborte»)
pexum obLero AoCcTyna HegoCTyneH.

Mpwn NomeLLLeHUN AOKYMEHTA B COBMECTHO MUCMOJIb3yemyto Nanky no/ib3oBaTenun C npaBamm Ha 3Ty
nanky He UMetoT NPaB Ha PegaKTUPOBAHNE 3TOro AOKYMeHTa. YTobbl OHWM MOIIN OTPEAAKTMPOBaTb
OOKYMEHT, HeobXxoAMMO NPeaoCcTaBUTb MM NpaBa Ha PeAaKTUPOBAHME AOKYMEHTOB C MOMOLLbIO
BK/lagKn CoBMeCTHOE UCNO/Ib30BaHMe AO0KYMEHTOB.

Cm. pononHuTenbHble ceefeHua: Mcnonb3oBaHnMe COBMECTHbIX NanokK.
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Nanka yyetHou 3anucu IMAP4

IMAP4 o3HauvaeT Internet Message Access Protocol (npoTokon goctyna K MUHTEpHET-coobLLeHMAM)
Bepcun 4. MNpur HANYMKN YH4ETHOM 3aNMUCU SNEKTPOHHOM NoYTbI, ucnonbaytowen IMAP4, nocTyn K Hel
MOXHO nonayuunTtb u3 GroupWise.

Mpwn gobaBneHUN Nanku ansa ydetHor 3anmcm IMAP4 3HauoK oTobparkaeTcsa B CNUCKe Nanok.

Cm. pononHuTenbHble ceegeHua: YuetHble 3anucn POP3 n IMAPA.

Manka yyeTHOM 3anucu rpynnbl HoBocTeit NNTP

NNTP o3HauaeT Network News Transfer Protocol (ceTeBoit npoTokon nepeaayv HoBocTein). ITo
MeToZ, NpeAHa3HaAYeHHbIN 418 OTNPABKM M NOAyYeHUsA NybAnKaumia B rpynnax HOBOCTEMN.
GroupWise MOXeT ycTaHaB/IMBaTb coeauHeHue ¢ rpynnamu HoBoctet NNTP n BKAOYaTb UX
GYHKLMM B NOYTOBBIN ALWMK.

Mpu noanucke Ha HoBocTHYto rpynny NNTP co3aaetca nanka NNTP. B cnucke nanok otobpasunTcs
3Ha4yoK nankm NNTP B cnucke nanok.

CM. gononHuTeNbHble cBegeHuA: Mpynnbl HOBOCTEN.

NManka obecneyeHua RSS

Mpn nognucke Ha KaHanbl RSS cosaaetca nanka «KaHanol GroupWise». B cnmucke nanok
0TO6pPa3nTCA 3HAYOK Nanku RSS. CNMCOK paccblioK, Ha KOTOpPbIe ecTb NOAMNMCKA, 0TOHPa3nTCA B
nanke «KaHanbl GroupWise». B nanke «KaHanbl GroupWise» MOXKHO c034aBaTb BNOXEHHbIE MaNKu
W NepemeLaTb B HUX PacCblIKU. ECAM LWeNKHYTb BNOXKEHHYIO NankKy, B CUCKe COOBLLEHNI
0TO6pPa3nTCA NepeyeHb TEM BCEX JIEHT AaHHOM B/IOXKEHHOM Namnku.

Cm. gononHutenbHble cBeagenms: JleHTtbl RSS.

0630p cnu1cka nanok 41



42 0630p cn1cka nanok



Obwume cBeaeHMA 0 TUNAX 3JIEMEHTOB
GroupWise

Hu oguH AeHb He NnpoxoauT 6e3 obLLeHNs TeEM UAK UHbIM cnocobom. YTobbl obecneunTb
Nno/ib30BaTENIAM 3Ty BO3MOXHOCTb, GroupWise cofep*KUT COOTBETCTBYIOLLME TUMbl 3/IEMEHTOB.

Mouta

MNouTtoBoe COO6IJ.I,eHVIe AB/IAETCA OCHOBHbIM criocobom nepennckn, TaKMm Kak C}'Iy)KE6HaF| 3anncCKa
Uan nncbmo. Cm. OTI'IpaBKa SﬂeKTpOHHOVI noytbl u MonyyeHue COO6LLI,EHVIFI 3l'leKTpOHHOl\/JI NnoYTbl N
OTBET Ha Hero.

Meponpuarue

C nomoLLbio MePONPUATUA MOXKHO NPUrNALLIATb 04N U NNAHUPOBATb PECYPCbl ANA BCTPEY Uau
cobbITUI. TaKKe MOXKHO 3anNaHNPOBaTb 4aTy, BPEMA U MECTO ANA BCTpeuun. MNpu Hannuum
COOTBETCTBYIOLLEN MHTErPALMM MOXKHO NNAHUPOBATb MEPONPUATUA C NOMOLLBIO Zoom. TaKKe
MOKHO MCMO/1b30BaTb MEPCOHA/IbHbIE MEPONPUATUS AR NNAHUPOBAHMUSA IMYHBIX COOLITUIA, TAKUX
KaK nocelleHMe Bpaya, HANOMMUHaHMe 0 TenepoHHOM 3BOHKE B ONpeaesieHHOe BPeMs U T. .
Meponpuatna otobparkatoTca B KaneHaape. JononHutenbHble cBeaeHMs cM. B pasaene OTnpasKa
3/1€MEHTOB KaJieHaapsA.

3apaHue

3agaHue No3BoJiAeT NoOMeLLaTb 3aM/1aHMPOBAHHbIN A5 BbINOJIHEHUA 3/1€MEHT B COOCTBEHHbIM
KafieH4apb MM KasleH4apb 4PYroro nosib3oBaTtesA Nocae NPUHATUA 3TOro anemeHTa. MoXHOo
3an/laHMpPOoBaTb 4ATy OKOHYaHUA 3343aHNUS U YCTAHOBUTb ero npuopuTeT (Hanpumep, Al).
HesaBeplueHHble 3a4aHNA NEPEHOCATCA Ha ceayoWwmn AeHb. lono/HUTENbHbIE CBEAEHUS CM. B
pasgene HasHayeHue 3agaHUA.

COBET. Tak»e MOXKHO co34aBaTb «CNUCOK 3a4aHMN», He CBA3AHHbIN ¢ «KaneHaapem». B gaHHOM
TUMe CnMcKa 3aaHnii MOXKHO MCNONb30BaTh 060N TUN 3/1eMEHTOB (31EeKTPOHHAasA NoYTa,
MmeponpusTne, 3afaHue, HanoMUHaHWe, TenepoHorpamma).

HanomuHaHue

HanomuHaHWe Ha3Ha4yaeTcs Ha KaKoM-To onpeaeneHHbI AeHb B BallleM KaneHaape unun B
KafnieHzape Apyroro nosb3osBatensa. Bbl MOXKeTe MCNo/1b30BaTb HaNOMMHaHMA, YTO6bl CO0bLIAThL
cebe n ApyrMm o KpalHUX CPOKax, Npa3aHuKax, BbIXOAHbIX AHAX U T. 4. loNONHUTENbHbIE CBeAeHMUA
cM. B pasgene OTnpaBka HAaNOMUHAHUN.
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TenedpoHorpamma

C nomolLbto TenedoHOrpammbl MOXKHO MHPOPMMUPOBATL KOFrO-1MH0 0 TeNlePpOHHOM 3BOHKE UK
nocetutene. Bbl MoXKeTe yKasaTb B TefiepoHOrpaMme MMA 3BOHMBLLETO, HOMep TenedoHa, Ha3BaHue
OpraHun3aumm, ctTeneHb CPOYHOCTU 3BOHKA U T. 4. Bbl HE CMOKeTe 0TBeYaTb Ha TeNlepOHHbIE 3BOHKM C

nomoLbto TenepoHorpammeol. lonoaHUTENbHbIE CBEAEHMA CM. B pa3gene OTrnpaBka
TenedoHOorpamm.
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NepcoHanbHaa HacTpoMKa nHTepdeuca
GroupWise

B cneayroumx pasgenax onmcbiBatoTca GYHKUUM MHCTPYMEHTOB M KOMMNOHEHTOB UHTepdeiica B
KnaneHte GroupWise.

+ "Obwme ceegeHma o6 ocHoBHOM oKHe GroupWise" Ha cTp. 45

+ "Obwme cBegeHMA o0 MaBHOM MeHto" Ha cTp. 46

+ "ObLwwune cBegeHMA 0 NaHenu Hasuraumnmn'" Ha cTp. 47

+ "Obuwmne cBegeHMA O MaBHOM NaHeNU UHCTPYMEHTOB" Ha cTp. 48

+ "ObLune cBeaeHMA O CNUCKaxX 3neMeHToB" Ha cTp. 48

O6uwme ceBeageHna 06 ocHoBHOM OKHe GroupWise

fnasHana pabo4as 06nacTb B KAMeHTe GroupWise Ha3biBaeTCA OCHOBHbIM OKHOM. B rnaBHOM OKHe
GroupWise MOXHO YnTaTb COOBLLEHNA, MNaHMPOBATb BCTPEYM, MPOCMaTPMBaTb KaneHaaphb,
YyNpaBAATb KOHTaKTaMM, MEHATb peXkum paboTbl GroupWise, OTKpPbIBaTb Namnku 1 IOKYMEHTbI 1
AenaTb MHoOroe gpyroe.
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PucyHok 8-1 OcHogHoe OKHO
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£ Junk Mail o E
= 23 24 2t 3
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20 21 22 2324 2526 Lunch
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L

MOHO OTKPbITb HECKOIbKO OCHOBHbIX OKOH; A/1A 3TOro OTKPOITe MeHIo OKHO, @ 3aTeM BbibepuTte
NYHKT HoBoe ocHoBHOE 0KHO. MOXHO OTKPbITb CTONIbKO OCHOBHbIX OKOH, CKO/IbKO NO3BOAUT NamMATb
KoMMbloTepa.

370 oYeHb YA06HO, ec/iv Bbl ABAAETECH LOBEPEHHLIM NLLOM A PYroro No/ib3oBaTens. Bbl moxkeTe
BMAETb CBOE OCHOBHOE OKHO M OCHOBHOE OKHO, NPUHaA/Aexallee 40BEPAIOWEMY BaM NNLLY.
JononHuTenbHble CBEAEHUA CM. B pasgene [ocTyn AOBEPEHHbIX UL, K MOYTOBOMY ALLMKY U
KaseHaapto.

O6wme cBeaeHNA 0 aBHOM MEHIO

M3 rnaBHOro MeHI MOXKHO NOAYYMTb AOCTYN KO Bcem QYHKLMAM KaneHTa GroupWise, KoTopsble
MOXHO MCMO/b30BaTh B [NTaBHOM OKHe.

File Edit Wiew Acktions Tools Accounts  Window Help

YacTo ncnonbsyemble GpyHKLMM GroupWise yao6HO BbI3biBaTb M3 PACKPbIBAOLLMXCA MEHIO, NaHeNel
WNHCTPYMEHTOB U T. A.
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BKntoyeHue U OTKNKOYEHUE NTAaBHOro MEeHHo

1 UWlenkHute Cepsuc > MapameTpbl.
2 [lBaxkabl WeNKHUTE No anemeHTy Cpeaa, a 3aTeM nepengute Ha Bknaaky OdopmneHue.

3 YcTaHoBUTE Man cbpocbTe GpaxKoK MoKasbiBaTh MaBHOE MEHIO.

Korga rnaBHoe MeHI0 OTK/II0YEHO, MOXKHO NOJY4YUTb JOCTYN K ero d)yHKLI,MﬂM, €C/IN WENKHYTb
CTpesiky BHU3 C 1eBOro KpaAa naHenn HaBurauunmn.

Ecnun OTO6pa)'KaETCF| naHenb HaBuUraynu:

1 LLenkHUTe No CTpesiKe pacKpbiBaloLWErocA MeHIO C N1€BOro KpasA naHenu Hasurauumn n sbibepute
KOMaHAOy MoKa3aTb rnaBHOE MEeHI0 NN CKprTb rnaBHoe MmeHlo.

B GroupWise Bcerga AonKHo 06a3atenbHo oTobparkaTbes AMb0 raBHOe mMeHIo, 1Mbo NnaHenb
HaBuraumm, "M6o ob6a aTUX aNeMeHTa.

O6wue cBegeHMA 0 NaHeN HaBUrauum

MaHenb HaBMUraLMM PacroioXKeHa B BEPXHEN YacTn okHa GroupWise. OHa CAyKuT Ans
npegocTasieHna 6bICTPOro A4OCTyNa K 4acTo MCMO/b3yeMbIM ManKam.

Home Mailbox (17) Calendar Sentlems Contacts Welco

Mo YMONYaHMIO NaHeAb HaBUTaUMK COAEPIHKUT 31eMeHTbl «NaBHan», «[1oYTOBbIN ALMKY,
«Kanenpapb», «OTnpasaeHHble coobLEHNA» U «KOHTaKTbI». B TO e Bpemsa naHenb HaBurauum
ABNAETCA HacTpanBaemoW, YTo No3BoAAET A06ABNATbL HA HEEe YACTO UCMONb3yeEMbIE MaMKK.

BKntoyeHue U OTKAKOYEeHMe NaHenu HaBurayum

YToObI BKAKOUYNTb UM OTKAKOUNTL NaHesb HaBurayuu, BbinO/IHNTE yKa3aHHbIE HNXKE AEVICTBMH.

1 WenkHute Cepsuc > MNapameTpbl.
2 [1BakAabl WeNKHUTe No anemeHTy Cpeaa, a 3aTeM nepenguTe Ha BKAaaKy ObopmneHue.

3 Bbibepute nam oTmeHuTe BbIBOP 3nemeHTa OTobpaskaTb NaHeb HaBUraLum.

B GroupWise Bceraa gonxHo obasatenbHo otobpaxkatbes 160 rnaBHoe meHto, 1Mbo naHenb
HaBuraumm, NM6o oba 3TUX aneMeHTa.

HacTtpouKa naHenn HaBurayum

[Na HacCTPOMKM NaHeNn HaBMraLMm BbINOJIHUTE YKa3aHHbIe HUXKE AeiCTBUSA.
1 MpaBo¥ KHOMKOM MbILWW LWEeNKHWUTE Mo MaHenu HaBurauum 1 BblbepuTe NYHKT HacTpouTb naHenb
HaBurayuu.
2 BbibepuTe nanku, KoTopble HEOHX04MMO OTO6PA3UTL HA NAHENN HAaBUTALMM.
BbibepuTe LBETOBYIO CXEMY A/1A NAHENWN HABUTALMMW.

4 Haxkmunte KHonky OK.
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Obuwue cBeaeHNA O rNaBHO NaHENN UHCTPYMEHTOB

Ha rnaBHOM NaHeNM MHCTPYMEHTOB MOXHO O4HUM LENYKOM Bbi3blBaTb YacTO UCNOJIb3yemMble
dyHKUMM GroupWise, TakmMe KaK OTnpaBKa COOBLLEHUS AN MEPONPUATUA, BbINOSTHEHWE NOUCKA U T.

A.
Izi Address Book L

B Q 2 A NewMail ~ (O Newhppt ~ [V] NewTask ~ Ty EEl- B - 25 | W

BkAloueHMe 1 OTKIIoYEeHUeE aBHOM NaHeNu UHCTPYMEHTOB

YT10Obl BKAOUYUTD UM OTKIHOUUTb OCHOBHYIO NMaHelb MHCTPYMEHTOB, BbINO/IHUTE YKa3aHHbIe HUXKeE
aencTems.
1 BbibepuTe B MeHI0 Bug, NyHKT MaHenn MHCTPYMEHTOB.
2 YctaHoBWUTE MK cbpocbTe GaXKoK MMaBHas.
Ecnn naHenb MHCTPYMEHTOB OTOOpaXKaeTcs, TO B OCHOBHOM MEHIO PAAOM C Ha3BaHMEM 3TOM

naHeNn MHCTPYMEHTOB OTobpaykaeTcs GpAaKoK.

CMm. 4ONOAHUTENIbHbIE CBEAEHMUA: HaCTpOP’IKa rNaBHOM NaHesnn MHCTPYMEHTOB.

O6wme cBeaeHNA 0 CMUCKAX 3/1IeMEHTOB

Yaue Bcero mHdopmauusa oTobparkaetcs B BUAE CNUCKA 3/1eMEHTOB. Hanpumep, CNMCOK 3/1eMeHTOB
ONA MOYTOBOIO ALLMKA NpeacTaBaseT coboit CNMCOK Nosly4eHHbIX coobuieHnin. B 3aronoBke cnncka
31€MEHTOB YKa3bIBAETCA UMA MaMnKu, COAEPKMMOE KOTOPOI NOKA3aHOo B CNMCKe. 34eCb TaKkKe
HaxoauTca nose MNMouck Aas 6bICTPOro NMOUCKa 3/IEMEHTOB B Marnke.

= Mailbox (6) Q-
From Subject Date
O Sophi Jones Executive Briefing 7/26/2013 2:53 FM
5 Marie Barnard Xander Dominguez 8015557867 7/18/2013 3:18 PM
=y AbbiCross Training - Daedalus 013 3:50 PM
(@© Lori Tanaka Project Planning 7/25/2013 9:00 AM
[ » _ﬂ Marie Barnard Personal Day Notification 7/30/2013
—] Martha de la Torre Marketing Weekly Report #5 7/26/2013 11:58 AM
‘ Marie Barnard Marketi leeting 7/18/20133:13 PM
@) AbbiCross Marketing Meeting 7/18/2013 3:30 PM
[ ¢ Marie Barnard Lunch 7/18/2013 3:14 PM

CnUCKKW 31eMEHTOB CUCTEMATU3MPOBAHbI C UCNOJIb30BaHUEM CTONBOLOB, 6i1arogapsa KOTOPbIM MOXKHO
oTobparkaTb 3/1eMeHTbl B Hanbonee yaobHom nopsagke. B 3arosioBKe cTonbLa MOXKHO NepeTalmnTb
ctonbel, B HOBOE pacrnofoXKeHune. Bbl moxkeTe M3MeHUTb padmep ctonbua, nepemelLan Kpai ero
3aron0BKa. MOXHO COPTMPOBATL 3/1EMEHTbI N0 cToN6LAM U A06aBAATL HOBblE CTONOLbI. CM.
MOJIHble UHCTPYKLMM NO HACTPOMKE CNUCKOB 3/1EMEHTOB: YnpaB/ieHne CriMcKkaMu 3/1eMeHTOB B
nankax u HactpoiKka napameTpoB oTobparkeHuMa nanku.

KOHTEKCTHblE MEHIO NOABAAIOTCA, EC/IN LLEAKHYTb NPABOM KHOMKOM MblLW, U COAEPKAT Pa3InNYHble
KOMaHZAbl B 3aBUCMMOCTU OT BbIGpaHHOIo cTonbua. B ctonbue 3Ha4KoB TUMNOB 3/1EMEHTOB MOYKHO
BblOpaTb KaTEropuio anemeHTa. B nepsom TekctoBom ctonbue (Hanpumep, Umsa) MOXKHO BbIbpaTb
aenctene ans anemenTa (Oteetutsb, Mepecnatb U T. 4.). B Apyrux TekcToBbIX cTonbUax (Hanpumep,
Tema, [lata M T. [I.) MOXHO BblbpaTb NapameTp oTobpaxkeHuns (Hanpumep, MokasbiBaTb METKU rpynn,
MpocmoTp uenoyek obeyxaeHnin N T. 4.).
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OnpepeneHune 3HaYKOB, OTObpaXKatoLmxca
PAAOM C 3/IeMeHTaMM

3HAYKKN PSAOM C 31EMEHTAMM B MOYTOBOM ALLMKE, Nanke «OTNpaBAeHHbIE» U KaneHaape
NO3BONAOT NOAYYNTb AOMNONHUTENBHYIO MHDOPMaLMIO 06 sanemeHTax. Cnegytowan Tabamua
COAEPHKUT ONMUCAHME KAXKAO0ro 3HaYKa.

Tabauya 9-1 OnucaHusa 3HAYKO8

3HauokK

OnucaHue

q

B pexume yaaneHHoro A0CTyna Uan KaWMpPOBaHMA 3TOT 3HAYOK YKA3bIBAET, YTO 3/1EMEHT bbin
NoCTaB/iIeH B 04Yepeapb, KOTOpas eLle He Bbirpyrkanach. [locne BbIrpy3ku afnemeHTa 3Ha4YOoK
YKa3bIBAET, YTO MHPOPMALMA O COCTOAHMM AOCTABKM B LIeIEBOE NMOYTOBOE OTAENEHUE UNN B
MHTepHeT eLLe He nony4veHa.

3Ha4yoK pPAaoOm C nankom ((OTI'IpaBﬂeHHbIe» YKa3bIBaeT, YTO CyWEeCTBYET KAK MUHUMYM O4UH
3/IEMEHT, KOTOprl‘/’I 6b1n nomeuieH B o4epeab, HO HE 6bin OoTnpaB/EH.

OTnNpaBAEHHbIN 31eMEHT BbIN1 OTKPBLIT KAK MMHUMYM OZHUM NO/Ab30BaTesiemM. 3HAYOK
oTobpaskaeTrca, NoKa BCe nosyyatenu He: 1) OTKpoKT NouTy, TenedpoHorpammy uam
HanoMWHaHMWeE; 2) NPUMYT MePONpPUATUE; 3) BbINONHAT 3a4aHue.

3Ha4YoK pAJOM C Nanko «KaneHaapb» yKasblBaeT, YTO B 3TOT AeHb 3aN1aHUPOBAHO
mMmeponpuAaTue.

STOT 3HAYOK PAOOM C OTNPABNIEHHBIM 3/IEMEHTOM NOKA3bIBAET, YTO 3/1IEMEHT HE yAa/10Cb
AO0CTaBUTb B UenesBoe NovYToBoe oTaesieHne nam nepenatb B MHTepHET.

Pagom ¢ meponpuAaTem naun 3agaHmem 3TOT 3HAYOK YKasblBaeT, yTo, No Kpai;lHef;l mepe, ogunH
nonyyatenb OTKAOHWUA UK YAAAUA ero. PAaom c nucbmom, Tened)OHOFpaMMOVI nnn
HaNnOMWUHAHWEM 3TOT 3HAYOK YKa3bIBa€eT, YTO MO Kpal:IHeVl mepe oAuH nonyyatenb yaanun ero,
He OTKpblBaA.

INeMeHT COAEPKMUT OAHO UM HECKONIBKO NPUKPENIEHUIA.

YepHOBOW 31€eMEHT.

OTnpaBAeHHbIN 31eMeHT.

DNeMeHT, Ha KOTopPbIi Bbl1 CO34aH OTBET.

MepeHanpaBieHHbI 3N1EMEHT.

[lenernpoBaHHbIN 371EeMEHT.

OnpeaeneHve 3Ha4YKOB, OTOBPANKAIOLMXCA PALOM C S/IEMEHTAMM
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3HauYoK

OnucaHue

By, D

W=

dNneMeHT, Ha KOTOpPbIM Bbl OTBETU/IN C MEPECHINIKOM.

dNnemeHT, Ha KOTOprVI Bbl OTBETU/IU C AeNnernpoBaHnem.

dnemeHr, KOTOprVI Bbl Nnepecnanun c genermpoBaHnem.

dNnemeHT, Ha KOTOprI‘/'I Bbl OTBETU/IN C neperanoi/'l n genernposaHuem.

MepcoHanbHbIN 31eMEHT.

MoanucaHHoe cooblieHue.

3awmndpoBaHHOe coobLieHue.

MoanucaHHoe 1 3awndpoBaHHoe coobLieHme.

KoHKpeTHan Bepcus AOKYMEHTa.

OduumanbHan Bepcusa AOKYMEHTA.

HeoTKpbITOe NMUCbMO C HU3KMM, CTaHAAPTHBIM UM BbICOKMM MPUOPUTETOM.

OTKpbITOE NUCbMO C HU3KUM, CTaHZAPTHLIM UK BbICOKUM MPUOPUTETOM.

HeoTKpbITOE U OTKPbITOE MEPONPUATUE C HU3KMM, HOPMAJIbHbIM UAN BbICOKUM NPUOPUTETOM.
HeoTKpbITOe M OTKPbITOE 334aHMe C HU3KUM, HOPMAJIbHbIM WY BbICOKUM NPUOPUTETOM.
HeoTKpbIToe HaNnOMMHAHME C HU3KUM, HOPMAJIbHBIM WU BbICOKMM MPUOPUTETOM.

OTKpbITOE HANOMMHAHWE C HU3KMM, HOPMa/IbHbIM U BbICOKUM NPUOPUTETOM.

HeoTKpbiTas TenepoHorpamma ¢ HU3KUM, HOPMAJTbHbIM WU BbICOKUM NPUOPUTETOM.
OTKpbITan TenepoHorpamma ¢ HU3KMM, HOPMAJIbHbIM UAN BbICOKUM NMPUOPUTETOM.

OTBeT 3anpoLleH ANa AAaHHOTO 3/IeMEHTA C HU3KMM, CTaHAAPTHBIM AW BbICOKUM
NPUOPUTETOM.

B pexnme NnoncKa CBO60,CI,HOFO BPEMEHMU 3TOT 3HAYOK YKa3blBaeT, YTO MOXKHO WENKHYTb
3ana1aHnpoBaHHOE BpeEMA PAOOM C UMEHEM NOJIb30BaATENA NN PEeCYypPCOoM, 4yTObbI OTO6pa3VITb
AOMNONTHUTENIbHYIO MHd)OpMaLI,VIlO O meponpuAaTun. OpHako nonb3oBaTenb AW BRagenew,
pecypca AoNnXKeH npeaoCTaBuTb B CBOEM CNUCKE AO0CTyNa NpaBa Ha YTeHUe p,aHHOVI BCTpeyun go
TOro, Kak NoABUTCA 3TOT 3HAYOK.
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3HauYoK OnucaHue

iﬁ [na sanemeHTa «KaneHzapa» ycTaHOBNEH CUTHaA.
lpynnoBoe meponpuaTMe, HANOMUHAHWE UM 3a4aHMe.

JINYHbBIN 3nemeHT KaneHgapA.

&

OTK]'IOHeHHbIl‘/‘I, HO He y,El,aﬂeHHbIl‘/‘l 3/IEMEHT KaneHaapA.

HeoTKpbITas cCbl/IKa Ha AOKYMEHT.

CCbl/IKa Ha OTKPLITbIN JOKYMEHT.

OnoseleHme COBMECTHO VICI'IO/'Ib3y€M0ﬁ nanku.

OnoBseLleHMe COBMECTHO UCMOJIb3yeMOMN afpeCHOMN KHUTWN.

HeoTKpbIToe nepcoHanbHoe coobLieHne (COBMECTHO UCMob3yeman narnka).

OTKpbITOE NepcoHanbHoe cooblyeHme (COBMECTHO MCNO/b3yeman nanka).

b e il [
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JanbHenwee nsyyeHume

Bonblwe y3HaTb 0 GroupWise MOXKHO U3 C/ieayoWwmnx Pecypcos:

*

*

*

"MHTepaKTMBHas cnpaska" Ha cTp. 53

"Bknagka npusetctema GroupWise" Ha cTp. 53
"Beb-cTpaHunua gokymeHTaumm GroupWise" Ha cTp. 53
"KpaTkune pykoBoacTea" Ha cTp. 54

"Coobuectso GroupWise" Ha cTp. 54

UHTepaKTUBHaA cnpaBKa

MonHasa AoOKyMeHTauma ans nosbsosateneit GroupWise goctynHa B MIHTepHeTe. LLlenkHuTe
CnpaeKa > PyKOBOACTBO Mo/sb30BaTena B IaBHOM OKHe nporpammbl. Mcnonb3yiTe BKNagKu
Copepsxumoe, UHpeKc U MNMouck, YTobbl HANTU MHTEpecyoLMe Bac TEMbI.

Bknagka npusercreua GroupWise

B GroupWise npeactasneHa HOBaA BK/aZKa NPUBETCTBUSA, PACNOIOKEHHAA HA NAHEeNN HaBUraL MW,
Ecnu aTa BKNagKa He oTobparkaetca, WeAKHUTE NPaBo KHOMKOW MbILIW MO NaHeAM HaBUrauunm,
BblbepuUTe NyHKT HacTpoiika naHenu HaBuraumm, a 3aTem ycTaHoBuTe ¢paarKok OTobpakaTb aKpaH

npueBeTcTeuUA.

Ha aToi BK/1aAKe NPUBETCTBUA COdePKATCA peCypCbl, NPpnU3BaHHblIe NTOMOYb HOBbIM U ONbITHbIM

Nnosib30BaTeNIAM MaKcMMasibHO 3ddeKTUBHO paboTaTb B KAneHTe GroupWise

*

*

*

Beb-cTpaHuua gokymeHtaumum GroupWise

MonHbIM Habop AOoKyMmeHTaumMKn no pabote c cuctemon GroupWise 1 ee aAMUHUCTPUPOBAHUIO

PykoBogacTBo no nepexoay ¢ Outlook Ha GroupWise

Pecypcbl 419 HAaCTPOWKK KANEHTA

KOpOTKMe BVI,D,EOO630pr, npeacrasaaowme Te UM UHble 3a4aHNA U d)yHKLI,MM

CnMCOK HAaCTpPOEeK KAMEHTA

Pecypcbl no ontummsaumm pabotbl B GroupWise

MOXHO HaliTn Ha Beb-cainTe gokymeHTauum GroupWise.

Pykosodcmeo 110s16308amesisi MOKHO TaK¥Ke OTKPbITb U3 KaneHTa GroupWise, WwenkHys Cnpaeka >

PyKoBoACTBO nonb3oBaTenA.

[anbHelwee nsyyeHme
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KpaTKue pykoBogcTBa

B npuBeAeHHbIX HUXKe KPaTKMX PYKOBOACTBAX ONUCLIBAETCA MCMOb30BaHNE Pa3IMYHbIX aCNeKToB
GroupWise, BKatoYan cnocobbl ncnonb3oBaHua GroupWise ¢ gpyrumu npogyktamm Open Text m
He3aBUCUMbIX NPOU3BOANUTENEN.

* GroupWise Calendar Publishing Quick Start (KpaTKkoe pyKoBoACTBO Mo Nyb6AnKaunmn KaneHaaps
GroupWise)

+ GroupWise Messenger Quick Start (KpaTkoe pykoBoactso no GroupWise Messenger)
+ GroupWise and Vibe Quick Start (KpaTkoe pykoBoactso no GroupWise u Vibe)

+ Pykosodcmeo nosnv3osamena GroupWise Web

CoobuwectBo GroupWise

Ha Beb-caite GroupWise Community (Coobwectso GroupWise) npeacraBneHbl COBETHI,
npaKkTUYeckmne pekomeHaaummn, TemaTmyeckme CTaTbM U OTBEThI Ha 4acTo 3aJaBaemMble BONPOChI.

Y1066l BOCNONB30BATHCA 3TOM CCbINIKOM B KNneHTe GroupWise, nocienosatenbHO Bbibepute NyHKTbI
Cnpaska > Coobwecrso Open Text > GroupWise.

JanbHenwee nsyyeHune


https://www.novell.com/documentation/groupwise23/messenger_qs/data/messenger_qs.html
https://www.novell.com/documentation/vibe4/vibe4_qs_user/data/vibe4_qs_user.html
https://community.microfocus.com/img/gw/groupwise

I CuctemaTtusauma 3iIeMeHTOB

B pasgene Hauyano paboTbl Bbl y3HaNAn 06 ocHoBax cpeabl GroupWise. B aTom pasgene onucaHbl
cnocobbl NnpeobpasoBaHMA ocHOBHOM cpeabl GroupWise B adpdeKTUBHYI0, CNeumannsnpoBaHHyo
cpeay B3aMMOAENCTBUSA, OTBEYAIOLLYIO BalleMy NepCcoHaibHOMY CTUK PaboTbl.

¢ [naea 11 Ha cTtp. 57: "HactpoiKka nntepdeica GroupWise"

+ [naBa 12 Ha cTp. 63: "Mcnonb3oBaHWe KaTeropuii 4na cuctematusaumm sfiemeHTos"

+ [naBa 13 Ha cTp. 69: "Mcnonb3oBaHMs NAMNOK A4/19 OPraH13aL MM NoYToBOro ALMKa"

¢ [naBa 14 Ha cTp. 89: "Mcnonb3oBaHWe NaHenen gna cMcTemaTn3aunm rMaBHoM nankm'"
¢ [naea 15 Ha cTtp. 93: "UHTerpauyma koHdpepeHumii Zoom"
¢ [naBa 16 Ha cTp. 97: "Hactpoika apyrmux ¢yHKumni GroupWise"

+ [naBa 17 Ha cTp. 103: "O6wme cBegeHuna ob nHterpaymm c Filr"
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1 1 HactpoiKa nutepdenca GroupWise

B cneaytowmx pasgenax onvMcaHbl Bce NapameTpbl HAacTPOMKK nHTepdelica KnmeHTa GroupWise.

*

*

*

"Bbi6op cxembl GroupWise" Ha cTp. 57

"HacToiKa nHaAnBMAYyaibHbIX MapameTpoB odpopmaneHma GroupWise" Ha cTp. 58
"HacTpolika r1aBHOM NaHenn MHCTPYMeHTOB" Ha cTp. 59

"HacTpoiika nanku 3anycka no ymonyaHuio" Ha cTp. 60

"HacTpoliika 61aHKOB MO yMONYaHWUIO Ana YTeHna" Ha cTp. 60

"HacTpoliika 6n1aHKa 1 wpudTa N0 yMOAYAHMIO ANA YTEHMA U cO3aaHMA" Ha cTp. 60
"HacTpolika cpeacTsa bbiCTPOro NPoCcMoTpa A1 NoBeAeHUsA No ymondaHuio'" Ha cTp. 61
"ameHeHWe 6NaHKOB 3/1eMeHTa No yMon4YaHuio" Ha cTp. 61

"ABTOMAaTMYECKOE CYMTbIBAHME CAEAYIOLLErO 3/IeMEHTa B NOYTOBOM ALLMKe" Ha cTp. 62

"N3ameHeHue sa3bika nHTepdeinca GroupWise" Ha cTp. 62

Bbibop cxembl GroupWise

MO3KHO BbIBpPaTb OAHY U3 YETbIPEX CAEAYIOLLMX CXEM:

+ Mo ymonuaHuio: B CXxeme No YMONYAHUIO MOXKHO Bbl6paTb OAHY N3 MHOXeCTBa LIBETOBbIX CXEM

1 oTobparkaloTca NaHe b HaBUraLUyMm, NOJHbIA CMMCOK Namnok, rMaBHOe MeHto 1 ABa cTonbua ¢
naHenamMmu.

GroupWise 6.5: B cxeme GroupWise 6.5 npucyTcTByeT oaHa LBeTOBasA cxema 1 oTobparkatoTtca
CMNUCOK NAMokK, rMaBHYIO NaHeb UHCTPYMEHTOB U CMIUCOK 3N1eMEHTOB.

+ YnpoLeHHoe: B yrpoLLEHHON CXeMe MOXHO BblBPaTb OA4HY U3 MHOMECTBA LIBETOBbIX CXEM U

OTO6pa)KaPOTCFI naHenb HaBurauum, I'IpOCTOﬁ CMUCOK NanoK 1 ABa CTOJ'IGLI,a C naHenaAmu.

HaCTpaMBaeMblﬁ: Hactpansaemas cxema no3sondeT 3a4aTb NapameTpsbl Od)OprIeHWFI no
YKeJlaHUIo nonb3oBaTens. B cnyyae nsmeHeHuma npe,qonpe,u,eneHHoﬁ CXemMbl cooTBeTCTBYIOLWMNE
napameTpbl CTAHOBATCA HaCTpaMBaEMOVI CXEeMOMN.

Bblbop cxembl:

1 WenkHute Cepsuc > MNapameTpbl.

2 [Ba)kabl WenkHMTe no anemeHTy Cpeaa, a 3aTeM nepeianTte Ha BKNaaky Odopmnenue.

3 B packpbiBatoLemMcs cnucke Cxembl BbibepuTe HEOBXOAMMYIO CXEMY.

4 Haxkmute KHonky OK, a 3aTem — KHOMKY 3aKpbITh.

HacTtpoiika nHtepdeiica GroupWise
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HacTolKka nHguBuayanbHbiX napameTpos opopmaeHus
GroupWise

CyLiecTByeT HECKOJIbKO cNocoboB M3MeHUTb BHeLWHUI Bua GroupWise.

1 UWenkHute Cepsuc > MapameTpbl.
2 [Baxkabl WenkHUTe No afeMeHTy Cpeaa, a 3aTeM nepenanTe Ha BKNaaky OdbopmneHue.

3 BbibepuTe Hy:KHble NapameTpbl 0popMaEHUSA.

Cxembl: cM. Bbibop cxembl GroupWise.
MNokasatb raBHoe meHto: OToHpaXKeHMe MaBHOro MEHIO HaJ, NaHeNbio HaBUraLUN.

Moka3aTb NnaHenb HaBurauuu: OTobpakeHne NaHenn HaBurauumn ana 6bICTPOro gocTyna K
4acTo MCNONb3YEMbIM ManKam.

Moka3aTb OCHOBHYIO NaHeNb MHCTPYMEHTOB: OTobpaxeHne 0CHOBHOM NaHeNn UHCTPYMEHTOB
ANA 6bICTPOro AOCTYNa K YacTo MCNOAb3yeMbiM GYHKLIUAM.

Ucnonb3osaTtb uBeToBble cxembl GroupWise: [lepeonpeaeneHme LBETOBbIX CXEM
onepaumoHHOM cucTemMbl Ha BbIbpaHHYto LBeToByto cxemy GroupWise.

lMoka3aTb CNUCOK NanokK: OT06pa>+<eHme CMUCKa NanokK B JIEBOM YaCTU OKHa.

Cnucok M36paHHbIX nanok: OTO6pa)KEHMe cneunanmn3MpoBaHHOIO CNMCKa Nanok. MNanku 8
cnucke OTO6pa)KaPOTCF| B nopAaKe, B KOTOPOM OHU UCMONb3YHOTCA Yalle BCero.

MpocToit cnucoK nanok: OTobpakeHne ToNbKO NanoK, CBA3AHHbIX C NAMNKOM, OTKPbLITOW B
HaCTOAWMIN MOMEHT. Hanpumep, OTKPbITaA Nanka noYToBOro AlLMKa OTo6parkaeT nanky
«KapToTeKa», rae MOXKHO XPaHWUTb COOBLEHUS.

Ecnn oTKpbITa nanka «KaneHaapb», B HEN NepeyncnstoTca NepcoHanbHble KaneHgapu. Ecam
OTKPbITA NanKka «4acTble KOHTAKTbI», B HEW NEPeYnCaAtOTCS Narnku NepcoHasibHbIX KOHTAKTOB.
Ecnv oTKpbITa Nanka «JoKyMeHTbI», B HEW NepeYncaatoTcs JOKYMEHTbI.

MonHbIM cNUCOK NanokK: OTo6pakeHne NoHOro CNMCKa Nanok.

MonHbIM CNUCOK NanoK: Ecav npu ncnonb3oBaHMKM cpeacTsa 6bICTPOro MPOCMOTPa CMUCOK
nanok otobpaxaeTcs He cnpaBa OT CMUCKa 3/IEMEHTOB, a MoA, HUM, TO BbIBOp 3TOro NapameTpa
Mo3BO/IAET Pa3BePHYTb CMIMCOK ManoK A0 HUXHEro Kpas cpeacTsa 6bICcTpOro npocmoTpa.

MokasaTtb cpeacTBo 6bICTPOro NPocmoTpa: Boibepute 3TOT Nnapamertp A1a otobparkeHus
cpeacTtsa HbICTPOro NPOCMOTPa. B NpoTMBHOM cydyae oHO He ByaeT oTobpaarbes.

MOKHO TaK»Ke HaCTPOUTb OTAE/IbHbIE NANKW AN OTOOParKeHMA cpeacTBa HbICTPOro NPOCMOoTpPa.
LLlenkHuTe nanky npaBoi KHOMNKOM MbILK, @ 3aTeM BblbepuTe NyHKTbI CBoiicTBa >
OtobpaskeHue. NpyM HEOOBXOANMOCTU YCTAHOBUTE UM CHUMMUTE PakKM HanomHUTb 0
Bugumoctn QuickViewer n Otobparkatb 06nacTb 6bICTPOro NpocmoTpa.

CpeacTBo 6bICTPOro NPocMoTpa cHU3y: Npu Bbibope gaHHOro napameTpa CpeacTtso 6bicTporo
npocmoTtpa 6yAeT 0TO6PaXKaTbCA B HUMKHEWM YaCTM OKHa.

CpepacTBO 6bICTPOro NpocMoTpa cnpasa: Npu Bbibope AaHHOro NnapameTpa Cpesacteo 6bicTporo
npocmoTpa byaeT oTobpakaTbCa B NPaBoOM YacTU OKHa.

4 Haxmunte KHonky OK.

HacTtpoiika nHtepdeiica GroupWise



HacTtpoiika rnaBHOM NnaHeNn UHCTPYMEHTOB

Bbl moXeTe HacTpamBaTb NAHE/IN UHCTPYMEHTOB, AO6aBJ'IF|FI N yaanAaa KHOMKMW, Bbl6l4paﬂ nopAaaokK
KHOMOK 1 nomellaa mexXay KHONKamu pasgenntenu.

1 YT106bl HAaCTPOUTHL [MaBHYO NaHeNb MHCTPYMEHTOB B C/lyyae, Koraa NaHeNb MHCTPYMEHTOB He
oTobparkaeTca, WEeNKHUTE Mo Hel NPaBoi KHOMKOM MbIlWKX U BbibepuTe KomaHay Hacrpoiika
naHeNn UHCTPYMEHTOB.

2 LUlenkHuTe BKNagKy Mokasatb.
3 Bbibepute cnocob oTobparkeHna naHeNn MHCTPYMEHTOB.

MoHO Bbl6paTb pexXnm 0T06pa)+(EHMﬂ KHOMOK B BNAE M306pa)+(EHMl\;IC NPOCTbIX, C TEKCTOM NMoA4
HUMU nnn C Bbl6paHHbIM TEKCTOM CnpaBa OT HUX.

4 Bbl6epMTe OAWNH NN HECKOJIbKO pALO0B KHOMOK.

YT106bI YAaNUTb UNM OTOBPA3UTb PACKPbIBAIOLLMIACA CMMCOK HAaCTPOEK 0TObparkeHus,
YCTAHOBUTE UNU CHUMKUTE bNarKoK MoKa3biBaTh pacKpbiBaOLWMIACA CIUCOK NapameTpoB
oTobparkeHusa.

6 [lna otobpaxkeHUA KHOMOK, KoTopble Hanbonee nonesHbl A5 BbIOPAHHOTO 3N1EMEHTA,
BblbepuTe OTO6paXKaTb KOHTEKCTHYIO NaHEb UHCTPYMEHTOB 418 3/IEMEHTA.

7 [Ons oTobparkeHUsa KHOMOK, KoTopble Hanbosee nonesHbl AN BbIbpaHHOM Nanku, Bbibepute
OTOGpa)KaTb KOHTEKCTHYIO NaHeNb ANA NankKu.

8 LUlenkHuTe BKNagKy Hacrpoiika.

YT106bI 406aBUTHL KHOMKY, LLIEIKHWUTE NO KaTeropum B noie cnucka Kateropuu, HaXKMmUTe KHOMKY
B none KHonku, Bbibepute KomaHay [o6aButb KHOMKY.

KaTeropuu aBns0TCA 3aro/IoBKamMu MeHIO OCHOBHOTO OKHa. KHOMKK B none KHomnKku
COOTBETCTBYIOT GYHKLMAM 3aro/I0BKOB MeHto. Hanpumep, KHONKK ansa Kateropuun «dann» —
3TO KOMaHAbl MeHto ®aiin (OTKPbITb 61aHKKM, pacneyaTaTb, COXPaHUTb U T. 4.).

10 YTo6bl yAaNUTb KHOMKY, NepeTalLmTe ee C NaHe n MHCTPYMEHTOB B /iloboe apyroe mMecTo.

11 YT106bl U3IMEHUTH nopAOOK KHOMOK Ha NaHeNIN MHCTPYMEHTOB, NnepeTalnTe nXx Ha Hy>XHble
mecCTa.

12 YTo6bl yBEAMUYNTL MPOCTPAHCTBO MEXKAY KHOMKaMM, NepeTaLLmTe o0gHY KHOMKY Ha HEKOTOpOe
PacCTOsHWE OT APYroW.

nnun

YT06b! YyMEHbLIWTHL NPOCTPAHCTBO MEXKAY KHOMKaMM, NnepeTawmTe ogHy KHOMKY 6ukKe K
OpYyrou.

13 Haxkmute KHonKy OK.

NMPUMEYAHMUE. MNepeTackmBaTb KHOMKU C NAHENUN MHCTPYMEHTOB U MeHATb NOPAAOK 3/1eMEHTOB Ha
Hen MOXHO TO/IbKO NPW OTKPbITOM AMANI0rOBOM OKHe HacTpoiika naHen MHCTPYMEHTOB.
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HacTpoiiKa nanku 3anycka no ymonyaHuio

Mo ymonuyaHuio B KamMeHTe GroupWise oTKpbIBaeTcA Nanka «lMoyToBbIi AWMKY. Mocae HacTPOKM
nanku «fnaBHaa» MOXHO 334aTb €€ B KaUecTBe HayabHOM NankKu.

1

MocnepoBaTenbHO BbibepuTe NyHKTbI Cepeuc > MapameTpbl, @ 3aTeM ABaXKAbl WENKHUTE No
anemeHTy Cpepa.

LLlenkHUTe BKNaAKYencTBMA N0 yMOAUYAHMIO.

YKarkute, cnegyet v 3anyckatb cuctemy GroupWise B nanke Manka nout. swmka nam Obnactb
«O6bwee».

Haxkmute KHoMKy OK.

HacTtpouka 61aHKOB N0 yMONYaHUIO ANA YTEHUA

Mcnonb3yiTe 3TOT NapameTp A8 YCKOPEHUA 3arpy3ku, ecav Bbl 406aBMAK B BAaHK NO YMOAYAHUIO
OOMNONHUTENbHYIO rPpadUKy U n306parkeHUs, Hanpumep GoHOBbIE M306paKeHMA UaK nognucu. Mpu
BblbOpe AaHHOro NapameTpa He OTObpaXKatoTCA f06aBAEHHbIE BO3SMOXKHOCTU, HO NOABAAETCA
coobulieHMe No YMoNYaHuo.

oJTot napamMmeTp He B/IMAET Ha TakKne USMEHEHNA, KaK LLIpMd)T 1 pasmep B OTNpPaBAEHHbIX
COOGLLI,EHMHX, €CIN U3MEHEHUSA He Bbinu d)aKTM‘-IeCKM COXpPaHEHbI KK KOMMNOHEHT 6naHKa.

1 UWenkHute Cepsuc > MapameTpbl.

2 [Baxkabl wenkHuTe Cpeaa.

3 UWenkHuTe BKNagKy baanku.

4 BbibepuTe NyHKT Ucnosib3oBaTh A/ YTeHUs 6aaHK No ymoa4YaHuio.

Hactpoiika 6n1aHKa u WwpudTa No yMOAYaHUIO ANA YTeHUA
U co3aaHunA

Y106bl U3MEHUTb BNAHK 4719 BCEX 2/IEMEHTOB, BbINOJIHUTE CAeaylolme AeNCTBUA:

1 WenkHute Cepsuc > MNapameTpbl.

2 [Baxabl wenkHute Cpeaa.

3 LlenkHuTe BKNaaKy BnaHkm.

4 YKaKute HaCTPOMKK B rpynnax baaHk v wpudt ana cospgaHma U bnak v wpudT ana uyreHums.

5 (HeobnasaTenbHo) B okHe rpynnbl Baauk v wpudT ansa ureHusa BbibepuTe NyHKT Beerga psagom ¢

371eMeHTOM [MPOoCTOi TEKCT, EC/IU HY}KHO NPeLOoTBPaTUTL OTOBpaXkeHne coobLLEHNA TONBKO B
dopmaTe HTML, Korga HeAOCTYNHA HU OAHA M3 BEPCUIA NPOCTOrO TEKCTA.

Mpw BbibOpE MpUHYAUTENBHDbIN NPOCcMOTP coobLeHne ByaeT yBeAOMAATb Bac BCAKUIN pas npu
HEBO3MOMHOCTN OTOBparkeHMA coobuieHns Tonbko HTML; ogHaKo Ana ero NpocmoTpa TakKe
MOXHO WENKHYTb Bug > HTML. Ecnum He BbIOUpaTh MNpuHyAUTENbHbIA NPOCMOTP, TO COODLLEHNA
B dopmate HTML otobpaxkatotca B HTML-bopmaTe, gaxke ecnm B 6/1aHKe N0 yMOAYaHUIO ANA
yTeHus BbIbpaH dopmar MpocToii TeKcr.

6 Bbibepute cTnAb WpUdTa NO YMOHAHUIO.

HacTtpoiika nHtepdeiica GroupWise
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BbibepuTe pasmep wpndTa No yMOAYaHUI0.

HaxmuTte KHonKy OK.

Y106bl U3MEHUTb BNAHK A4/19 OAHOr0 31eMEHTA, BbINOJHUTE caeaytoline AencTems.

1
2

OTKpoliTe coobuieHue.

B meHto Bug BbibepuTe NyHKT O6bIuHbINA TeKeT nan HTMIL.

HacTpoukKa cpeacrea bbicTporo npocmoTpa gnA
noseAaeHUA No YMOAYAHUIO

[ns HacTpoWKM NoBeaeHUA cpeacTBa HbICTPOro MPOCMOTPA MO YMOAYAHMIO BbINOIHATE YKa3aHHbIe
HUXKe aencTeuA.

1

MocnegosaTenbHO BbibepuTe NYHKTbI Cepeuc > NMapameTpsbl, a 3aTEM ABaXAb! LWEJAKHUTE Mo

anemeHTy Cpepa.
LLlenkHMTe BKNagKy/AelncTBMA NO YMOAYAHUIO.

BbibepuTe, roe 6yaet otobparkaTbcsa cpeacTBO ObICTPOro NPocMoTpa: Bee nanku, TonbKo B
Bbl6paHHOI Nnanke unu Mpurnawexue.

HaxmuTte KHonky OK.

N3meHeHune 61aHKOB 3nemeHTa no YMONT4YaHUIO

YT0bbl U3MEHUTbL B1aHK NO YMO4aHUIO, BbINMO/IHUTE YKAa3aHHbIE HUXKE ,D,ED'ICTBMF!.

N o 1 A W N R

LenkHuTe Cepsuc > MapameTpbi.

[Baxabl WenkHUTe No anemeHTy Cpega, a 3atem nepemnanTe Ha BKNAAKY BraHku.
B oKHe cneBa BblbepuTe TMN 3N1EMEHTA.

B pacKpblBatowemcs meHo «pynna» Bbibepute napameTp rpynnbl.

B pacKpblBatoLwemcs MeHo «JIMyHoe» BbibepuTe NYHbIA NapameTp.

BbibepuTe NyHKT Mpynna nam Jinuxoe.

MosTopsaiiTe aelicteua LeicTs. 3 [elicTB. 6, NOKa He BbibepeTe 6aaHK N0 yMONYaHUIO ANA
Ka»kgoro Tmna coobuieHni.

HaxmuTte KHonky OK.

HacTtpoiika nHtepdeiica GroupWise
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ABTOMATHUYECKOe cYUTbiBaHUe cneaywoulero asiemeHTa B
noYyToOBOM ALLUKE
Cuctema GroupWise moxKeT 6bITb HaCTPOEHa Ha aBTOMATUYECKOE OTKPbITUE CaeaytoLLero

CoO0bLWEeHMA 3/1. MOYTbI NOCNE NPUHATUSA, OTKa3a UKW yaaneHns YNTaeMoro snemeHTa. Mo
YMOJIYAHUIO A@aHHbIN NapamMeTp OTK/IOYEH.

1 WenkHute Cepsuc > MNapameTtpbl.
2 [iBakAbl WEeNKHUTe No 3nemMeHTy Cpeaa, a 3aTeM OTKpoiTe BKAagKy Obume.

3 BbibepuTe K crieq,. nocnie npuHATUA, OTKasa, yaaneHus, a 3aTeM HaXKMuTe KHonky OK.

N3meHeHune A3biKa uHTepdeica GroupWise

Mpu paboTe c MHOTOA3bIYHOW Bepcuei cuctembl GroupWise Bbl MOXKeTe BbIbpaTb A3blK MHTepdelica.

1 UWenkHute Cepsuc > MapameTpbl.
2 [iBakAabl WEeNKHUTE No anemeHTy Cpeaa, a 3aTeM OTKpoinTe BKAagKy Obwme.

3 BblbepuTe A3bIK B pacKpbIBAOLWEMCA CMUCKE A3bIK MHTepdeica N HaXmuTe KHomKy OK.

COBET. CBegeHus 06 U3SMeHeHMM A3blKa Moayna NpoBepku opdporpadun cm. B pasaene Boibop
A3blKa cpeacTBa NpoBepku opdorpadmu.

HacTtpoiika nHtepdeiica GroupWise



Ucnonb3oBaHue KaTeropuu ans
CUCTEMATU3AL NN 3N1eMEHTOB

KaTeropuu sBaaoTCA cpeacTBOM OpraHM3aLmm 3neMeHToB. MOXKHO Ha3HauyMTb KaTeropumio atobomy
3N1eMEeHTY, BK/IO4as KOHTAKTHble fvua. MoXKHO co3aaBaTh M f06aBAATb KaTeropum, Npucsamsasn
Ka*KAOW KaTeropum naeHTMPUKaLUMoHHbIM UBeT. LiBeTa oTobparKkatoTcs B CUCKE 3N1EMEHTOB U B
KaneHgape.

OnucaHue Kateropui

MpyX Ha3HaYe€HUM KaTEeropPUM SNEMEHTY /1A ero OTOBpPaXKeHUA NCNob3yeTcaA LBET AaHHOM
KaTeropuu. Kateropuu nossonstoT ObICTPO OPraHM30BaTb 3/1EMEHTbI B rpynnbl.

Mo YyMONYAHMIO 3N1EMEHTAM MOMKHO Ha3HayaTb YeTbipe KaTeropum («ononHUTeNbHO», «HU3KKUIA
npuoputeT», «lMepcoHanbHas» u «CpoUYHO»). Bbl MOXKETE N3MEHATL M YAANATb UX Ha CBOE
YCMOTPEHME, a TaK¥Ke Co34aBaTb HOBble KaTeropuu. Mpu oTobpaxkeHUn snemeHTa, KOTOPOMy
Ha3HayeHa KaTeropms, N0 yMOAYaHUIO UCNONb3YeTCA ee LBerT.

Ecnn oTnpaBnaemomy 3ieMeHTy HazHavyeHa oAHa U3 KaTeropuin Mo ymondyaHuio, OH NOCTynaeT B
MOYTOBbLIN ALLMK NONyYaTeNs C AaHHOW KaTeropmein. Ecnm Bbl Ha3HauYMTe OTNPABASEMOMY S1EMEHTY
CO34aHHYI0 BaMW KaTeroputo, oH He byaeT MMeTb ee Npu NOAYyYEHUN afpPeCcaToM.

Mpyn Ha3HaYeHMM aneMeHTy B 0bLLelt nanke O4HOM U3 KaTeropuii N0 yMo4aHUIO OHa oTobparkaeTca
ONA AAHHOTO 3/1IeMeHTa BCeM NO/b30oBaTe M obuei nanku. Ecnv Bbl Ha3HauYMUTeE 3/IEMEHTY 06LLen
nanku co3gaHHyo BaMK KaTeropumio, oHa byaer BuaHa To/IbKO Bam.

[na anemeHTOB MOryT 0TOBpakaTbCa LBETA HECKO/bKUX HAa3HAYeHHbIX UM KaTeropwid. na sToro
HY»KHO A06aBUTb cToNbel, «KaTeropumn» B OKHEe NPOCMOTPA NanokK MAKU BKAOYMTb OTOBparkeHue
nanku B OKHe NPoCMOTpa CBOAKMK. NpKn HaBeAeHUM yKa3aTeNs MbiliM Ha LBeT oTobparkaeTca uMa
cooTBeTcTBYIOLLEN KaTeropuun. Ctonbel, «KaTeropmsa» MOXHO MCMO/b30BaTb A/1A COPTUPOBKM
cnucka. Mpu aTom anemeHTbl 6yayT COPTUPOBATLCA B COOTBETCTBMM C MOPSAAKOM, YCTaHOB/IEHHbIM
BAaMW NPU HACTPOMKe KaTeropwii. Mpu cCOPTUPOBKE 3/1EMEHTOB MO KaTeropusm 31eMeHT, KOTOPoMy
Ha3Ha4YeHO HECKO/IbKO KaTeropuii, oTobparkaerca B CMMUCKE COOTBETCTBYIOLLLEE YMCIO Pa3.

Ha3HaueHue KaTteropuii anemeHTam

B cnepyowmx pasgenax onucbiBatoTCA NapameTpbl M NPUHLMNbI HA3HAYEHMA KaTeropuit
aemeHTaM.

+ "BbICTpoe Ha3HayeHue KaTeropun'" Ha cTp. 64

+ "HasHauyeHue noboit KaTeropum anemeHTy ftoboro Tmna" Ha cTp. 64

+ "HasHauyeHue KaTeropmm c NOMOLLbIO CBOMCTB 3/ieMeHTa" Ha cTp. 64

+ "HasHauyeHue HeCKOIbKMX KaTeropui afnemeHTy" Ha cTp. 65

+ "YoaneHue KaTteropmm ns afiemeHTa" Ha cTp. 65

Ucnonb3osaHue KaTEFOpMVI ana cncremaTtmusalmm anNemeHToB 63
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BbICTpoe Ha3Ha4YeHue Kateropmun
YT106bl NPUCBOUTL INEMEHTY KaTEropuio, BbIMONHUTE YKa3aHHbIe HUMKe AeUCTBUA.

1 Yaoep)KuBawiTe yKasaTeslb MblIKW Hag, 31EMEHTOM, NOKa He MOABUTCA KPYI/bIA 3HAYOK - [ - 1
LLEeNIKHUTE ero.

2 B pacKpblBaloWEeMca CNucKe Bbibepute Kateropumio.
nnm

Eciv HY>KHOW KaTeropmm HeT B CMCKe, BbibepuTe NYHKT Elue, YToObl OTKPbITb 4MaI0roBOE OKHO
N3MEHEHMA KaTeropuii, BbiIbepute KaTeroputo N HaxkmmuTe KHonky OK.

B cnucke otobparkaetca 10 nociegHNX KaTeropuii, KOTopble HegaBHO NCMNob30Bannck. (Ecan
KaTeropuu eLle He UCNoNb30BaINCb, OHM OTOBpaXKaloTcA B andaBUTHOM NMopsaKe.)

Ha3HauyeHue nobom Kateropumu anemeHTy noboro Tmna

[ns HazHayeHMA KaTeropum coobLLeHMo, MePONPUATUIO, 3a4aHUIO, 3aNUCKE AN KOHTAKTY
BbINO/IHUTE Ceaylowme aencTeuma:
1 LenkHnTe NpaBoi KHOMKOW 3/IEMEHT.
2 LlWenkHute Kateropumn.
3 B pacKpblBatoLwemca CnmcKe BblbepuTe KaTeroputo.
nnu

EC/M HY}KHOW KaTeropuu HeT B CMCKe, BbibepuTe NyHKT Eute, YTOObI OTKPLITb 4MAN0r0OBOE OKHO
M3MEHEHMWA KaTeropuit, Bbibepute KaTeropuio U Ha*kMuTe KHomnKy OK.

B crnncke OTO6pa)KaETCﬂ 10 nocneaHmux KaTEFOlez, KOTOpPble HEAABHO MCMNO/1Ib30BAa/UCb. (ECI'IM
KaTeropuun eule He NCnoab3oBainNCb, OHU 0To6pama+0Tc9| B a/'ld)aBMTHOM I'IOpH,CI,Ke.)

,EL}'IFI Ha3Ha4YeHMA KaTeEropmn 3anmcu a,CI,DECHO[;I KHUTU BbINOTHUTE cheayoumne ﬂ,el‘/JICTBVIFIZ

1 OTKpOITe NEPCOHANbHYIO afPECHYIO KHUTY.

2 HanpguTe HYXXHOro No/b30BaTENA.

3 LUlenkHUTe nonb3oBaTeNA NPaBON KHOMKOM MbILLM.

4 lllenkHuTe no anemeHTy MogpobHoctn 1 BbiIbepuTe NYHKT Kateropum.

5 BbibepuTte KaTEropuio B MeHto, a 3aTeM HaXXmuTe KHOMKy OK.

Ha3sHayeHue KaTeropuu ¢ NOMOLLbIO CBOMCTB 3/1eMEHTA

1 OTKpoWiTe CYLLEeCTBYIOWMIA SN1EMEHT, OTKPOWTE MEHIO MapaMeTPOB, 3aTeM LLLEIKHUTE MO 3HAYKY

peaakTMpoBaHUA # pAaaOM C NYHKTOM Kateropuu Nof PacKpbliBaloWUMCA MEHIO
UHpguBmnayanbHo

nnn

OTKpOMiTe HOBbIW 3/1eMEHT, NepeinaunTe Ha BKNAAKY MapameTpbl OTNpasKku U BbIBepuTe NyHKT
N3meHUTb KaTteropuu.

Ucnonb3oBaHue KaTeropMﬁ ana cncremaTtmnsalmm a1IEMEHTOB



Ecnv HAa3HAUYUTb OTNPABAAEMOMY 3N1EMEHTY KaTeropmto No yMoa4aHuio («JononHUTeNbHOY,
«Hu3KKnI npuoputeT», «MepcoHanbHaa» n «CpoYHO»), OH ByAET UMETb Ha3HaUYEHHYIO
KaTeropuio Npu noay4yeHnn agpecatom. Ecim HasHauUTbL OTNPABASEMOMY SNEMEHTY
CO3JaHHYIO BaMM KaTeropuio, oH He ByaeT MMeTb 3Ty KaTeropuio Npu Noay4eHnmu.

2 B ananoroBom oKHe U3MeHeHWA KaTeropuii BbiIbepuTe KaTeropumio, 3aTem HaxXmuTe KHonky OK.

HasHaueHMe HeCKoNbKUX KaTeropuii anemeHTy

YT106bI NMPUCBOUTb 3IN1IEMEHTY HECKO/IbKO KaTeropMﬁ, BbIMONHUTE YKa3aHHblIE HUNXKe AEl\/‘iCTBMﬂ.

1 UWenkHnTe npaBoi KHOMKOW 3N1€MEHT.

2 [ocneposaTenbHO BbIGEpMTe NYyHKTbl Kateropuu > Ewe, YTOObI OTKPbITb ANanoroeoe OKHO
N3IMEHEHNA KaTeropMﬁ.

3 BbibepuTe HyXKHbIe KaTeropuu.

4 Haxkmute KHonky OK.

YpaneHue KaTeropuum u3s snemeHTa

[Nna ynaneHus KaTeropmm U3 31€MeHTa BbINOJIHUTE YKa3aHHbIe HUXKe AeCTBUA.

1 UWlenkHnTe npaBoi KHOMKOW 3N1EMEHT.

2 lNocneposaTtesibHO Bbl6epMTe NyHKTbl Kateropuun > Ewwe, YTObbI OTKpPbITb ANanoroeoe OKHO
N3MEHEHNA KaTel'OpMﬁ.

3 OTmeHuTe BbIGOP COOTBETCTBYIOLEN KaTeropuu, 3aTEM HaXKMMUTe KHOMKy OK.

KaTeropMﬂ yAanAeTca n3 anemeHTa.

Pabota c Kateropuamm

B cneaytowmx pasaenax onucbiBaoTcA NPUHLMMbLI PaboTbl C KATEFOPUAMMU.

+ "[lobaBneHne HoBOM KaTeropumn" Ha cTp. 65

+ "epenmeHoBaHMe KaTeropumn" Ha cTp. 66

+ "loncK anemeHTOB No KaTeropmm B nanke" Ha cTp. 66
+ "CopTMpOBKa 3/1eMeHTOB NO KaTeropmn" Ha cTp. 66

+ "YnaneHue Kateropmun" Ha cTp. 66

+ "Mcnonb3oBaHWe LBETOB KaTeropuii B CNMcKe aiemeHToB" Ha cTp. 67

[Nob6aBneHne HOBOM KaTeropum

YT106bI CO34aTb HOBYHO KaTEropuio, BbINMONHUTE YKa3aHHbIE HUMKE AeNCTBUA.

1 WenkHute [Jeiicteua > Kateropun > Ewe, YTOObl OTKPbITb ANAIOrOBOE OKHO M3MEHEHUSA
KaTeropui.

2 BeeguTte nma Kateropmu B none Hosas Kateropms, KOTOPOE Haxo4MUTCA B HUMKHEN YacTu
ANanoroBsoro okHa nameHeHuMA KaTEFOpMI\/‘I.
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3 Haxmwute KHONKy [lo6asuThb.
KHonKa [1o6aBuTb CTaHET aKTUBHOM MOC/E YKa3aHUA UMEHW KaTeropum.

4 YT106bl HA3HAUYUTD LLBET KAaTErOPUK, BbIBEPUTE M3 CMIMCKA MMA KAaTErOPUK, 3aTEM YKAKUTE TEKCT U
uBet poHa.

5 LLenkHute OK, 4TOBObl COXPaHUTb HOBYIO KaTeropuio.

COBET. MOXHO TaK»e BbIOpaTb 3/1eMEHT Nepes CoO34aHNEM HOBOW KaTeropuu, a 3aTem cpasy
Ha3Ha4YUTb emy 3Ty KaTeroputio.

NepenmeHOBaHUE KaTeropum

MNepenmeHOBaHMe KaTeropmu:

1 WenkHute [elicteus > Kateropun > Ewe, YTOObl OTKPbITb AMAIOrOBOE OKHO M3MEHEHUSA
KaTeropuim.

2 Bbibepute MMA KaTEropun U HaXKMUTE KHOMKY lMepenmeHoBaThb.

3 BBeauTe HOBOE MM#A, 3aTEM HaXKMUTE KHOMKY OK.

KaTeropua nepeMmeHOBbIBAaeTCA B CNUCKE U 1A BCEX 3/1EMEHTOB, 414 KOTOPbIX OHA Ha3HayeHa.

MoucK anemeHTOB NO KaTeropuu B nanke

[NnA noncKa anemeHTOB NO KaTeropmu B Narke BbINOJIHUTE YKa3aHHbIe HUXKe ,D,eﬁCTBMFI.

1 B npaBom BepxHeM yry ntoboi Nanku OTKPOWTE PACKPbIBAOLLMNCA CIMCOK MNAaHEM NOMCKA
Kateropuu, a 3aTem BblbepuUTe MMA KaTeropum.

ByayT oTobpaeHbl BCE 31€MEHTbI, KOTOPbIM bbl1a Ha3HaYeHa AaHHaA KaTeropus.

2 YT06bl OYNCTUTL BbIOOP, LWENKHUTE X B None «MoucK».

CopTUpOoBKa 3/1IeMEHTOB MO KaTeropum

[NnAa cOpTMPOBKM 2/1€MEHTOB MO KaTeropum BbINOJIHUTE YKa3aHHbIe HUXKe AeﬁCTBMﬂ.

1 JobasbTe cTonbel, Kateropusa B CMMCOK 31eMeHTOB nanku (cm. [lobasneHue ctonbua).

2 [1nA COPTUPOBKM CNMUCKA SNEMEHTOB MO KaTeropmsam WwenkHute ctonbeu, Kateropwms.

YaaneHue Kateropuum

YaaneHune Kateropuu:

1 UlenkHute [eiictBua > Kateropuu > Elle, YTobbl OTKPLITL ANANOTOBOE OKHO U3MEHEHUSA
KaTeropuim.
2 BbibepuTe MMA KaTeropmm U HaXKMUTE KHOMKY YAanuTb.

3 Hakmute KHONKy [a, a 3atem — OK.

KaTeFOpVIFI yaanAaeTca n3 CNNCKa U U3 BCEX 3/1IEMEHTOB, AN1A KOTOPbIX OHa 6blna HasHaveHa.

Ucnonb3oBaHue KaTeropMﬁ ana cncremaTtmnsalmm a1IEMEHTOB



MUcnonb3oBaHue LBETOB KaTEI'OpMﬁ B CNMUCKe 3/1eMeHTOB

YT0bbl U3MEHUTL LBEeTa KaTeropMﬁ, BbIMOJIHUTE YKa3aHHbIE HNXKE AEP’ICTBMH.

1 UWenkHuTte feiicteua > Kateropuu > Eule, YTOObI OTKPbITb ANA/IOTOBOE OKHO M3MEHEHUA
KaTeropui.

2 YctaHoBUTE UAM cHUMKUTE dnarkok Mcnosb3oBaTh LBETa U3 CricKa.

3 UWenkHuTe OK.

[Jaxe ecnun dnakoK Ucnonb3oeatb LBETa U3 CNUCKA CHAT, LBET KaTeropum BCe paBHO OTobparkaerca
PALOM CO 3HAYKOM 3/IeMEeHTa U B CTON6LLE KaTeropui.

Ucnonb3osaHue KaTEFOpMﬁ ana cncremaTtmusalmm anNemeHToB
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Ucnonb3oBaHUA NanoK AanAa opraHnsauumum
NMNOYTOBOIO ALWUKA

Manku ncnonb3yloTca ANA XPaHEHUA U YNOPAA0UYMBAHNA 3N1eMeHTOB. Hanpumep, MOXKHO
06bEANHUTL BMECTE BCE 3/IEMEHTbI, OTHOCALLMECA K onpeaeNeHHOMY 334aHUI0 UAN TeEMe.

Mo yMONYaHMI0, 31EMEHTbI MOYTOBOTO ALWMKA YAANAOTCA U apXMBUPYIOTCA TONbKO NO KOMaHAe
nonb3osatens. MNpu aTom agMmmnHncTpaTop GroupWise MOXKET HAaCTPOUTb GYHKLMIO yaANEHUA UK
aPXUBUPOBAHUA COOBLLLEHWNI NO NCTEYEHNM ONpPeaeneHHOro cpoka. Ytobbl nsbexkaTb yaaneHus
3/1eMEHTOB, Bbl MOXETe apXMBMpPOBaTb NX BPyYHY0. MHbDOpMaLMIo 0 NopAaLKe apXMBUpPOBAHUA
31eMEHTOB CM. B pa3aenie ApXxMBUPOBAHME 3/IEKTPOHHOM NOYTbI.

Obuwme cBegeHMA O CMUCKAX NanoK

Bce nanku — 310 noananku nanku «fnasHaa». Ytobbl pa3BepHyYTb UM CBEPHYTb NanKun B CAUCKe
NanokK, LWeAKHWUTE COOTBETCTBYIOLLYIO CTpenKy. MoXKHO BbibpaTb oTobpakeHne CMCKOB NanokK B
Nto6OM 13 Tpex pasINyHbIX BUAOB:

+ "TonHbIM cnMcok nanok" Ha cTp. 69
+ "MpocToit cnucok nanok" Ha cTp. 70

+ "Cnucok nsbpaHHbIx nanok" Ha cTp. 70

MonHbIU CNUCOK NAanNoK

MoANHbIM CNUCOK Nanok OTO6pa)KBET BCe nmerwmeca nanku.

Pagom c ntoboi nankoi (3a UCKAOYEHMEM COBMECTHO MCMO/b3YEMbIX) B KBaZpPaTHbIX CKOOKax
YKa3bIBaeTCA KOIMYECTBO HENPOUYUTAHHbIX 3N1eMeHTOB. PAA0M ¢ nankoit « OTnpaB/ieHHble»
PacnoNoMeHOo YNCNO0 B KBaApaTHbIX CKOBKaX, KOTopoe oTobparkaeT, CKO/bKO 3/1EMEHTOB OT/I0MKEHO
ONA OTNPaBKM B PeXXMMe K3LMPOBAHHOrO MOYTOBOTO ALMKA UAN B YAaNEHHOM pexunme.

Bbl moxeTe ynopagoumntb COO6LLI,EHVIFI B MankKe, BbINO/HAA UX NepemMeLleHne nam ceAsbiBasa ux. Mpum
nepemeweHnmn COOGLLI,EHVIE B nanke 6epETC’FI M3 OAHOTIO MEeCTONMO/TIOXKEHNA U NOMELLAEeTCA B gpyroe.
Korpa Bbl cBA3bIBaeTE COOGIJJ,EHVIe C nanKon, 3TO 3HAYMUT, UTO COO6LLI,EHVIe BCe ele HaxoaunTca B
Ha4Ya/IbHOM MEeCTOMNONOXEHMN, HO NOABASAETCA TaKXKe M B HOBOM Nanke. Mpn n3ameHeHUn CBA3AHHOTO
COO6LLI,EHVIFI B O,D,HOVI nanke OHO TaKXe MeHAeTCA B OCTaNbHbIX Nankax. Ecan COO6LU,eHMe CBA3aHO C
HECKO/IbKUMMU NanKamMun U Bbl yaanAaete ncxogHoe COO6LLI,€HVIe, KONMnn B ApPYyrmnx nankax oCtatoTcAa.

[NnA Kaxkaor nanku NOYTOBOro ALMKA MOXKHO ONpeaenunTb cBoi Habop cBoMCTB. Hanpumep, B
OZHOW NanKe Bbl MOXKETE COPTUPOBATb 3/IeMEHTbI MO AaTe, a B A4PYroi nanke — no Ha3BaHUIo
KOMMNaHUM.
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MpocTon cnucok nanok

npOCTOﬁ CMMCOK NAnoOK ABAAETCA KOHTEKCTHO-3aBUCUMbIM. OH OTO6pa)~KBET nankuy, oTHoOCALWMECA K
nanke, B KOTOpOlz Bbl HaxoguTecCb B HaCTOFlLLI,Mﬁ MOMeHT. Huxke npueeneHbl KOHTEKCTHO-3aBUCUMDbIE
NPOCTbie CNUCKK NanoK

+ KaneHgapb — oTO6pakaeT CNMCOK BCex KaseHaapei 34ecb MOXHO BbibpaTbh oTobparkeHue
COAEpPXMUMOro KaneHaaps B OCHOBHOM KaneHaape. B fobaBneHme K 3TOMY MOXKHO BblbpaThb
LBeT KaneHaaps.

+ KoHTaKTbl — 0T06pa>1<aeT CMUCOK BCEX NepCOHa/IbHbIX af4pPeCHbIX KHUT. 10 ymonyaHuio
OCHOBHOW NanKol KOHTAKTOB ABAAETCA aZipecHas KHUra «4actble KOHTaKTbI».

+ [loKymeHTbl — OTO6pakaeT CNMCoK 6MBIMOTEK LOKYMEHTOB. [0 YMONYaHMIO OCHOBHas Manka
«[LlOKYMEHTbI» aBAseTCcA BUBNNOTEKON AOKYMEHTOB.

+ NNTP — oTobparkaeT CnnMcoK noanucaHHbIX rpynn B rpynne HOBOCTEMN.
+ KaHanbl GroupWise — oTobparkaeT cnucok neHT RSS, Ha KoTopble Bbl NOANUCAHbI.

+ U3b6paHHOe — OTObparKaeTcs, TONbKO eC/IM He OTKPbITbI Nanku «KaneHaapb», « KOHTaKTbI»,
«JoKymeHTbI» 160 nankm NNTP nnmn neHTbl RSS. MNMpocToii cnnucok nanok «M3bpaHHoe»
NO3BOASET KONMPOBaTb NAMKK B CMMCOK NanokK g/1a 6bICcTporo gocryna.

CnncoK u3bpaHHbIX NanokK

Cnucok M36paHHbIX NanokK Nno3BonAeT ,D,OﬁaBﬂﬂTb Hambosnee yacTo ncnoab3yembie Nanku B I'IpOCTOVi
CNMMCOK NanokK ana 6b|CTpOI’O AocTtyna. 910 nonesHo npun nepetacknMBaHMM asNeEMEHTOB B CMNCOK
nanok. Manku B cnucke OTO6pa)-KaI-OTCH B nopAgKe, B KOTOPOM OHU UCMNO/1b3YIOTCA Yalle BCero.

Mpu oTobpaxKkeHUN CNMCKa NpeanoYnTaembix NANoK camble NOCAeLHME UCMONb30BaHHbIE NaMNKK
MOKa3blBalOTCA TaK¥Ke B OTAE/NbHOM CNWCKe, B pasgene HepasHo ucnonb3oBaHHbIe nanku. B Havyane
3TOro pasgena otobparkaerca Ao 15 nanok, KOTopble NCMNO/b30BANNCh Yalle OCTaNbHbIX. Ecan
AOCTYN K Takol nanke 6o/iee He OCyLLECTBAAETCA, OHa Yepes HEKOTOPOe Bpems yaanserca us3
cnucka. Manku us cnmcka n3bpaHHbix He oTobparkatoTca B pasgene «HeaaBHO UCMONb30BaHHbIE
nanku».

OTobpakeHne CNUCKOB NanoK

+ "CuctemaTmnsaumsa cnmckos nanok" Ha ctp. 70

+ "®opmumpoBaHMe cnmcka n3bpaHHbIX nanok" Ha cTp. 71

+ "MepeynopagoyeHue nanok" Ha cTp. 71

+ "PacnosiorkeHue nanokK B cnucke B afidaBUTHOM nopsagKke" Ha cTp. 71

+ "3aKpbITWe cnucka nanok" Ha ctp. 71

CuctemaTtmsayma CNUCKOB NANoK

Y106bI U3MEHUTD nopAagokK OTO6pa)KEHMFI B CMUCKE NanokK, BbIMO/IHUTE YKa3aHHbIE HNXKe AeﬁCTBMﬂ.

1 LLenkHUTe cTpesiKy napamMeTpoB CMM1CKa NarokK B noJjie 3aro/sioBKa ChucKa.

2 Bbibepute ogMH MAN HECKO/IbKO CMMUCKOB NanokK: UsbpaHHoe, Mpoctoid Uan MonHblIii.
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3 Ecam Bbl6paH bonee uem OANH TN CNNCKa NanoK, NOBTOPHO WENKHUTE NO CTPEeNIKe
pacCKpbiBalOLWErocA MeH0 CNUCKa Nanok, 3atem BblﬁepMTe NYHKT Bbi6bop nopsgkKa.

4 BblbepuTe ANa CNUCKOB MaMNoK HYXKHbIW NOPALOK COPTUPOBKM NpU OTOOPaXKeHUH, 3aTem
Ha*kmuTe KHonky OK.

5 Mpu HEO6XO,CI,MMOCTM N3MEHUTE pa3mMmepbl CMUCKOB NManok.

dopmupoBaHUue cnUcKa n3bpaHHbIX NANoOK

,ﬂ,06aBMTb Nnankn B CNNCOK NpeanovynTaembiX Nanok MOXHO ABYMA cnocobamm.

+ [1paBoi1 KHOMKOW MbILIW LWEAKHUTE MO Nanke B l060M MecTe NOYTOBOrO AlMKa M Bbibepute
KomaHay [lobasutb B nsbpaHHoe.

+ Bbibepute HECKONBLKO Nanok aasa Ao6asB/eHns B CIMCOK M36paHHbIX Nanok.
HeckonbKo nanok yao6Ho BbibpaTb cneayowmm obpasom:

1 UlenkHute npaBoi KHOMKOW MblwK No nanke «M3bpaHHoe» 1 BbibepuTe NYHKT BbibpaTtb
n3bpaHHoe.

2 BbibepuTe nanku, Kotopble caeayeT 406aBUTb UAN YAANNUTD.

3 Haxkmwute KHONKy OK.

MepeynopapovyeHne NanokK

Y106bI U3MEHUTL NOPALOK OTOOPAXKEHMA B CMMCKE NAMNOK, NOC1eA0BaTENbHO BblbepuUTe NYHKTbI
MpaskKa > Manku.

N3 gmnanorosoro okHa [Mankn MOXKHO co34aBaTb, y4aNATb, MePEMMEHOBbIBATL U NepemeLlaTb Nanku.

PacnonoxeHue nanok B cnucke B an¢paBUTHOM NopaakKe

Y106bI 0TOOPA3UTL NaMNKM B CNIUCKE B aiPpaBUTHOM NOPAAKE, BbINOIHUTE YKa3aHHble HUKe
nencrseums.

1 MNpaBoi KHOMKOM MbllUM WEeNKHUTe 0b6iacTb O6uwee nnum nanky Kaproreka.

2 UenkHuTe CopTUpOBKa BNIOXEHHDbIX Marok.

3aKpbIiTUE CNUCKA NanokK

CnuMCcoK Nanok MOXHO 3aKpbiTb, YTOObl 0CBOHOAUTL B OCHOBHOM OKHe bonblie mecTa ans Apyrux
6n1aHKOB, HanpMmep ANa KaneHgaps. 910 yaobHo, Koraa obpalleHune K nankam ocyLecTeaseTca
yepes naHeNb HaBUraumn. Ytobbl CKPbITb MM 0TOBPa3UTb CMMCOK NanokK, WenKHUTe Bug, > Cnmcok
nanox.

Ecnun He 0T06pa)-KaTb CMUCOK NanoK 1 nepeTawnTb 3/1eMeHT B MECTOMNO/I0OXKEHNE NaNKKN, TO CMUCOK
NanoK OTKPbIBAETCA KaK BCN/ibiBaloLWee MeHIO, 4YTO6bI MOXKHO 6bINO nepeTawmnTb B HEIFrO 3/1IEMEHT.
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PaboTta c nankamu

B cnepgytowmx pasgenax onmcaHbl Apyryue napameTpbl U NPUHLUMUMDI pa60TbI C Nankamu.

"Co3sgaHuve HoBOM nanku" Ha cTp. 72

"Co3pgaHue cneuyannsmMpoBaHHOM Nanku'" Ha cTp. 72
"MepemelteHune nanku" Ha cTp. 72

"MepenmeHoBaHMe nanku" Ha cTp. 73

"lobaBneHne uBeTa nanku" Ha cTp. 73

"YoaneHune nankun" Ha cTp. 73

"OgHoBpemMeHHOe yaaneHne HeCKONbKMX nognanok" Ha cTp. 74

"3awmTa nanok n anemeHToB" Ha cTp. 74

Co3paHune HOBOM NankKu

CospaaHue HOBOW Nanku:

1
2
3

LLlenKHMTe NpaBoiA KHOMKOW CMMCOK NanokK
BbibepuTte Hoeas nanka

Bseaute ma HOBOW Nanku

Ecnn nocne co3gaHuA Nanku Bbl pewwnin nepemectmuTb ee B Apyroe mecTo, nepeTtawmre nanky Ha
9TO MeCTO B CNMNCKe NanokK.

Co3paHue cneumanusnpoBaHHOM Nanku

YT106bI CO34aTb CNEUNann3MpoBaHHYHO NarnkKy, BbINOJAHUTE YKa3aHHbIE HUXKe AeUCTBUA.

1
2
3
4

B cnucke nanok HaxXmute ®aiin > Cospath > Manka.
B cnucke napameTpoB BbibepuTe TUN NanKu U HaXKMUTE KHOMKY [anee.
BBeauTe HasBaHMe M oONMcaHWe HOBOW MankKu.

HaxXnmana KHoNKn Beepx, BHK3, Bnpaso nau Baeso, NOMeCTUTE NanKy B HYXXHOE MeCTO CNUCKa
NanoK 1 HaXXKmuTe KHonky [anee.

YKaxute napameTtpbl OTO6pa)-KeHMFI nanku n HaXXmuTe KHonky lotoso.

NMepemelieHne Nanku

YT106bI NEPEMECTUTL NANKY, MePETALLUTE ee B HY»KHOE MeCTO B CTPYKTYpe Nanok.

Cm. Takxe [MepeynopagovyeHme nanok.
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NepenmeHoBaHME NaNKu

Kak nepenmeHoBaTb nanky:

1 B cnucKe nNanok LWeAKHUTE NpaBoi KHOMKOM MbllKM NO Nanke n BbibepuTe NyHKT
MepenmeHoBaTb.

2 BseauTte HOBOE MMA NanKu.

Henb3a nepemmeHoBaTb nanku «KaneHgapb», «JOKyMeHTbI», « [TOYTOBbIN ALLMKY,
«OTnpasneHHble», «CNUCOK 3agaHni», «kKoHTaKTHble nua», «KaptoTeka», «B paboTe» u
«Kop3unHa».

[NobaBneHue UBeTa NankKu

YT106bl caenatb paboTy C NOYTOBLIM AWMKOM 6onee yao6HOM, MOXKHO U3MEHATb LBET OTAENbHbIX
nanok.

1 LlenkHuTe no 3Ha4Ky ] PAAOM C MAnNKoW, KOTOPOW XOTUTE Ha3HaYMTb LiBET.

2 BbibepuTte UBET U3 CIUCKA MW HAaCTPOTE CBOI COBCTBEHHbIN.

[ No Fill |

Mare Colors...

3HAYOK Nanku NOMeHAET LBET B COOTBETCTBUM C BaLLMM BbI60pOM ﬁ

YaaneHue nanku

Kak yganuntb nanky:
1 UlenkHuTe NpaBoi KHOMKOM MbILWM NO NanKe, KOTOPYHO XOTUTE YAANUTb, U BblbepuTe NYHKT
Ypanutob.
2 LenkHute [ia, yTobbl NOATBEPANUTD YAANEHUE.
Henb3a yoanutb nanku «KaneHgapb», « JoKyMeHTbI», «[104TOBbIN AWKNK», « OTNPaBNEHHbIEY,
«CnucoK 3agaHnny, «KoHTaKTHble nua», «Kaptoteka», «B pabote» 1 «Kop3anHa». Bbl moxeTe

YAANUTb NanKky «HexkenatenbHas Noyta», TONbKO ecn oTKAYeHa «ObpaboTKa HexenaTenbHOM
noYTbI».

YT106bl YAaNUTb NanKy, KOTOPYHO Bbl COBMECTHO UCMO/b3yeTe, LeKHUTE NPaBo KHOMKOM MbILIK MO
nanke, BbibepuTe NYHKT Yaanutb, 3aTEM HaXKMUTE KHOMKY [a.
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OpHoBpeMeHHOe yaaneHne HeCKO/IbKMX NoananokK

MOXHO yaanuTb cpa3y HECKO/IbKO MarnoK B COCTaBe ,u,pyr017| nanku.

1 OTKpoliTe Nanky, coaepallyto nogananku.
2 B cnucke 3neMeHTOB BblbepuTe BAOKEHHbIE NAMKKU, KOTOPbIE HYXKHO YAANTD.

3 LLenkHuTe no BbIGpaHHbIM BAOXKEHHbIM Marnkam nNpaBo KHOMKOW MbILLK U BbibepuTe KomaHay
Ypanutob.

4 YKaxuTe, HY)KHO N1 YOANATb TO/IbKO 31€MEHTbI B NankKax Uan camu nankum ToXKe, a 3aTem
Ha*kmuTe KHonky OK.

3awWmTa NanoK n snemMeHToB

Bbl MOKeTe 3aLNTUTb COAEPKMMOE NaNOK OT YAaNEHMA NPU aBTOOYMCTKE UM aBTOMATUUYECKOM
apXMBUPOBaAHUK. 1A 3aLMTbI NAMNOK M COAEPKMMOro aAMUHUCTPATOP A0/KEH NpeaBapUTebHO
BK/IHOUUTb 3TY BO3MOXKHOCTb. CipaBa BHM3Y OT ee 3HauKa 3alMLLEeHHOM Nanku otobpaxaeTcs
Ma/ieHbKMUI 3HaYOK WuTa. Mpu 3aWmUTe COAEPHMMOro HUKAKUX AOMOAHUTEIbHbBIX OMNOBELLEHWUI He
nossnnerca. Mpu nepemeLleHnmn 31eMeHTa 13 3aLMLLEHHOIM NanKky 418 Hero He npeanaraerca
BKOUYUTD 3aLUMTY (€CIM TONbKO Bbl HE MbITa€TECH MEPEMECTUTb €0 B OKHE MPOCMOTPa NOMUCKa).

3awmTa nanku

YT106bI 3aLMTUTb NaMKy, BbIMNOJHUTE YKa3aHHbIE HUXKe AeNCTBUS.

1 UWenkHute no nanke npaBoi KHOMKOM MbiWW, U BbibepuTe NyHKT CBOICTEA.
2 Ha BKknaake O6uime yCTaHOBUTE GNAXKOK 3aLUTUTD COAEPIKMMOE ITOU NanKu OT aBTOOUUCTKU.

3 Haxkmwute KHONKy OK.

3awuTa anemeHTa

YT106bI 3alWUTUTb INNIEMEHT, BbINO/IHUTE YKA3aHHblE€ HUXKE AeﬁCTBMﬂ.

1 UWenkHnTe anemMeHT NpaBoi KHOMKOWM MbILK.

2 UenkHuTe 3awmTuTb OT aBTOOUMUCTKU.

yﬂpaBl'IEHVIe CNMNCKAaMMU 3/1eMEeHTOB B nNanKax

B cneayowmx pasgenax Bbl y3HaeTe, Kak ynpasasaTb CNIMCKaMM 3/1IEMEHTOB BHYTPU Marok.

+ "Wcnonb3oBaHWe MeTOK rpynn anda nanku" Ha ctp. 75
+ "MpeaBapuTeNbHbIN NPOCMOTP COObLLEHMI AnA nanku" Ha cTp. 75
+ "Ucnonb3oBaHue cTon6U0B" Ha cTp. 75

~n

+ "MepemelleHure 1 CBA3bIBaHME 3N1€MeHTa C ApYroi nankoi" Ha cTp. 76

+ "M3meHeHne napamMeTpoB YTeHUs anemeHTa" Ha cTp. 77
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Ucnonb3oBaHMe meTOK rpynn agna nanku

MeTKK rpynnbl yNnopsaao4MBatoT CMCOK 3/1eMEHTOB C YYETOM TUMa OTOOParKaeMblX 3/1EMEHTOB.
Hanpumep, B NOYTOBOM ALLMKE METKM Fpynnbl pa3rpaHMUYnBalOT SN1€MEHTbI C Y4eTOM AaTbl UX
nony4yeHus.

1 UWlenkHuTe No nanke npaBoi KHOMKOM MbiWW, U BbibepuTe NyHKT CBOICTEA.

2 MNepenguTe Ha BKNaaKy OTobparkeHue.

3 BblbepuTe MoKasbiBaTb METKM rpynm.

4 Haxmunte KHonky OK.

YT06bI Pa3BEPHYTb UM CBEPHYTb METKM FPYNM, HAXKMWUTE 3HAYOK + WU - PALOM C METKOMN.

MpepBapuUTENbHbI NPOCMOTP COObLWEHMIA ANA NANKK

B pexxume npensapuTenbHOro NPOCMOTPa 0TObparkaloTca ABe CTPOKMU coobleHmaA. HacTpouTb
YMC/I0 NOKa3blBaeMbIX CTPOK He/b3s.

1 UlenkHWUTe No narnke NpaBoi KHOMKOM MblliK, U BbiIbepuTe NyHKT CBOIMCTBA.

2 MMepeiguTe Ha BKNagKy OTobpaskeHue.

3 BbibepuTe MNpegsapuUtenbHbiii NPOCMOTP coobLieHuUs.

4 Haxmunte KHonky OK.

Mcnonb3osaHue cTtonbuos

CnWCOK 3N1eMEHTOB B MamnKe COAEPHKUT HECKOIbKO cToN6L0B. Kaxabii ctonbel, otobpakaeT
MHPopmaumio 0b anemeHTax cnncka. B HUX, Hanpumep, oToBpPaXKaroTCA TeMbl COOBOLEHUIA, AATbI U
Apyras uHpopmauma. Habop cTonbLOB ANA KaxKAO0M Nanknu MOXKHO HACTPanBaTb OTAENbHO.

+ "MepemelleHune cTtonbua" Ha ctp. 75

+ "M3meHeHune pasmepa ctonbua" Ha cTp. 75

+ "[NlobaBneHune ctonbua" Ha cTp. 76

+ "CopTtupoBKa no ctonbuy" Ha cTp. 76

+ "YnaneHue ctonbua" Ha cTp. 76

NepemeweHune ctonbuya

MNepeTawmrte CTOI'I6€LI| B HOBOE€ pacCnojioXeHNe B 3arozioBKe CTOI'I6LI,a.

COBET. MOXXHO TaK:Ke LLeNKHYTb NPaBoi KHOMKOM No 3aro/IoBKy cTon16u,a, BbiIbpaTb NYHKT Bce
cronbubl, B none BoibpaHHble cTonbLbl WENKHYTb M0 UMEHK cTonbLa, a 3aTeM HaXKaTb KHOMKY BHU3
Unn Beepx.

N3meHeHue pa3mepa cTonbua

MepeTalmTe Kpai 3aronoBKa ctonbua, YTobbl YBENYUTD MW YMEHBLUNTL LWMPUHY cToNOLa.
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Dob6aBneHune cronbua

Y106bl 406aBUTL CTONGEL, BbINOHUTE YKa3aHHbIE HUXKE AeCTBUS.

1 paBoi KHOMKOM MbILWW WENTKHUTE 3aro/I0BOK.
2 LUlenkHute ctonbel, KOTOPbIM HY*KHO A06aBUTD.
nnu
LlenkHuTe Bce ctonbupbl.

2a B cnucke [loctynHbie cTonbubl BblbepuTe 0AnH UK HECKONBKO CTONOL0B, 3aTEM HaxkMUTe
KHOMKYy [lo6aBuUTb.

2b C nomoubio KoMaHa Beepx 1 BHU3 OnpeaenTe noaoxeHme HoBblx cTon16108
OTHOCMUTE/IbHO CYLLLECTBYHOLLMX.

2c Ha)kmute KHONKy OK.

CopTupoBKa no cronbuy

Ana copTMpoBKM No CTO/'I6Ll,y BbINMNO/IHUTE YKa3aHHblIE HUNXKe AeﬁCTBMFI.

1 BbibepuTe nanky, B KOTOPOW Bbl XOTUTE COPTUPOBATL S/IEMEHTbI.
2 lWenkHuTe BnaHk > MapameTpbl oTobparkeHus > COpTUpPOBKaA.
3 B noJsie cnucka LWefKHUTE CBOMCTBO 3/IeMEHTA, N0 KOTOPOMY XOTUTE MPOBECTU COPTUPOBKY.
4 llenkHuTe Mo Bo3pacraHuio, YTobbl cOpTUpOBaTL OT A A0 f.
nnum
Haxkmute Mo yb6biBanmio, YToObI OTCOPTUPOBATL OT A A0 A.

5 Haxkmute KHONKy OK.
[na copTUPOBKM COAEPHKMMOIO CMMUCKA COOBLLEHNA MOMKHO TaKKe LLLE/IKHYTb 3aro/IoBoK cTon6ua.
[na nsmeHeHUs NnopaLKa COPTUPOBKM Ha 0BPaTHbIN CHOBA LLLESIKHUTE 3arosI0BOK CToN6La.

YpaneHue ctonbua

Y10bbl yoanuTb ctonbel, nepeTallmMTe €ro 3aro/I0BOK 3a Npeaesibl naHeau cTonbuos.

MepemelueHune u cBA3bIBAHUE 3/IEMEHTA C APYroi Nankou

Mpun nepemereHnmn c006u.|,eHv1e B nanke 6ep8TCﬂ M3 O4HOro mectonosiIoxKeHnA N NoOMeLllaeTcAa B
Apyroe. Korga Bbl cBA3bIBaeTe COO6LLI,eHVIe C NanKoW, 3TO 3HAYUT, YTO COO6LLI,eHMe BCe euwe
HaXoAuUTCA B Ha4a/IbHOM MECTONO/I0XKEHNN, HO NMOABNAETCA TaKXKe U B HOBOM nanke. Mpwn
Mn3MeHeHnn CBA3aHHOIo COO6LIJ,eHVIﬂ B OLI,HOI‘/‘I Nnanke OHO TaKXe MeHAETCA B OCTa/IbHbIX NManKax.

3AMEYAHME. B GroupWise Mobility, GroupWise Web n GroupWise WebAccess cBsizaHHble
3N1eMeHTbl He NOoAAEPHKMBAOTCA. B HUX 0TOOParKaeTcA TOIbKO UCXOAHbIM 31EMEHT B
cooTBeTCTBYytoLWel nanke. Ecan Heobxogmmo obecneynTb BO3IMOKHOCTb MPOCMaTPUBaTb
onpeaeneHHble 31eMeHTbl A1 HECKO/IbKMX NONb30BaTeNen, MPU MCNONb30BAHMM YKa3aHHbIX
KOMMOHEHTOB, PEKOMEHAYETCA CO34aTb COBMECTHO MCMNO/Ib3yeMYHO NankKy, NpeasocTaBUTb 4OCTYN K
Hel BCeM No/Ib30BaTENIAM M MOMECTUTb B HEE COOTBETCTBYIOLLNIA SEMEHT.
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MNepeTawmnTe anemMeHT U3 CMUCKA 3/IEMEHTOB B HYXXHYIO Nanky.

YT106bI YAaNUTL cOObLLEHME M3 BCEX MAMOK, C KOTOPbIMM OHO 6bl/I0 CBA3AHO, U NOMECTUTb ero
TO/IbKO B O4HY MankKy, Npu nepeTackMBaHMM COOBLLEHNA yaepKMBaATE KNaBuwy Alt.

YT06bI CBA3aTb COOBLLEHME C NANKOW, NPU Ero NepeTackMBaHMM yaepKuBaiTe Knasuwy Ctrl.

COBET. MOXHO TaKe LWe/IKHYTb 3/1eMEHT, NoCc/ie0BaTe/IbHO BblOpaTb NyHKTbI MpaBka >
MNepemelieHure/cBa3b ¢ nankamu, BbiIOpaTb Nanku AnA nepemeLLeHns UaK CBA3bIBAHMA C 31eMEHTOM
W HakaTb KHOMKY MNepemectutb Man CeaAsatb. Bbibepute Yaanuthb crapbie cCbiku ANA YoaNeHns
CO0bLLEHMA N3 BCEX MAMNOK, C KOTOPbIMW OHO BbINI0 CBA3aHO, U MOMELLLEHMA ero B BblIOpaHHYIo Nanky.

Ecnm nepemeu.l,aeMblﬁ 3/1IEMEHT — NaMnkKa, U B HOBOM MeCTe pa3mMmelleHNA yKe eCTb Nanka C Takum
e UMeHeM, OTKPOEeTCA Ananorosoe OKHO, B KOTOPOM MOXXHO U3MEHUTb UMA I'IepEMGU.I,aEMOI\/‘I
nanku.

Mpun yoaneHnn opurmHanbHOro aeMmeHTa ero Konum CoOXpaHAKTCA B APYrux rnankax.

N3meHeHWe NnapameTpoB UTEHUA 3/IEMEHTA

OTOGpa)KEHVIe Mankn MOXXHO HAaCTPOUTDb Tak, 4yTOObI NOKa3biBaACA I'IepBbI[;i HenpOHMTaHHbIVI nnn
I'IOCI'IE,D,HMI\;I I'IpO‘-IMTaHHbe;I anemeHT. O4HAKO ecnu B Nanke coaepPXKnTCA 60/bLLIOE YNCNOo 3/1IEMEHTOB,
0To6pa>1<eHv1e coaepXaHMA Nankn MOXeET 3aHATb HEKOTOPOE BpeEMA.

Y1060l BbIOPATL NApaMeTpbl YTEHUA A5 NaNKW, 3a4aHHble MO YMOYaHUIO, BbINOAHUTE ceaytowme
aencraus.

1 MNpaBoi KHOMKOM MblLUM LESKHUTE ManKy, KOTOPYH HYXKHO U3MEHUTb.

2 UlenkHuTe CeolicTBa.

3 Ha Bknagke O6uiee BbibepuTe BbibupaTh NepBblii HENPOUUTAHHbIM 3N1€MEeHT B Nanke npu ee
OTKPbITUMN.

Mpu oTmeHe BbIbOpa MepBblit HEMPOUYUTAHHDLINA 3/1IEMEHT NanKU NPU ee OTKPbLITUM B ManKe
oTobOparkaeTca NnocaeaHMUMN NPOYUTAHHbIN S1EMEHT.

4 Haxmunte KHonky OK.

HacTpoiKa napameTpoB oTobpaXKeHnA nanku

MapameTpbl 0TO6paXKeHMA NO3BONAIOT HACTPOUTL BHELLHMI BUA, 0TObparkaemoli B nanke GroupWise
MHbopmauun. Hanpmumep, raBHas nanka rno yMmo/ilYaHuio oTobparkaeT CNMCOK NanokK 1 pasanyHble
naHenn. 3T NapameTpbl coxpaHatoTcs B 6ase gaHHbIXx GroupWise, Taknm 06pa3om, OHU MOTyT ObITb
OOCTYMHbI Ha tlo60M KomnbioTepe. Bbl MoxeTe BblbpaTb NpeayCcTaHOBAEHHbIE MapaMeTpbl
0TO6paXKeHMA U3 CIMCKA MU HAaCTPOUTb CBOW COBCTBEHHDIE.
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O6wue cBegeHnA 06 OCHOBHbIX NapameTpax oTobparkeHus
nanok

COO6LLI,€HVIFI B MOYTOBOM ALUMNKE MOXKHO NPOCMATPMUBATb NO-Pa3HOMY B 3aBUCUMMOCTU OT NPUHLIMNA
cncrematmsaummn aaHHbIX.

1 HaxkmuTe KHOMKy MNMapameTpbl B NPaBOW BEPXHEN YacTM naHesniM HaBurauum U Bbibepute
Mapamempol omobpaxceHus ma nanku.
2 Bbibepute napameTp oTobparkeHMA B packpblBatoLemMca cnmcke OtobparkeHue.
MorKHo BbIbpaTb cieayoLmMe napameTpsbl:
* NHPopmaumsa
+ Llenoykun obeyKaeHua
+ [laHenun
+ KaneHpgapb
+ CnucoK 3aaaHum

3 [Ba)kabl WenkHuTe KHoMNKy OK.

UHdopmauums

NHbopmaLms BbIBOAWUT Ha 3KPaH CMMCOK coobLieHnin ¢ nHbopmaumein, BKAtoYatowen nons: Tema,
Oara, CC, BaxkHocTtb, Tun aokymeHta, [lata okoH4aHusa, Pasamep, Homep Bepcuu M mHOrmne apyrue.
NHpopmauma — 310 BHELWHWUI BUA MOYTOBOIO ALWMKA, YCTAHOB/IEHHbIM MO YMONYAHUIO.
JononHutenbHo o AobaBneHnn CToNOLLOB M U3MEHEHMM X MOpsAAKa CM. Vcnosib3oBaHuMe cToN6LOB

LlenouKa obcykaeHuna

Llenoyku obcy»KaeHMIN OpraHn3yoT COODLLEHUA 1 BCE OTBETbI Ha HUX B MEPAPXMUYECKOM NOpPAIKE.

Mo yMONYaHMIO B LienoYKe 0bCyKaAeHN 0TOBParKatloTCA TONbKO NOMYYEHHbIE 31EMEHTbI U
3/1IeMEeHTbI, KOTOPble HAaXoAATCA B Nanke. Bbl MoxeTe 406aBNATb B NanKy APYrue TUMbl 31eMeHTOB
A7 NPOCMOTPA B LIenoYKe 06CyKaeHnA.

MNaHenun

MaHenb NpeacTasBafeT coboi HaCcTPoeHHY 061acTb ¢ MHGopmaumen B cucteme GroupWise.
Hanpumep, B UCNonb3yeMon Mo yMo4aHUIo raBHOM 061acTM oTobparkaeTcsa naHe b
«HenpouynTaHHble cO0bLEHNA», B KOTOPOI OTOBpaXKatoTcA BCe HENPOYMTaHHbIE 3neMeHTbl. Jpyrol
naHesiblo N0 YMONYaHMIO B IMaBHOM obnacTu saBaseTca naHenb « CNUCOK 3agaHunii». Ha naHenm
«CnncokK 3agaHunin» oTobparkatoTcsa anemMeHTbl U3 nanku « CNMcok 3aaaHniny.

Kak KaneHpgapb

Mpu NPOCMOTPE B perKMMe KaseHaapa oToBparkaloTcA BCe 3an1aHMpPOBaHHbIE 31EMEHTbI, KOTopble
COXpaHeHbl B onpeaeneHHoM Nanke. 3To MOXKeT NOHaZ0bUTbLCA, eCnn Bbl 06beanHAeTe
MEPONPUATUA U ApYyrue coobLLEeHNA ANA NPOEKTa B O4HY Nanky.
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Kak cnucok 3agaHuit

B 61aHKe «KaK CnMCcoK 3aaHnii» B BEPXHEN YacTM CNMCKa 3/1IeMEHTOB OTobpaXkaeTca ob6nacTb
3a/iaHuM, rae 13 CNMCKA 31eMEHTOB MOXHO CO34aBaTh 3a4aHuA. Kaxapblh an1eMeHT, nepemeLLeHHbIN
B 061acTb cNUCKa 3a4aHM, oTobpakaeTca ¢ pAarKKoM, C NOMOLLLI0 KOTOPOTO MOXKHO NOMeYaTb
3aBepLIeHHble 334aHKA. B anemeHTax cnMcKa 3aaHuni Bbl MOXKETE YKa3aTb AaTbl OKOHYaAHUS,
NPUOPUTETBI U T. 4. INEMEHTbI, MOMELLEHHbIE B 06/1aCTb CNUCKA 3a4aHWIA, TaKKe 0TObparkatoTca B
nanke «CN1cok 3aZ,aHnii» B CMUCKe Nanok.

JonofHUTeNbHO O CO34aHMNK CMIMCKA 3aZlaHni CM. B pa3aene HasHayeHune 3agaHus.

N3meHeHMe u yganeHue napameTpos oTobparkeHUa nanku

Bbl MoOKeTe U3MEHUTb MMSA, KOTOPOe OTO6pPaXKaeTCA B pacKpbIBaloWEeMcA cniMcke OTtobpaxeHue,
NCTOYHUK 3/1EMEHTOB B Narnke, oTobparkeHne CToN6LOB 1 MOPAJOK COPTUPOBKM 31EMEHTOB B NarkKe.
MapameTpbl oTO6paXKeHWA 3a4at0TCA Ha YPOBHE Nanku. YTobbl MCNOIb30BaTb OAHU U Te XKe
napameTpbl OTOBPaKeHUA AN HECKONbKMX NANOK, COXpaHMTe NapameTpbl oTOBpaXKeHUs, a 3aTem
MCNoNb3yiTe UX ANA APYIMX NANOK.

1 HaxkmuTe KHOMKy MNapameTpbl B NPaBOW BEPXHEN YacTW naHesiM HaBurauuu U Bblibepute
Mapamempol omobpaxceHusa ma nanku.

2 B packpblBatolLemca cnucke Mms napametpa Bbibepute NnapameTp oTobparkeHUs, KOTopbIi Bbl
XOTUTE U3MEHUTb.

BHecuTe HEOGXOAMMbIe U3IMEHEHUNA NAapPaMETPOB OTO6pa)K6HVIFI B ANaNoroBom OKHe.

4 HaxKmuTe KHOMKY COXpaHUTb Kak, U3SMEHUTE MMSA NapameTpa OTODParKeHUs, 3aTeM HaxkmuTe
KHoNKy OK.

YT06bI YyAaNUTb NapaMeTp OTObpaXKeHNa Nanku, BbiIbepuTe ero U HaxKMUTe KHOMKY Yaanutb.

6 LlenkHute OK.

CoxpaHeHue napameTpoB oTobparkeHuUs

Mocne HacTPOMKKN HeobxoaMMbIM 06pa3oM NapamMeTpbl OTOBPaXKEHMA MOXKHO COXPaHUTb ANA
JanbHenwero ncnonb3osaHuA. MapameTpbl 0TobparkeHNA coxpaHatoTcA B 6ase AaHHbIx GroupWise,
Taknm 06pasom, OHM MOryT BbITb JOCTYMNHbI Ha 1I0O6OM KOoMMbloTepe.

Y106bl COXpaHUTb NapameTpbl 0OTObparkeHUs, Nocnea0BaTe/IbHO Bblbepute NyHKTbl Bug >
NapameTpbl 0TO6parkeHusa > COXpaHUTb TEKYLUME.

Bbi6op coXxpaHeHHbIX NapameTPoB OTO6paXKeHMa nanku

Bbl morKeTe BbIBUPaTb PasnnYHble NPeayCTaHOBAEHHbIE NapaMeTpbl OTOBPaXKeHUA B CrincKe
COXpaHEeHHbIX MapaMeTpPOoB OTOBPaNKeHMA.

1 UWlenkHute npaBoi KHOMKOW MbILM NO Nanke 4158 U3MeHeHMsA NapameTpoB 0TobpakeHus, a
3aTem BblbepuTe NyHKT CeolicTea.
2 MNepenguTe Ha BKNaaKy OTobparkeHue.

3 B packpblBatoLLemca cnucke HaseaHune napametpa Bbibepute Ha3BaHMe NapameTpa
oTobpaxkeHus.
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4
5
6

(HeobasaTenbHo) BeegumTe onucaHue nanku.
3apaiiTe ocTaBlUMeECA NapaMeTpbl HY>KHbIM 06pasom.

HaxmuTte KHonky OK.

OTnpaBKa napameTpa oTobpaxkeHus

MapameTp oToBparkeHUA MOXHO OTNPaBUTbL afpecaTy B Ka4ecTBe NpuKpenieHHoro daina no
371eKTPOHHOM noyte. Ecamn nonyyatenb ABAsAeTca nosb3osaTtesiem GroupWise, OH MOXeT
MMMNOPTUPOBATb 3TOT NapameTp, a 3aTeM BblbpaTb €ro U3 CNUcKa AOCTYMNHbIX NapaMmeTpoB
oTobpaxeHua. ITo MoXKeT bbITb NONE3HO, eCn, Hanpumep, TpebyeTcsa, UTobbl KoMNaHUA Umena
0b6LLMIA MaKeT Nanku «fnasHaa».

MapameTpbl OTOBPaNKEHNA OTNPABAOTCA B KAUECTBE NPUKPENIEHUIA C PaclUMPEHNEM . gws.

1
2

BbibepuTe nanky, 418 KOTOPO He0bX0AMMO OTNPABUTL NapaMeTpPbl OTOOpaXKeHus.
LLlenkHuTe Npocmotp > MapameTtpbl oTobpaXkeHUa > OTNPABUTb TEKYLLUNA.

CoobLueHNe 31eKTPOHHOM NoYTbl 0TOBPA3NTCA C MPUKPENIEHNEM, COAEPKALLUM NapameTpbl
oTObOparKeHus.

B none Komy BBEAUTE MMA NONb30BaTeNS, @ 3aTEM HaxMuUTe Knasuwy Enter. NMoBTopuTe 3TN
OEeNCcTBMA oA Apyrux nonb3osatenei. MNpu Heobxoanmoctn aobasbte nona Konua nnm CK,
HayKaB COOTBETCTBYIOLLME KHOMKM, @ 3aTeM BBEAUTE B 3TU NONA MMEHA NO/b30BaTeNeN.

nnn

YT106bI BbIOPATb MMEHA NO/Ib30BATENEN U3 CMIMCKA, HAXXMUTE KHOMKY AApeca Ha NaHenu
MHCTPYMEHTOB, ABa*KAbl WEJIKHUTE MO MUMEHU KaXK40ro no/sb3oBaTesid, a 3aTeM HaXkmute
KHoNKy OK.

YT106bl M3MEHUTb UMSA B None «OT» (Ha MMs APYro yYeTHOM 3anuncu Uan AOBEPEHHOro nua),
BblbepuTe NyHKT OT:, a 3aTeM BblbepuTe nms.

YKaxkute temy.
BeeauTte coobuieHue.

LLlenkHyB BKAagKy MapameTpbl 0TNPaBKKU, MOXHO YKa3aTb MHOIME NapameTpbl, Hanpumep
YCTaHOBUTb /1A 3TOr0 COOOLLEHUA BbICOKUI NPUOPUTET, 3aNpPOCUTb OTBET OT NoJly4aTenen u T.
a.

LLlenkHUTe OTNpaBUTL Ha NAHENN UHCTPYMEHTOB.
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MmnopT napametpa oTobparkeHus

MapameTp oTobparkeHnsa GroupWise MOXHO MMMNOPTMPOBATL C APYroro Komnbtotepa GroupWise
Oarke 6e3 NnoaKNYEHMA K HEMY. ITO MOXKET BbITb NOIE3HO, eC/n, Hanpumep, TpebyeTtcs, YTobbl
KOMMaHMA nmena obwuii maket obnactm «ObLiee».

[NnAa BbINONHEHUI AaHHOM onepaunmn HeobxoauMo NPUKPENeHNe K COOBLLEHUIO, coaeprKallee
daiin c paclumpeHnem . gws.

1 UlenkHuUTe NpaBoi KHOMKOM MbILWW NPUKPENIEHWNE C NapameTpamm oTobparkeHns GroupWise B
COOTBETCTBYIOLEM COOBLLEHUMU.

2 lllenkHute UMnopT napameTpos oTo6parKeHus.

MapameTp oToOparkeHUa A06aABUTCA B CMMCOK AOCTYMHbIX MAapamMeTPoB OTOOpaKeHus.
CBefneHuna o BbIbope napameTpoB 0TobparkeHUs CM. B pasaesie Bbibop coxpaHeHHbIX
napameTpoB OTObparkeHUs Nanku.

KonupoBaHue napameTpoB oTo6paXKeHMA nanku

GroupWise no3Bo/IAE€T KONMPOBATb NAapPaMeTpPbl NANoOK B Apyrue nanku. Bol moxeTe cCKoNnMpoBaTb
HECKO/IbKO MapameTpoB OoTobpaxKeHUA ANA HECKOMbKMX NANoK. TaKKe MOXKHO KONMMPOBaTb
napameTpbl 0TO6PaXKeHMA NanKM 418 BCEX BNOXKEHHbIX NanoK MaM NanokK Toro e Tuna. Hosble
nanKM aBTOMATUYECKMU HAcNeaytoT NapaMeTpbl OTOBParKeHUA POAUTENBCKOMN NAMKW.

MopAAOK KONMPOBAHUA NapPamMeTPOB Nanku

1 OtkpoiTe MNapameTtpbl oTobpaxkeHUs NANKM B MEHIO MApPamMeTPOB B MPAaBOM BEPXHEM YIAy.
2 Bbibepute anemeHT NMpumeHUTb K ApYrum narnkam.

3 BbibepuTe NapameTpbl, KOTOpPbIE Bbl XOTUTE KONMPOBaTb. Mpu BbIBOpE NapameTpsl
BblAENA0TCS.

4 Bbl6€pMTe, cnenyeTt im KonnpoeaTb NapaMeTpbl ANA BCeX A0YEPHUX NMNANOK, BCEX MAaNOK TOro e
TUNa, NI yKaxXnUte nanku Bpy4vHyto. 3atem wWenkHute KHOMKY MpumeHuTsb.

Obwme cBeaeHMA 0 NanKax pe3ynbTaToB NOUCKA

ManKa pe3ynbTaToB NOWMCKA — 3TO Narnka, B KOTOPOK 0TObpakatloTcA pe3ynbTaTbl NOMCKOBOTO
3anpoca. lMpu oTKPbITMKM 3TOM Nankm GroupWise NpoBepsAET KpUTepPUM NOUCKa, onpeaeneHHble Ana
nanku, BbINOMHAET MOMCK BCEX YKa3aHHbIX 3/1EMEHTOB M 0TobparkaeT pesynbTaThbl B CNUCKe
anemeHToB. C 31emeHTaMM B MarnKe pe3sy/bTaToB MOMCKA MOXHO BbIMO/HATDL TE 3Ke AeWCTBUA, YTO U B
APYrux nankax: OTKPbIBaTb, MepechblaaTh, NeYaTaTb, KONMPOBaTb, NepemMeLlaTb UK yaaNATb.
McxoHbIN 31eMEHT XPaHUTCA B Narnke, rae oH 6bla Hal4eH NPy NOUCKe. 34eCh TaKKe MOXKHO
BbINO/IHATL C HUM Ntobble AENACTBUA. ITO 03HAYAET, YTO €C/IN 3NIEMEHT ByAeT NepemeLLeH Uam
y4aneH u3 nanku pesynbTaToB NOWCKa, TO OH ByAeT yaaneH M3 CNUCKA 3N1EMEHTOB U U3
OPUrMHANBLHOTO MECTOMO/IOKEHUSA.

Manky, B KOTOPOI HaXxOAMUTCA 31IEMEHT, MOYKHO YBUAETb, €C/IM OTKPbITb NanKy pesy/bTaToB NOUCKa M
NPOCMOTPETL CTON6LbI MHPOPMALMK, PACONOKEHHbIE B CMUCKE anemeHToB. CTonbel, «Manka»
oTo6parkaeT MeCcTo XpaHeHMA KaxKa0ro 31eMeHTa.
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MOHO co34aTb COBCTBEHHbIE NAMNKN « Pe3ynbTaTbl MOMCKA» M ONpeaennTb HeobXxoanmble KpUTepUU
MOWCKa, HanpMmep BCe NUCbMa C ONpeaeNeHHOro agpeca Uam Bce NUCbMa € onpeseneHHbIM
CnoBoMm B cTpoKe «Tema». MOXKHO TaK»Ke co3aaTb NanKky «Pe3ynbTaTbl NOMCKa», B KOTOpoON byayTt
oTo6pakaTbCA BCE HEMPOYMTaHHbIE MUCbMA.

+ "Co3gaHue nanku pesynbTaTtoB Nomcka" Ha cTp. 82

+ "Co3gaHue nanku, B KOTOPOM oTobparkaroTca HeNpPoUnTaHHbIe NMcbMa'" Ha cTp. 83

Co3aaHMe nanKku pe3ynbTaToB NOUCKA

YT106bI CO34aTb Nanky pesynbratos MNoucka:

1 B cnucke nanok wenkHute ®aiin > Cos3pathb > Manka.
2 LlWenkHuTe MNManka pe3ynibTaToB rNoucka.

3 Yr1obbl cO34aTb NanKy «Pe3ynbTaTbl MOUCKa» C BalWMMM COBCTBEHHBIMU KPUTEPUAMU MOUCKA],
BblbepuTe NYHKT HacTpansaemas nanka pesynbTaToB MOMCKa U HaXKMUTE KHOMKy [anee.

nnn

YT06bI CO34aTb NanKy «Pe3ynbTaTbl NOMCKa» Ha OCHOBE NOWMCKa No 06pasLy, Bbibepute NyHKT
Hacrpaneaemas nanka noucka no o6pasuy U HaXKMUTe KHONKy [anee.

nnn

Ecnn Bbl XOTUTE MCNONb30BaTh PaHEe onpeaeNeHHYIo Nanky pe3y/1bTaToB NOUCKA B KayecTse
WwabnoHa Ana co3gaHnsa Nosib30BaTeIbCKOM Namnku, BbibepuTe NyHKT Manka npegonpeaeneHHbixX
pe3ynbTaToB noucka, Bbibepute npegonpeaeneHHyo nanky (Hanpumep, nanky
«OTnpaBieHHbIe»), BbIbepUTe NYHKT U3meHeHne npeaonpeseneHHon nanky pesynstatos
NoucKa, a 3aTeM Ha*XMuUTe KHoMKy [anee.

4 Bseaute Uma 1 onucaHue BalLen nankwu.

Haxknmana KHONKn Beepx, BHK3, Bnpaso nan Baeso, NOMeCTUTE NAMNKYy B HYXXHOE MeCTO CMKMCKa
NanoK 1 HaXXmute KHoNKy [anee.

6 YKaXkute KpUTEpPUM NOUCKA, KPUTEPUM NOUCKA NO 06pasLy nam MHGOPMALMIO ANA COOBLLEHNN,
KOTOpble HYXKHO HalTK.

7 Ecnu Bbl He XoTUTe, YTOBLI NpeaonpeseneHHas nanka pesyibTaToB NOUCKa 06HOBAANAChL
KayKAbli pas Npu ee OTKPbLITUM, CHUMUTE GNAXKOK UCKaTb HOBbIE 3/IEMEHTbI NP KaXKA0M
OTKPbLITUM NanKM.

8 Ha)kmuTte KHONKy [anee.

9 YKaxkute napameTpbl 0TOBpaKeHNA 418 3TOW NaMNKM U HAXKMUTE KHOMKY MoToBO.
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Co3aaHue nanku, B KOTOPOU O0TOBparKaloTca HenpoUYnTaHHbIe
nMcbma

O6bI4HO NanKku «Pe3ynbTaTbl MOMCKa» MCNOAL3YIOT, YTO6bl CO34aTb NankKy, B KOTOpPoi oTobparkatoTea
BCE HEeMNpoYMUTaHHbIE NUCbMa.

YT106bl CO3AaTb NanKy «Pe3ynbTaTbl MOUCKa», B KOTOPOI OTOBpPaXKatoTcA HENPOUYUTaAHHbIE MUCbMa:

1 UenkHute ®aiin > Co3patb > Manka.

2 BbibepuTte NyHKT MNanka pe3ynbTaToB No1cKa, a 3aTeM Bblibepute NyHKT Hactpauesaemas narnka
pe3ynbTaToB NOMUCKa.

HaxkmuTe KHOMKy [anee.

4 B none Uma yKaxXmMte MMA Nanku, Hanpmmep HenmpouuTaHHEIE SJIEMEHTH M HAXXMUTE KHOMKY
Oanee.

B none Uckatb B BbIOEpUTE BCE MAMNKK, B KOTOPbIX CNeayeT UCKaTb HEMPOUYMTaHHbIE NUCbMa.
6 LlenkHuTe PaclumpeHHbIN NOUCK.

7 B nepBOM pacKpbIBaOLWEMCA CMCKe BblbepuTe CoctoaHMue cooblueHns; BO BTOPOM
PacKpbIBalOLLEMCS CNUCKe BblbepuTe He BKAOYaET; B TPETbEM PACKPbLIBAIOLLEMCS CNNCKE
BblbepuTe MpouteHo.

8 Ha)kmuTte KHonKy OK, a 3aTem HaXXKmuTe KHOMKu [anee u [oToso.

MUcnonb3oBaHMe COBMECTHbIX NAanNoK

B cneaylowmx pasgenax Bbl y3HaeTe 0 NPUHLMNAX COBMECTHOTO 4OCTyNa K Nankam M Hay4yuTecb ero
HacTpauBeaTb.
+ "Obwme cBeageHMA O COBMECTHO MCMNO/Ib3yeMblX Nankax" Ha cTp. 83

+ "COBMECTHOE C ApYyrMMM NONb30BaTENAMM UCMONb30BAHNE CYLLECTBYHIOLLEN NaMNKW AKX AepeBa
nanok" Ha cTp. 84

+ "Co3gaHue nanku ans COBMECTHOroO MCMoJib3oBaHMA" Ha cTp. 85

+ "MoaTBeprKAeHME COBMECTHO MCNONb3yeMbiX Nanok" Ha cTp. 85

+ "OTnpaBKa 3n1eMeHTa B COBMECTHO MCNONb3yemyto nanky'" Ha cTp. 86

+ "MpocmoTp Uenoyek obcyKaeHnsa B COBMECTHO MCMo/ib3yeMol nanke" Ha cTp. 86
+ "Mepepnava npaB BAageHMA nNankon obuero gocrtyna" Ha cTp. 86

+ "YnaneHue nanku obuiero goctyna" Ha ctp. 87

O6wue cBeaeHMA 0 COBMECTHO UCNONb3yeMbiX Nankax

CoBMEeCTHO MCMo/b3yeman Nanka oTIMYaeTcs oT /Ilobol Apyroi NankmM B KAPTOTEKE TO/IbKO TEM, YTO
OHa JOCTYNHA A8 APYrUX Nob30BaTesielt M 0TObparXKaeTcs B UX KapToTeKax. Bbl MoxeTe co3gaBatb
COBMECTHO UCMOJIb3yeMble Marnku Uan HasHavyaTb B KAYECTBE COBMECTHO MCMOJIb3YEMBbIX JINYHbIE
nanku, y»ke MMetoLMeca B KApToTeKe. Bbl MoXKeTe onpenennTb, Kakme Nosb3osaTenn byayT UMeTb
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[OCTYM K COBMECTHO MCMO/Ib3yEMOI Narnke, U NpegocTaBUTb UM Pas/iMyHbie NpaBa gocTyna. Mocne
3TOro No/sb30BaTeNIN CMOTYT NOMELLATb COOBLLEHMA B TaKytO NankKy, NepeTackMeaTh B Hee daibl U
€034aBaThb LEeno4Ykn obeyKaeHus.

Mo ymonyaHuio BCce B/IOXKEHHbIe Mankn COBMeCTHO MCﬂOﬂb3yeMOVI Nankn aBTOMaTUHECKU
NpeaoCcTaBaATCA 1A COBMECTHOrO MCN0Ab30BaHUA. MaKCcMManbHOE KOIMYECTBO BIOXKEHHbIX
nanokK B OAHOﬁ COBMeCTHO MCI'IOHbBVEMOVI nanke coctasnaet 400.

MPUMEYAHME. Echun Bbl NpegocTaBnaeTe AOCTYN KO BCEM BAOXEHHbIM NanKam, TOJIbKO Bbl MOXKeTe
[06aBnATb Nanku obuwero AocTyna B AepeBo COBMECTHO UCMO/1b3yeMblX Nanok.

[lna coBMeCTHOro UCMONb30BaHMA HEAOCTYMNHbI TaKMe CUCTEMHbIE NAnKK, Kak «1oYToBbIN ALMKY,
«KaneHgapb», «lokymeHTbI», «OTNpaBieHHble», «CNUCOK 3a8aHnii», «KOHTaKTbI», «KapToTeKay,
«B paboTe», «HexenatenoHan noyta» n «KopsmHa».

Mpn nomeLeHN AOKYMEHTa B COBMECTHO MCNOJIb3yeMyto NanKky noab3oBaTesn C NpasBamm Ha 3Ty
nanky He MMEKOT NpPaB Ha PeOAKTUPOBAHNE 3TOITO0 AOKYMEHTA. Y106bI OHM MOMU OTpEeaaKTNpoOBaTb
AOKYMEHT, HEO6XO,£I,MMO npeaocTtaBUTb UM NMpaBa Ha peaaKTnpoBaHME JOKYMEHTOB C MOMOLULbHO
BKNagku CoBmecTHOe UCMNONb30BaHUE AOKYMEHTOB.

MNepcoHanbHble NANKU MOXKHO UCMO/1b30BaTb COBMECTHO C APYrMMM Nosib3oBatenamu. Nonyyatenam
coBMEeCTHO VICHOﬂb3y€MOl?1 nankun 6y,CI,ET OTnpaB/seHO onoBeweHe O TOM, YTO Bbl UCNOJIb3YyETE
narnky COBMECTHO C HUMMW. [1pn 3TOM OHM MOTYT NPUHATb NaAMNKy UM OTKA3aTbCA OT Hee.

B yaaneHHOM pexnme 1 B peXkume K3LNPOBAHHOIO NOYTOBOTO ALMKA U3MEHEHMA B 0OLIMX NanKax
OOHOB/IAIOTCA NPU KaXKA0M NOAKAUYEHUM K raBHOM cucteme GroupWise.

CoBmecTHOe C ApyrMmm noJsib3oBaTeNAMMU UCNO/Ib30BaHUe
cyliecTByloLleit Nanku Uamn gepesa Nanok

Ana HaCTpOﬁKM COBMECTHOIo nMCnoJ1ib30BaHUA CyLLl,eCTByPOLIJ,Eﬁ Nankun naun aepesa nNanok,
BbIMNOJ/IHUTE YKa3aHHbIE HNXKe AeVICTBMﬂ.

1 B cnucKe nNanok Le/IKHUTe NpaBoi KHOMKOM MblILLM MO Narnke, K KoTopoi TpebyeTcs OTKPbITh
£ocTyn, v BblbepuTe NYHKT COBMECTHOE UCMONb30BaHUE.
2 Bbibepute CoBMECTHOE UCMOJIb30BaHME C.

3 B nosie Mmsa HauHUTE BBOAUTb MMSA NONb30BaTENA UAN HAXMUTE KHOMKY AgpecHas KHUra Ans
BbiBOpa N0Nb30BaTENA B AMANOTOBOM OKHe Cenektop agpecos.

4 Korga B noJie NoABUTCA MMA NOJb30BaTesA, BbibepuTe KomaHay [o6asuTb, YTOObI MTOMECTUTb
ero B CnMcoK COBMECTHOro UCMO/Ib30BaHUA.

LLI,EI'IKHVlTe MMA NOJ1b30BaATENIA B NYHKTE CnnUCcoK COBMECTHOro UCno/ib30BaHUA.
6 BbibepuTe napameTpbl 4OCTYNa AJ/18 3TOro No/b30BaTens.

MosTopuTte deicTs. 3 [IencTB. 6 ANA KaXKA0ro NoAb30BaTeNs, COBMECTHO C KOTOPbIM XOTUTE
MCNo/ab30BaTb Nanky.

8 (HeobasatenbHo) OcTaBbTe pnaxKoK COBMECTHO MUCMOJIb30BaTh BCE B/IOMEHHbIE Narnku
YCTaHOB/IEHHbIM, €C/IN HYXKHO NPeLOCTaBUTb COBMECTHbIM AOCTYN TaKKe KO BCEM B/IOKEHHbIM
nankam COBMECTHO MUCMoJib3yemoli nanku. Monb3oBaTenu NosyyatoT Te e npasa 4ocTyna K
BNIOXEHHbIM NanKam, YTo 1 B POAMUTENbCKOM NankKe.
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NMPUMEYAHMUE. Ecan Bbl NpegocTaBaAeTe A4OCTYN KO BCEM BAOKEHHbIM NanKam, TO/IbKO Bbl
MorKeTe f06aBAATb NankM obLwero AoCTyna B 4EPEBO COBMECTHO MCMNOJIb3yeMbIX NAMOK.

HaxmuTte KHonky OK.

Ecnu Bbl XOTUTE, 4TObbLI NanKka umena 60see KOHKpeTHble QYHKLNM, MOXKeTe CO34aTb HOBblE
napameTpbl oTobparkeHma. Hanpumep, ecnm 3To nanka gns obwwmnx obeyaeHnin, Bam Heobxoammo
€034aTb NapameTp, C MOMOLLbO KOTOPOro coobueHns byayT oTobparxkaTbCs NO LEenoYKe OTBETOB, a B
cocTaBe oTobparkaemblx COOBbLLEHNIN ByayT NPUCYTCTBOBATb KaK MoJIyYeHHbIE, TaK U OTNPaB/eHHble
coobuieHua. LLlenkHnTe No nanke npaBoW KHOMKOM MbILLW, BbibepuTe NyHKT CBoiicTBa, @ 3aTeM —
OTobparkeHue.

Co3paHue nanku ana COBMECTHOro UCNob30BaHUA

YT106bI C034aTb Nanky A4na COBMeCTHOIro MCnosib3oBaHUA, BbINMO/IHUTE YKa3aHHbIE HUNXKE ,D,eVICTBMFl.

1
2
3

10
11
12

B cnucke nanok HaxXmute ®aiin > Co3path > Manka.
BbibepuTe NyHKT COBMECTHO MUCnoib3yemasn nanka U HaxmuTe KHonky [anee.
BBeauTe MmA 1 onncaHne HOBOM Namnku.

HaxXnmana KHoNKn Beepx, BHu3, Bnpaso nan Baeso, NOMeCTUTE NanKy B HYXXHOE MeCTO CNUCKa
NanoK M HaXXKmuTe KHonky [anee.

HauHnTe BBOA, MMeHM Nonb3osaTena B none Ums.

Korza B nosie NnoaBuUTCA UMSA NoJb30BaTenNs, BbibepuTe KomaHay Lo6asuTb, YTOBbI MOMECTUTb
€ro B CMMUCOK COBMECTHOrO UCMNO/b30BaHUA.

LLleNKHMTe MMA NOMb30BaTeNA B MYyHKTE CIUCOK COBMECTHOTO MCMO/Ib30BaHMUA.,
BbibepuTe napameTpbl 4OCTyNa 418 3TOro Nonb3oBaTens.

MosTopuTte deicTs. 5 [AencTB. 8 ANA KaXKA0ro Nonb30BaTeNs, COBMECTHO C KOTOPbIM XOTUTE
MCMoab30BaTb Nanky.

Haxkmute KHOMKy [anee.
YKaxuTe HeobxoaMmble NapamMeTpbl OTOBparKeHUs Nanku.

Ha*kmuTe KHOMKy loToso.

,ﬂ,OHOﬂHMTeanbIe cBeaeHunAa cm. B pasaene Mcnonb3oBaHMe COBMECTHbIX NAMNOK.

MoaTBep:KAaeHMe COBMECTHO UCNO0/1b3yeMbiX NANOK

Y1066l NOATBEPAUTL COBMECTHbIM AOCTYN K NankKe, BbINONHUTE YKa3aHHbIe HUXe AeACcTBuUA.

1

2
3
4
5

LenkHuTte «OnoBeLLeHMe O COBMECTHO VICI'IO/'IbBYEMOVI nanke» B NOYTOBOM ALMNKeE.

Noasutca COO6LLI,€HVIe, NnoKa3biBaouwee mMmAa Nanku, K KOTOpOﬁ Bam npenocrtaBuiv npasa
A0CTyna, a TaKXe Tun 3TuX npas.

HaxmuTe KHonKy Janee.

Mma nankun noacrasnaeTca no YMO/THaHUIO. N3meHUTe nma HYXXHbIM o6pa30M.

[na Bbibopa MecTa PacrnofioKeHUs Nanku UCNonb3ynTe KHOMKKU Beepx, BHu3, Bneso n Bnpaso.

HaxmuTte KHonky loToso.

Mcnonb3oBaHMA Nanok AnAa opraHnsaumm novYToBoro AuMKa
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OTnpaBKa anemeHTa B COBMECTHO UCNO/Ib3yeMyto NankKy

MNomelleHne anemeHTa B COBMECTHO UCMO/Ib3yeMyto Nanky:

1 YT106bl OTKPLITb COBMECTHO MCMOJIb3yeMYIO NanKy, LWEeAKHUTE ee B CIUCKEe Narnok.
2 LlWenkHute daitn > Hosbi > O6¢cyxkaeHmne/3anucka.

YT106bl NOMECTUTL INEMEHT APYrOro TMMNa, Hanpumep 3adaHune, NocneaoBaTesIbHO Bbibepute
NYHKTbl U3meHUTb > U3MeHUTb Ha U Bblbepute TUM 3/1eMeHTa.

YKaxute Temy.

3

4 BseauTe coobuieHue.

5 LlenkHuTte MNpukpenuts AN NpuKkpenieHma ¢annos.
6

HaxmuTe KHONKY MNomectuTb Ha NaHesIn MHCTPYMEHTOB.

YT0bbl OTBETUTb Ha YXKe CyLLecTBylolLee coobuieHMe B 0bLLel nanke, OTKPOUTE ero, HaxmuTe
KHOMKY OTBEeTUTL, BbiIDEPUTE NapameTpbl OTBETA U HaxKMUTe KHonKy OK. Cm. pasgen OTBeT Ha
Co0bLIEHME B COBMECTHO UCMO/Ib3YEMOM Narnke gas noay4yeHus 4onoaAHUTeNbHON MHPopMaL K.

MpocmoTp uenouek ob6cyKaeHNA B COBMECTHO UCMOJ/Ib3yemMou
nanke

YT106bI NMPOCMOTPETDL LLEeNOYKH O6CV)K,CI,EHMFI B COBMECTHO MCI’IO}'Ib3y9MOl7I nanke, BbIMONHUTE
YKa3aHHbl€ HUXKE AEl\/‘iCTBMﬂ.

1 B coBMEeCTHO MCMONb3yeMOon Nanke WenkHuTe Bug > Mapamertpbl otobpaxkenus > Lienouku
obcyaeHun.

2 YT106bl pa3BepHYTb UM CBEPHYTb LENOYKY OBCYKAEHNA, LLENKHUTE 3HAYOK — UAN +,
PaCMNONOMKEHHbIV PAAOM C MepBOHaYaNbHbIM 3/1eMEeHTOM 06CyKAeHMUA.

3 [ns nepexofa K ApyrMm Temam obCyKaeHuaA yaepKuBaiTe Knasumily Ctrl U UCNonb3ymnte
KJIaBMlM CO CTpPEeJIKaMM BJIEBO UM BIIPABO.

MNepepaua npas BAageHUa nankou obwero gocryna

YT10bbl NepeaaTtb NpaBo BAaLeHUA NanKoi obLiero A0CTyna, BbINOJHUTE YKa3aHHbIe HUXKe
nencrsums.

1 UlenkHuUTe No BbIOpPaHHbIM BOXKEHHbIM ManKam NpaBoi KHOMKOW MbILLK U BbiIbepute KomaHay
CoBmecTHOE UCnonb3oBaHue.
2 BbibepuTe MNepepatbh Npaso BAaAEHUA.

3 BbibepuTe HOBOrO BAagebla 06LLen Nankn, CMeHUTE TEMY U COODLLUTE O TOM, XOTUTE JIN Bbl
COXPaHMUTb CTaTyC y4acTHUKa.

Mocne HaxKaTusA KHOMKK OTrpaeuTb HOBbIW Blagenel, Noay4mT yBeaoM/IeHME O
npenocTaBiAeHNM eMy NpaBa BAaaeHusa obLueit nankomn.
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YpaneHue nanku obuwiero gocryna

Y1060l YOaNANTb 0OLLYIO NanKy:

1 MpaBoi KHOMKOM MblLUM LENKHUTE ManKy.

2 BbINnonHUTe KOMaHAyY Yaanutb.

3 WenkHute Aa.
Mpw yaaneHnn nanku, 4OCTyn K KOTOPOWN NpesoCcTaBUAN Bam, OHa yAaNAEeTCA TO/IbKO U3 Ballero
no4ToBOro AwmKa GroupWise. Ha Bcex Apyrmx nonb3oBatenen 3ToT npouecc He BamaeT. Og4HaKo

eC/in A0CTYyN K nanke Agna CoBMeCTHOro ncnosib3oBaHMA npeaoctaBuin Bbl, yaaneHume 3TOW Manku
npueeaeT K ee yaaneHUo Ny BCex OCTa/ibHbIX nosb3oBaTenen.
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Ucnonb3oBaHue naHeneu ans
CUcTemaTm3aLmm rnaBHOM Nanku

MaHenn no3BoNAT oTobparkaTb HECKONBbKO 0b61acTelt B 04HOM HAacTpoeHHoM baHKe. Jliobyto
nanKky MOXHO 0To6pPasnTb Ha NaHenu. Ha naHenn MOXKHO TaKkKe 0TObpPasnTb agpPeCcHYO KHUTY Uan
Beb-CTpaHuLy.

~

+ "OnucaHue naHenei" Ha cTp. 89

+ "M3meHeHune pasmepa naHenn" Ha ctp. 89
+ "MepemeweHne naHenn" Ha ctp. 90

+ "Hactpo#ka naHenun" Ha cTp. 90

+ "Co3pgaHue HoBoM naHenun" Ha cTp. 90

+ "YpnaneHue naHenn" Ha ctp. 91

+ "JKCNopT M MMMNOPT NapameTPOoB rMaBHoOM obnactu" Ha cTp. 91

OnucaHue naHeneu

MaHenb NpeacTaBnAaeT cobo HaCTPOoeHHY obnacTb ¢ MHGopmaumen B GroupWise. Hanpumep, B
NCNo/ib3yemol No yMoA4YaHUto raBHoM obnacTn otobparkaeTca naHenb «HenpoymTaHHbIe
coobLIeHNAY», B KOTOPOK 0TOBParKaloTCA BCE HEMPOUYUTAHHbIE 3NeMeHTbI. Jpyroit naHenbto no
YMOIYaHUIO B raBHOM obnactu asnsetca naHenb «CNMcok 3agaHuii». Ha naHenn «Cnucok
3agaHni» oTobparkatoTca aiemMeHTbl M3 Nanku «CNMCOK 3a4aHUNY.

MaHenn MoryT co34aBaTtbhCa 418 oTobpaXKeHUs pa3HoobpasHol MHGOPMALLMU: OT HEMPOUYMTAHHbBIX
cooblueHnit g0 cBOAHOrO KaneHaapa. NpeasapuTenbHO OnpeaesieHHbI CNMCOK NaHenen yxe
CO3/4aH, HO Bbl TAKXKe MOXKeTe C034aBaTb COBCTBEHHbIE HAacTPpanBaemble NaHenu.

M3meHeHUe pa3mepa naHenwu

MozKeT NoTpeb0oBaTbCA M3MEHUTL BbICOTY NaHeAn, 4Tobbl Ha Hel oTobparkanocb 6onblue Un
MeHblUe cBeaeHMiA. YTobbl UI3MEHWUTL BbICOTY NaHeNU, NEPEMECTMTE YKa3aTe/lb MbILIN K ee BepXHeW
Kpomke. Koraa oTobpasuntca 3Ha4YoK M3MeHeHUs pasmepa, NepeTaLlmTe yKasaTelb Mbillv BBEPX MU
BHU3.

COBET. YT06b!I NaHeb He Bblia NpUBA3aHa K rpaHMLam CToNbL0B M OXBaTbiBasia BCe CTONOLbI,
LLEeNIKHWUTE NO CTPe/IKe PacKpbIBaloLLEroca MeHIo U Bbibepute NyHKT OxBaTnTb BCe CTONBLbI.
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NepemewieHue naHenwu

MNepemeleHne naHenu:

1 lNomecTuTe Kypcop B 3aro/I0OBOK NaHeNun, a 3aTem nepeTtalLnTe NaHesb B Apyroe mecTo.

2 Y1060 YMEeCTUTb NaHe/lb B HOBOM PACMNOJ/IOXKEHUUN, USMEHUTE Pa3MepPbl COCeaHUX naHeneu.

CM. TaKKe HacTpolika naHenu.

HacTpoiKa naHenm

YT06bI HACTPOUTH BHELLIHWUA BUA NAHENW, BbINOSHUTE YKa3aHHbIe HUXKE AeNCTBUS.
1 Ha)XmuTe KHOMKy MNMapameTpbl B NPaBON BEPXHE YacTW naHenu Hasurauum U Bbibepute
Mapamempol omobpaxceHua ma nanku.
2 BbibepuTte NyHKT MaHenu M3 pacKpbiBalOLLLErocsa crnucka OtobpaskeHue.
LlenkHuTe HactpouTb naHenw.
4 YKaxuTe, B 04HOM, ABYX UM Tpex cTonbuax byayT oTobparkaTbCsA NaHeNu.
BbibMpasa napameTp Tpu uam 6onee ctonbLoB, YKaXKUTE YNCAO CTONOL0B B Nosie cronbubl.

5 BbibepuTe nmetoLmeca naHenmn B CNMCKe UAn WenkHuTe Cospath naHenb ANA CO34aHUA
cobCcTBEHHbIX NaHeneun.

6 Haxkmute [Lob6asutb psiAOM CO CTOIOLOM, B KOTOPOM A0/KEH OTOOPaKaTbCA BbIOpaHHbIN
cTonbeu,

7 (HeobssatenbHo) C nomoLbio KHOMOK Beepx 1 BHU3 BbiGepurTe NONOMKeEHWe A1 cTonbua.

8 HaxmuTte KHonky OK.

Co3paHMe HOBOM NaHenu

Y106bl CO34aTb NaHeNb, BbIMOJIHUTE YKa3aHHble HUXKeE AeNCTBUA.
1 LlenkHuTe no cTpenke pacKkpbIBalOLWEroca CNMcKa naHenel, 3atem BblbepuTe NyHKT [Lob6asuTb
naHenb.
2 lWenkHuTte Co3patb naHesb.
BeeguTte Mms co3gaBaemoit naHenn B none Uma HoBOM naHenu.
4 BbibepuTe nanky nav Beb-cTpaHuLy Ana oTobpaxKeHUs Ha NaHenu.

Ecnu BbibpaHa Nanka, WeaKHUTe NyHKT CMeHuTb nanky, YTobbl BbIbpaTb Nanky gan
oTOBparKeHUA ee COAEPKUMOTO.

nnm
Ecnu Bbl BbIBpanu Beb-cTpaHuLy, BBeante ee URL-agpec B none BoibpaHHas Beb-cTpaHuLa.

5 BbibepuTe HyXKHbI MapamMeTp OTObpaXKeHMA U3 PacKPbIBAOLWErocs Crucka Boibepure
napameTpbl oTo6parkeHus.

Kanengapb: MaHenb oTobparkaeTca Kak rpadpuyecknin KaneHaaps.

NHpopmauuma: OTobparkatoTca cBegeHUA 06 anemMeHTax naHenu.
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Llenouka obcyxaeHua: pynnmMpyeT B COOTBETCTBUM C LLIENOYKaMM 31EMEHTbI NaHenun.
CnucoK 3agaHuii: OTobparkaeT NaHeNb Kak CNUCOK 3a4aHuiA.
nnm

LLlenkHUTe [ononHutenbHble napameTpbl oTobpaxkeHus, YTobbl BbI6PaTb 4ONONHUTENbHbIE
napameTpbl 0TobparkeHus.

6 (HeobnasatenbHo) LenkHute ®unbtp, 4Tobbl 406aBUTL K NaHenn GUAbTp.

7 HaxmuTe KHonKy OK, a 3aTemM — KHOMKY [lo6aButb, 4TOObl 0TO6PAsnUTb NaHeNb.

YpaneHue naHenu

YT106b! YAANUTb NaHENb, LLEKHUTE NO CTPEIKE PAaCKPbIBAOLLLErOCA CMMCKA NaHeNen, 3aTem HaxKmuTe
KHOMKY 3aKpbIThb.

JKCNOPT M UMNOPT NAPAMETPOB [N1aBHOU 0bnacTu

Kak 1 napameTpbl oTobpaxeHua Nanku, NnapameTpbl 0TOBPaKeHUs rMaBHOM 061aCTM MOXKHO
OTNPaBUTb APYrMM Nosib3osaTenam GroupWise. AHaNOrMYHO MOMKHO MMNOPTMPOBATL NapameTpbl
oTobparkeHWA rnasHol 06aacTu, NpUcAaHHbIE Bam MO 31EKTPOHHOW noyTe.

[ononHutenbHble cBeaeHMA 0 cnocobax aKCnopTa NapameTpoB rMaBHOM 061acTy cm. B pasaene
OTnpaBKa NapameTpa oTobpaxKeHus.

[ononHuTenbHble CBEAEHMA O CNOCOHAX MMNOPTA NAPAMETPOB INMAaBHOM 06/1aCTN, MPUCAAHHbIX NO
3N1EKTPOHHOWM NoYTe, CM. B pasgesne MimnopT napameTpa oTobparkeHus.
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UHTerpauuna KoHdepeHumnin Zoom

Ecnm Bawa opraHm3sayma ncnonb3yet Zoom U y Bac y¥Ke eCTb NoJ/Ib30BaTe M € y4EeTHbIMW 3aNncaMu

Zoom nnbo Bbl TONbKO cobMpaeTech NCMOIb30BaTh 3Ty NAATGOPMY, Bbl MOXKETE MHTETPUPOBATL 3Ty
nnatdopmy ¢ KnneHtTom GroupWise 1 NaHMpPoBaTb KOHGEPEHUUM ZOOM TaK }Ke, KaK MeponpuaATUA
GroupWise.

NMPUMEYAHMUE. Ecnn Bbl yKe MHTerpuposann Zoom ¢ GroupWise, HO yaannam asTopusaumio B
Zoom App Marketplace, ana nostopHoi aBTopmsaummn B GroupWise Bam Hy»KHO BoiTM B Zoom,
LLEeNKHYB NPaBOM KHOMKOM MbILUM MO 3HaYKy ZOOIT B OKHE NapameTpoB MeponpuATUA.

YT0bbl 3TO CTa/10 BO3MOXKHbIM, HEOOXOANMMO CHa4ana BKAUYUTL MHTerpauunto Zoom c GroupWise.
Ecnu no wenyky npaBon KHOMKOM MbilK O0TObparkaeTca KomaHAaa Beiiiti us Zoom, HaAo CHavana
BbINO/IHUTb BbIXOA, @ 3aTEM CHOBA BOMTU B CUCTEMY.

+ "WHTterpauma Zoom c GroupWise" Ha cTp. 93
+ "BkntoyeHue nogaepKkm nogkatodeHunsa GroupWise kK Zoom" Ha cTp. 94
+ "HacTpolika AOBEPEHHOro nLa A1A NNaHUPOBaHMA BCTpeY B Zoom" Ha cTp. 94

+ "OTKAtoYeHne nHTerpaumm c Zoom" Ha ctp. 96

UHTerpauma Zoom c GroupWise

Bbl morkeTe uHTerpupoBaTtb KoHdepeHuun Zoom B GroupWise u HasHayaTb MeponpuUaTUs
GroupWise, KoTopble 6yayT npoBoanTbCA Yepes naaTtdopmy Zoom. Ecnn MHTErpaumns BKAOYEHa,
NNaHWUpPOBAHUE, OTNPaBKa, USMEHEHME U OTMEHA KOHPepPEHUMIN ZoOm NPOUCXOAMNT TOUYHO TaK XKe,
KaK 1 B c/lyyae c 06bl4HbIMKU MeponpuaTnammn GroupWise, 3a UCKNHOYEHMEM CCbIJIOK B SN1EKTPOHHbIX
coobueHmaAX, KOTopble B3aMMOAENCTBYIOT C Y4E€THOM 3anncbio Zoom A4 A0CTyNna K OHMaNH-
nnatpopme Zoom.

TpeboBaHus. Mepes TeM Kak NPUCTYNUTbL K N1aHMPOBaHMIO KOHbepeHLMIt B Zoom Yepes
GroupWise, Heobxoanmo obecneymnTb BbINOAHEHNE NEPEYNCAEHHbIX HUKe TpeboBaHMA.
+ CospaiTe y4eTHyto 3anmcb Zoom.
¢ Bkntoumnte nHterpaunto Zoom B kaveHte GroupWise.

+ PaspewwuTe nogkntoveHmne GroupWise K Zoom B y4eTHOM 3anncu Zoom.

Mocne BKAOYEHMA MHTErPaLLMKU MEPONPUATUA, 3aN1aHMPOBAHHbIE C UCMO/Ib30BaHMEM Zoom, ByayT
[06aBnaTbCA B KaneHagapb GroupWise c aBToMaTUY4ECKMM co34aHnem KoHdpepeHUmMin Ha naatdopme
Zoom. 3annaHMpPOBAHHYIO BCTPEYY MOXKHO byaeT yBMAETb Ha Beb-nopTane Zoom, Bonan B npodub
COOTBETCTBYIOLLErO NOAb30BaTENS.

YT06bI BKNHOUNUTD MHTerpauuto Zoom c GroupWise, BbIMONHUTE YKa3aHHble HNXKe AEVICTBMFI.

1 Ecnny Bac HeT y4eTHOM 3anmMcu Zoom, co3aaiTe ee Ha caitte Zoom: https://zoom.us/.

2 Otkpolite KaneHT GroupWise Ha YyCTPOMCTBE C YCTaHOB/IEHHbIM NPUJIOXKEHNEM Zoom.
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3 BbibepuTte B meHto Cepsuc NYHKT NapameTpbl, a 3aTeM ABarKAbl LWEAKHUTE No aneMeHTy Cpepaa.

4 B ananoroBom okHe «Cpega» BblbepuTe Ha BKNagke «Ob6Lme» NyHKT BKAKOYUTD MHTErPALMUIO C
Zoom W Ha)kmuTe KHonky OK.

Tenepb Bbl CMOKeTe NAaHMPOBATb BCTpeun B Zoom B KaneHTe GroupWise. [lonoaHUTeNbHbIE
cBeAeHUA cM. B pasgene MNnaHmMpoBaHMe KoHpepeHUMn B Zoom.

MPUMEYAHME. Mpu nepsom ncnosibzoBaHum Zoom B GroupWise Bam byaeT npeanoxeHo BOTH B
Zoom U paspeLmnTb nogkaoveHme GroupWise k Zoom. [lonoNHUTENbHbIE CBEAEHUA CM. B pasgene
BkntoueHme nogaeprKkm nogrkntodeHmna GroupWise K Zoom.

[ononHutenbHble cBegeHnn 06 OTKAYEHUN MHTerpaumm Zoom c GroupWise cm. B pasgene
OTKAIOYEHNE UHTerpaumm c Zoom

BKaoueHue nogaepKku nogkaoueHna GroupWise K
Zoom

MpeanorKeHne akTMBMPOBATL NoaktoueHne GroupWise K Zoom aBTOMaTUYECKM OTOBparkaeTca npu
nepBoOM Ao0CTyne noab3oBatena GroupWise K yHKUMM Zoom B KaneHTe GroupWise, Hanpumep npu
BK/IIOYEHUM UHTerpauum Zoom 8 GroupWise 1 co3gaHnm meponpuAaTUA C UCNOb30BaHMEM Zoom
WK BbI3OBE BCM/bIBAOLLETO OKHA MapameTpoB Zoom MNpu CO34aHUM MepPOnpUATHA.

Mocne 3anpoca y4yeTHbIX AaHHbIX Zoom nosBuUTca cooblieHune "Bbl cobupaeTtech 406aBUTb
noakntodeHne GroupWise Kk Zoom".

TaK»Ke MOXHO LLENKHYTb NPaBOi KHONKOM MblWK ZOGOIT B OKHE MapaMeTpoB MeponpuUAaTUA u
BblIOPaTb NYHKT BoiiTn B Zoom.

NPUMEYAHUE. Eciv nosasuTca coobuieHue ob owmnbke, ceazaHHOM ¢ bpaysepom Microsoft Edge,
yTO6bI YCTPaHUTL NPObAEMY, 3arpy3nTe U YCTaHOBUTE 31eMeHT ynpasneHua Microsoft WebView2 Ha
YCTPOMCTBO C YCTaHOBAEHHbIM KnneHTom GroupWise.

HacTpoWKa gosepeHHOro avua ana N1aHMPoOBaHUA BCTPeEY
B Zoom

Bbl MmorKeTe paspewwmnTb Apyrum nonb3osatenam GroupWise naaHUpoBaTb KOHbepeHunn Zoom ot
BaLLEro MMeHW, BK/OYMB NpaBa NJAaHNPOBaHMUA B HACTPOWKax Zoom. 3Ta GpyHKUMA NpegocTaBaseT
APYrMM Nonb30BaTeNsAM NPABO NAAaHMPOBAHUA KOHGEPEHUMIA OT Ballero MMeHM Npu cobatoaeHmm
YKa3aHHbIX HUMKE YCN0BUIA.

+ Y Bcex nosib3oBaTesieit LOMKHbI BbITb y4eTHble 3anMck Zoom.

+ HeobxoAMMO Ha3HauMTb NpaBa NJaHMPOBAHMA B Zoom.

* TMopgknouenne GroupWise K Zoom A0/KHO 6bITb BKAOYEHO ANA BCEX COOTBETCTBYIOLLMNX
nonb3oBaTeneu.

NHTerpauuns koHdepeHumin Zoom
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Opyrve nonb3osatenn GroupWise ¢ y4eTHbIMM 3aNMCAMM ZOOM TaK¥Ke MOTryT nepesaTb Bam
NPUBUAETUIO NMAAHNPOBAHMA KOHbepeHLMIA B Zoom OT UX MmeHW. CNUCOK Nosb3oBaTesel, KoTopble
nepeganun Bam 3T NpaBa, 0TObparkaeTcs B y4eTHOM 3anNMcKu NoaAb3oBaTeNs B pasgene «Mpusunerus
NAaHNMPOBaHMA» HAaCcTpoeK Zoom.

+ "Hactpo#ka npusunernii nnaHmposanma" Ha ctp. 95

+ "OT3bIB NpMBMAErNIA NNaHUpPOBaHUA" Ha cTp. 95

HacTtpoiika npuBuaernii nhaHMpPoOBaHUA

YToObl Ha3HAYUTL npuBunerMn Nna1aHNMpPoBaHUA B Zoom, BbIMO/IHNTE YKa3aHHbIE HNXKE AEﬁCTBMﬂ.

1 BouauTe B yuyeTHyIo 3anucb Zoom no ccbiake https://zoom.us/profile.
2 BbibepuTte NyHKT Hactpolikv Ha NaHenu HaBurauumn cnesa.

3 TpOoKpYyTUTE BHM3 40 KOHLA CTPaHWLbI M BbINOSHUTE HEOBXOAMMbIE AEWNCTBUA B pasaene
Mpusunerna N1aHMPOBAHUA PALOM C NYHKTOM HasHaunTb NpUBMIErum naaHupoBaHua ons.

+ Nlo6aBneHue: Mpu NepBomM HasHaUYEHUM NPUBUAETUI Bbl YBUAUTE KOMAHAY [106aBuUTb.
1. Hakmute KHONKy [lo6asuthb.

2. B none Monb3oBatenu Ha4HUTE HABMPATb UMA NO/Ib30BaATENA ZOOM UK
COOTBETCTBYHOLWMIA NPodMI0 Zoom agpec 3NEeKTPOHHOM NOYTbI ML, KOTOPOMY Bbl
nepegaeTe NPUBUAENUIO U BbIbEpUTE HY)KHOE UMS U3 NOSBUBLLMXCA BapMaAHTOB.

+ [Mpaska: Ecnu Bbl yxKe Ha3HaYanu npusmunernn apyrum nonb3osarenam GroupWise, B OKHe
byaeT otobpaxkaTbca KomaHaa U3MeHUTb.

1. WenkHuTe no ccbinke UzmeHnUTtb, YTOObl USMEHUTL JlaHHbIe B CMIUCKE MNOAb30BaTeNen.
2. lenkHute no ccbinke [,o06aeutb, YTOBbI OTKPbITL NoNe A06aBAeHMA NONb30BaTeNSs.

3. B none Nonb3osartenn HayHUTE HabMpPaTb UMA NosIb3oBaTeENA ZOOM UK
COOTBETCTBYHOLWMIA NPoduMI0 Zoom agpec 3NEeKTPOHHOM NOYTbI ML, KOTOPOMY Bbl
nepegaete NPUBUIETUIO U BbiIBEPUTE HYXKHOE MMA U3 NOABUBLUMXCA BAPUAHTOB.

4 llenkHute CoxpaHuUThb.

NMPUMEYAHMUE. MNpexae 4yem NNaHMPOBATb MeponpuUATUE C UICNONb30BaHUEM Zoom Yepe3
[0BEPEHHOE ANLO, HeobXxoaMMO Y6eamnTbeA, UTO B YHETHbIX 3anncax 06oumx noab3osaTtenei
(moBepeHHOro n1ua n goseputens) akTueMposaHo MoakntoueHue GroupWise K Zoom.
JononHutenbHble cBeAeHMA 06 aKTUBALMM NOAKIIOYEHNA CM. B pasaesnie BratoyeHre nogaepkKm
nogkntoveHma GroupWise K Zoom.

OT3biB NpuUBUAETUA NIAHUPOBAHUA

Y1066l OTO3BATH npusmaerMn NAaHMPoOBaHUA B Z0Om, BbINOJHUTE YKa3aHHble HMXe AEIZCTBMﬂ.

1 BoiauTe B yuyeTHyIo 3anucb Zoom no ccbiake https://zoom.us/profile.
2 Bbibepute NyHKT Hactpolikv Ha NaHenu HaBurauumn cnesa.

3 MpoKpyTUTE BHU3 A0 KOHLLA CTPAHWULbI U WENKHUTE NO CCblIKe M3meHUTb B pasgene
«MpuBUAETMA NNAHUPOBAHUAY» PAAOM C NMYHKTOM HasHauuTb NpUBUAEIUU NAAHUPOBAHUA ANA.
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4 LUlenkHute no 3HA4kKy yganeHuAa Ty PAOOM C NONb30BaTeNIEM, Y KOTOPOro Bbl XOTUTE OTO3BATb
npmusnAernio N1aHMpPoBaHUA.

5 CoxpaHWUTe U3MEHEHMWA.

OTKAl0OYEeHMe uHTerpauum ¢ Zoom

Bbl mOXKeTe OTKAOUNTb MHTerpaumio ¢ Zoom B GroupWise, a Tak»Ke OTKAOUYUTb B yHETHOM 3anuncu
Zoom cuHxpoHu3saumio ¢ GroupWise.
+ "OTKAoyeHmne nHterpaumm c Zoom B GroupWise" Ha cTp. 96

+ "3anpet uHTerpaumm c Zoom yepes Zoom App Marketplace" Ha cTp. 96

OTKknoueHune nHterpaumm ¢ Zoom s GroupWise

OTKNOYNTD MHTErpaumto KnmeHTa GroupWise ¢ Zoom MOXKHO HenocpeacTseHHO B GroupWise.
[lna 5TOro BbINONHWUTE YKa3aHHbIe HUXKE AeNCTBUA.

1 OtKpoiite KaneHT GroupWise 1 BbibepuTe B MeHt0 Cepeuc NYHKT MapameTpbl.

2 [1BakAbl WENKHUTE NO 3neMeHTy Cpeaa U CHUMKUTE GAaXKoK B Nosie BKAKUUTL MHTErpaLuio ¢
Zoom.

3 UWenkHute OK.

3anpet nHTerpayum c Zoom yepes Zoom App Marketplace

YT106bl 3aNpeTuTb MHTErpaymto ¢ Zoom yepes Zoom App Marketplace, BbINoNHUTE YKa3aHHbIE HUXKE
nencrems.
1 BonauTe B y4ETHYIO 3anNMcb Zoom UM BbibepuTe B MeHto PelueHunsa NyHKT MarasuH.

2 LenkHute no ccolnke Manage (YnpasnsTb), a 3aTem Bblbepute nyHKT Added Apps
(OobaBneHHble NPUIOKEHUA) HA NAaHEeNN HaBUTaL MW,

3 lllenkHute no ccblnke Remove (YoanuTs) pagom c 3anmcbio GroupWise B pasaene Added Apps
(Oob6aBneHHble NPUIOKEHUS).

NMPUMEYAHMUE. Nocne 0T3biBa aBTOPMU3aLMN YKA3aHHbIM Bbllle METOA0M Bbl HE CMOXKeTe NOBTOPHO
asTopm3oBaTb Zoom B Zoom App Marketplace. B aTom cnyvyae moxHO NOBTOPHO aBTOPM30BaTb
Zoom, WenKHYB NPaBOM KHOMKOM MbILWK NO 3HAUYKy ZOOITI B OKHE MeponpUATUA U BbIBPaB NyHKT
Boiitn B Zoom. [1ns 3TOro Heo6XoAMMO CHa4ana BKAOUYUTbL MHTerpaumto ¢ Zoom B GroupWise. Ecam
Mo LWeNYKy NpaBol KHOMKOM MbiwK oTobparkaeTca KomaHaa «BbliTn U3 Zoom», Hafo cHavana
BbINTM U3 CUCTEMDI, @ 3aTEM CHOBA B HEe BOWTH.

NHTerpauuns koHdepeHumin Zoom



6 Hactpouka apyrux ¢yHKumumn GroupWise

B cneaytowmx pasgenax peyb noiger 0 HacTpanBaemblX NapameTpax KaneHTa GroupWise.

+ "CmeHa pexmmos GroupWise" Ha cTp. 97

+ "M3meHeHue yacoBoro nosca'" Ha cTp. 99

+ "Hactpo#Ka nHtepsana ana obHosneHua GroupWise" Ha cTp. 99
+ "HacTpoWka napameTtpos amoa3n" Ha cTp. 99

+ "Hactpowka ¢popmata Aatbl M BpemeHn" Ha cTp. 100

CmeHa pexxumos GroupWise

CywiecTByeT YeTblpe perkuma paboTbl KAneHTa GroupWise: pexkMm HenocpeacTBEHHOTO
NOAKNOUYEHMWA, PEXKMM KILMPOBAHHOTO MOYTOBOIO AWMKA, YAANEHHbIN PEXUM U YAANEHHbI
(aBTOHOMHbI) pexum.

+ "Pe)nm HenocpeacTBeHHOro nogkatodenma"” Ha ctp. 97
¢ "Pe)MM K3LMPOBaHHOIO NOYTOBOrO ALLMKA" Ha cTp. 98
+ "YaaneHHbii pexkum" Ha cTp. 98

+ "CmeHa pexnmoB" Ha cTp. 98

GroupWise morKeT paboTaTh B 11060M U3 3TUX YETbIPEX PEKMMOB, AN Ball aAMUHUCTPATOP MOXKET
paspeLnTb NCNONb30BaHME TOIbKO ONpeaeNeHHOro Pexmnma.

BonblwmHCTBO dyHKUMIM GroupWise AOCTYNHO BO BCEX YETbIPEX peXMMax paboTbl, Kpome
HEKOTOPbIX UCKNOYEHUN. B pexkMme K3LWMPOBAHHOMO NOYTOBOIO AWMKA HEAOCTYMNHO NoyYeHne
OMOBELLEHWNI OT APYrMxX Nonb3oBaTenen. B yganeHHoM perknme HeAoOCTYMHbI NOAYYEHME
OMOoBEeLLEHNI ANa APpYrnX Nosib3oBaTesiel U GYHKUMA A0BEPEHHbIX nL,. B yaaneHHOM
(aBTOHOMHOM) pexkume HeZOoCTYMHbI Bce GYHKUUK, ANA KOTOPbIX TpebyeTcsa NogKAoUYeHMe K
cucreme GroupWise uam K yuetHol 3anmcu IMAP4.

Pexxum HenocpeacTtBeHHOro noaxkn4yeHua

Mpu UCNONb30BAaHUWN PEXKMMA HEMOCPEACTBEHHOIO MOAK/OYEHMA CBA3b C NOYTOBLIM OTAE/NEHNEM
OCYLLLECTBASIETCA NO CeTU. B Baluem NOYTOBOM siLLMKe 0TOOparKatoTca cooblieHma n nipopmaums,
KOTOpble XPaHATCA B CETEBOM MOYTOBOM SAILLMKE (TaK¥Ke Ha3biBaEMOM INaBHbIM NMOYTOBbIM ALLUKOM).
Mpwu paboTe B perkMme HeNocpeacTBEHHOTO NOAKAOUYEHUA COEANHEHME C CETEBbLIM NMOYTOBbIM
AWMKOM ABAAETCA NOCTOSHHbIM. EC/iM B pexnme HeNocpeaCTBEHHOIO NOAKAIOYEHWUS areHT
MOYTOBOrO OTAE/IEHUA 3aBEPLUAET PaboTy UAN NPOUCXOAMUT PAa3pblB CETEBOIO COEAMHEHUS, CBA3b C
MOYTOBbIM SILLMKOM BYAET BpeMEHHO NnoTepsHa.

,ﬂ,aHHblﬁ pexXunm cnenyet ncnonb3oBaTb, €C/IN CETb HE CINLLKOM 3arpy*XeHa nam ecsim UCnosb3yeTca
HECKO/IbKO pa60qu CTaHLI,Mﬁ M 3arpy»xatb Ha KaxXgyt U3 HUX JIOKaNIbHbIN NOYTOBLIN AWNK
HeXenaTteNbHo.

HacTpoika gpyrmnx ¢yHkumii GroupWise 97



98

Pe)Xum K3WmMpoBaHHOro NOYTOBOro ALLMUKA

B pexxnme KaIMPOBAHHOIO NOYTOBOrO ALLMKA KOMWUSA CETEBOIO MOYTOBOIO fALLMKA C BalUMMMU
coobLWeHNAMM U NpoYelt MHPOPMALMEN COXPAHAETCA HA JIOKaZIbHOM AucKe. ITO No3BoasAeT
ncnonb3osatb GroupWise HE3aBMCMMO OT AOCTYNHOCTU CETU UM areHTa NOYTOBOro OTAeNeHMA. TaK
KaK CoeMHEHMNE C CETbIO He NOALEPKMBAETCA B TEUEHUE BCETO BPEMEHU PaboTbl, 3TOT PEXUM
CYLLEeCTBEHHO COKpaLlaeT ceTeBoM TpadpuK 1 obecneunBaeT Hau/yyLLIyO NPOU3BOANTENBHOCTb.
CoefiviHeHMe yCTaHaBIMBAETCA aBTOMATUYECKM AR NONYYEHUA M OTNPABKM HOBbIX CO0bLLEeHNIA. Bee
06HOBNEHMA BbINONHAIOTCA B POHOBOM pexume 6e3 npepbiBaHUA paboThbl.

,ﬂ,aHHbIl‘a pexnm cneayeT ncnonb3oBaTb, €C/IN HAa IOKA/IbHOM XKECTKOM ANCKE OCTATOYHO MECTa ANA
XpaHeHnA coaepXMmoro noYToBoro AWMnKa.

Heckonbko nonb3oBaTtenem MOTYT HAaCTPOUTb CBOU K3WNPOBAHHbIE NOYTOBbIE ALWLMKNA Ha OHOM
COBMECTHO UCNON1b3yeMOM KOMMbIOTEPE.

Mpu paboTe B pexrume K3LNPOBAHHOIO NOYTOBOTO SILLMKA U B YAa/IEHHOM pPeXKMme Ha O4HOM
KoMMbloTepe A1 MMHUMKU3ALLMKN UCNOIb3YEMOTO ANMCKOBOIO NPOCTPAHCTBA UCMO/b3YETCA OAMH U
TOT }Ke JIOKa/IbHbIV NOYTOBbIN ALK (TaKKe Ha3bIBAEMbIN KILLIMPOBAHHbIM MOYTOBLIM ALLMKOM UIU
yAaneHHbIM No4YTOBbIM ALLUKOM).

Ecaun npocTpaHCTBO Ha ANCKE OrPaHNYEHO, MOXKHO OTrPaHUUYNTL 3arpy3Ky 31E€MEHTOB B JIOKa/ibHbIiA
NOYTOBbIN ALMK. B KauecTBe orpaHMYeHMA MOXHO 3a4aTb 3arpy3Ky TOIbKO CTPOKM TEMbI UK
YKa3aTb NpefenibHbllii pasmep 31eMeHTa.

ﬂ,OI‘IO}'IHVITe}'IbeIe cBegeHunA CMm. B pasaene Mcnonb3osBaHue pexnma KaWwnpoBaHUA.

YaaneHHbIA peXxxum

Pesum yaaneHHOro noaxAYeHUA XOpOoLLO 3HaKom nonb3osBatensam GroupWise, paboTatomm BHe
oduca. Kak 1 B perkMme K3LMPOBaHHOIO NMOYTOBOrO ALLMKA, KOMWA CETEBOro NOYTOBOTO ALLMKA UK
€ro 4acCTb COXPaHAETCA Ha JIOKa/IbHOM AMUCKe. Bbl MOXeTe nepruoauyeckun nosydaTb U OTNPaBAATb
coobLLeHNA, UCMO/b3YA YKa3aHHbIN TN coeauHeHus (MogeMHoe, ceTeBoe Wau no npotokony TCP/
IP). EC BaM He Hy»Ha No/iHaA KonuaA NOYTOBOrO ALLMKA, Bbl MOXETe OrpaHUUYnTb Nosydaemyto
MHbOPMaLNIO, HANPUMEP, TO/IbKO HOBbIMM COOBLLLEHUAMMU UM TONbKO CTPOKAMU TEMbI COOBLLLEHMIA.

ﬂ,OI‘IO}'IHVITe}'IbeIe cBegeHunA CMm. B pasaene Mcnonb3osaHue pexunma yaaneHHoro nogK1to4eHunA.

CmeHa pexxumos

Mo ymonyaHutio GroupWise 3anycKkaeTca B peKMme HeNoCcpeacTBEHHOrO NogKAtodeHus. MNocne
HaCTPOMKM K3LMPOBAHHOIO NOYTOBOIO ALLMKA MOMKHO JIETKO NepeKloyYaTbCA C O4HOMO PEXMMA Ha
ApYyron no mepe HeobxoaAMMOCTH.

1 LLlenKkHWTe 3HaYOK MepeKkntouatenb MeXay pexxumamm Ha 3aroloBKe CNUCcKa nanok.

2 BblbepuTe HY»KHbI PEXUM.

Mepesanyctute GroupWise, 4TO6bl U3MEHUTL PEXKMUMBI.

HacTpoika gpyrmnx ¢yHkumii GroupWise



N3ameHeHMe 4yacoBOoro nofaca

MpunoxeHne GroupWise nonyyaeTt 3Ha4YeHMe NapameTpa YacoBOro NosAca U3 onepaLnoHHOM
CUCTEMbI, B KOTOPOM OHO paboTaeT. Ec/in HY»XHO U3MeHUTb YacoBol nosAc B GroupWise, usmeHute
€ro B onepaLmoHHOM cucTeme.

1 LlenkHuTe NpaBoi KHOMKOM MbIWK 3HAYOK YacoB B 0bnacTu ysegomneHnin Windows.

2 BbibepuTte NyHKT HacTpoiika gatbl U BpemeHu.

3 Ha BknagKe [lata 1 Bpema Ha*KMUTE KHOMKY M3meHUTb 4acoBoii Mosc, a 3aTeM BblbepuTe
HY»HbI/ YacoBOW nosc.

4 Haxmunte KHonky OK.

HacTponKka uHtepBana gna obHoBneHna GroupWise

Mpun o6HoBAeHNM GroupWise BbINONHAET NPOBEPKY 3/IEKTPOHHOM NOYTbl U O6HOBASAET 3KPaH AN
oTobpakeHnsa HOBOW MM U3MeHMBLLIENCA MHPopmaLumun. Mo ymonyaHuio GroupWise obHoBAAeTCA
pa3 B MUHYTY. OiHAaKO MHTEPBA/l 0BHOB/IEHMA MOXKHO N3MEHUTD.

1 WenkHute Cepsuc > Mapamertpsbl.

2 [lBaxKAabl WeNKHUTE No 3nemMeHTy Cpeaa, a 3aTeM OTKPOITe BKAaAKy Obuyue.

3 B mMeHto MHTepBai 06HOBNEHUA YKAXKUTE KOJIMYECTBO MUHYT M CEKYHA Nnepes obHoBAEHMEM, a
3aTem HaxXmuTe KHonky OK.

HacTtpoiika napameTpoB amoza3u

BbibepuTe nyHKT «Cpega» n nepengute Ha BKNaaky «O6wme», 4yTobbl HACTPOUTL A,Ba AOCTYMHbIX
napameTpa amoa3n. Bo-nepebix, Bbl MOXKeTe HAaCTPOUTb aBTOMATUYECKYIO BCTAaBKY 3MOA3M NpU
BBOZE COOTBETCTBYHOLLMX COYETAHUI CUMBONOB. BO-BTOpPbIX, Bbl MOXKeTe BblOpaTh OTObparkeHne
3MOA3M B OTTEHKAX CEPOro, YTOObI YBENYUTD NPON3BOAUTENBHOCTE NPUNOXKeHUA. Oba napameTpa
MOryT ObITb NepeonpeaeneHbl a4MUHUCTPATOPOM 6e3 BO3MOMKHOCTU U3MEHEHUA PALOBbIMM
NoNb30BaATENAMM.

Ecnn nsmeHeHume aTUX NapameTpoB He 3a6/'IOKMpOBaHO AAMUHNCTPATOPOM, BbINO/IHUTE YKA3aHHbIE
HUXxe AEVICTBMH, yTObbI HaCTPOUTb UX.

1 MNocnepoBaTenbHO BbibepuTe NyHKTbI Cepeuc > Mapametpbl > Cpena U NepenanTe Ha BKAAAKY
Ob6wue.
2 YCTQHOBUTE UM CHUMUTE GNAXKKM B YKa3aHHbIX HUXKE NapameTpax.
+ BKAOUMTb aBTOMaTUUECKOe 0TOobpaXKeHne amoasu

+ Otob6paxkaTb 3MOA3MU B peXMme «OTTeHKU ceporo» (6bicTpee)
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Hactpoiika ¢popmaTa gaTbl U BpemMeHHU

B GroupWise nmeeTca HeCKONbKO GOpPMaTOB AaTbl U BPEMEHU, ONpeaenstowmx cnocob
OTOOpaXKeHUA AaTbl U BpEMEHU B NPUIOKeEHUU. Hanpumep, Bbl MOXKeTe HacTpouTb popmat
OoTObparkeHns AaTbl: AeHb, MecAL, a 3aTem rog, (T.e., 24 asrycta, 2010 roaa.

B cucteme GroupWise MOXHO HacTpouUTb dopmaThbl AaTbl U BpeMEHU. Bbl MoXKeTe yKasaTb NopaaoK
3N1eMeHTOB, TUN pa3aenuTeneit Mexay snemeHTaMmu, oTobpaxkeHue AaTbl B BUAE BYKB UK uncen, a
TaKKe gpyrue napameTpbi.

+ "HactpoiKa popmaToB AaTbl U BpeMeHM No ymondaHuio" Ha ctp. 100

+ "Hactpo#Ka obbluHoro ¢opmata GroupWise" Ha cTp. 100

+ "HacTtpo#Ka cneumanbHbix popmatos GroupWise" Ha cTp. 100

HacTtpoiika popmaToB AaTbl U BpeMEHMU NO YMONYAHUIO

[Nna HacTPOMKKM AOCTYNHbI TPU NapameTpa AaTbl U BPEMEHU:

+ Bpemsa: Micnonb3yiiTe napameTp Bpems, 4Tobbl 3a4aTb GopmaT 0TO6paXKEHMA BPEMEHMU.

+ dopmart KOPOTKO# AaTbl: Mcnonb3yiTe napametp ¢opmaTa KopoTkas gata 410 yKasaHWA TMNa
oTobparkeHMA AaTbl B KOPOTKOM PpopmaTe (06bIYHO C YMCNAaMU, YKA3bIBAIOLLMMM AEHDb, MECALL U

roa).

+ dopmat gAMHHOIM aatbl: Micnonb3ynte napameTtp AinHHanA gata, YToObl yKasaTb cnocob ee
oTobpaxkeHuns B AnMHHOM popmaTe (0bbluHO AieHb U rog 0603HaYatoTCA YNCAaMK, a MecaL, —

Nponucblo).

HactpoWkKa obbiuHOro popmara GroupWise

C nomolubto napameTtpa O6biuHbIi dopmat GroupWise MOXHO onpeaenntb Gopmat AaTbl (KpaTKMiA
WAW AIMHHbINA), ncnonb3syembiii B GroupWise.

1 MNocnepoBaTenbHO BbibepuTe NyHKTbI Cepeuc > MNapamerpobl, a 3aTeM ABaXKAbl WENKHUTE No
anemeHTy Cpepa.
2 MNepenguTe Ha BKNaaKy [ata/epems.

3 B pasgene O6biuHbIii popmaTt GroupWise npoBepbTe popmaT B pasaene Bpems u Bbibepute
OJMHHDBIA NN KOPOTKMIM dopmaT aatebl B pasaene [lata, a 3aTemM HaxKmuTe KHonKy OK.

HacTpoiika cneymnanbHbix popmartoB GroupWise

Mcnonb3yiTe napameTpsl CreymnansHble popmatbl GroupWise, YTobbl yKazaTb GopmaTbl AaTbl U
BPEMEHMU, UCNOb3yemMble B OCHOBHOM OKHE, CBOMCTBAxX M 06/1acTax ceegeHui o dpaitnax GroupWise.

1 NocnepoBaTtenbHoO BbibepuTe NyHKTbI Cepauc > MNapameTpbl, a 3aTeM ABaXKAbl LLENKHUTE Mo
anemeHTy Cpepa.

2 MNepenguTe Ha BKNaAKy [aTta/Bpems.

HacTpoika gpyrmnx ¢yHkumii GroupWise



3 B meHIo CneumanbHbie dopmatbl GroupWise BbibepuTe HeobxoanmMbie popmaTbl A5 KaXKA0ro
napameTpa, a 3aTem HaxXmuTe KHonky OK.

MoHO BblbpaTb Bpems, KopoTkas aarta, AJIMHHAA AaTa UK OAHY U3 AOCTYMNHbIX KOMBMHaLNI
AaTbl U BpEMEHM.
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O6wwue cBegeHua 06 uHterpaumm c Filr

Filr — 370 HagerkHaa nnaTtdopma COBMECTHOro A0CTyna K ¢panam. bnarogapa nHTerpaumm c
KnneHTom GroupWise ee MOXHO MCNO/b30BaTb B KAYECTBE CETEBOIO WM OHMANH-XpaHWUAMLLA ANA
nonb3oBaTenbckux dpaiinos GroupWise. Nocne nogkntoueHuns nHterpaymm c Filr (ans atoro
TpebyloTcA NpaBa agMUHUCTPATOPA) NO/Ib30BaATENN C YYETHbIMM 3anucamu Filr cMoryT npukpennaTtb
dainbl 3 nanok Filr noYTK Tak ke, Kak 06blYHble $aiibl M3 NAaNOK HA TOKANIbHOM AMUCKE.

Kpome Toro, nHterpaums c Filr obecneymBaeT NONHOLEHHbIN YYET BCEX NMPUKPENNEHNN B
GroupWise. dnemeHTbl ynpasseHua Filr n03BoAAIOT HACTPOUTL NPUHYAUTENBHOE NCNO/Ib30BaHNE
31Ol NNatdopPMbl 419 COXPAaHEHUA BCEX MPUKPENNeHHbIX ¢ainoB AN TONbKO TeX, KOTopble
NpeBbILLAOT ONpeaeneHHbIN pasmep. 3Ta HAaCcTPOKKa BbINOAHAETCA agMUHUCTPaTopom GroupWise
unu Filr (B 3aBUCMMOCTM OT BK/IKOYEHHBIX MapaMeTpoB U nueH3uum Filr).

BO3MOXKHOCTM B3aMMOAENCTBMA NONb30BaTeNA C Filr, 3aBMCAT OT HACTPOEK BHYTPU OpraHM3aumm,
KOTOpPbIE TaKKe OTHOCATCA K chepe OTBETCTBEHHOCTU aaMUHMUCTpaTopos GroupWise u Filr (310 He
MOMKET BbITb OAMH M TOT }Ke Mo/b30BaTesNb).

+ "InemeHTbl ynpasneHmnsa GroupWise u Filr" Ha cTp. 103

+ "HacTtpoWKa nosegeHua GyHKUMM Npukpennenua ¢aiinos us Filr B kineHTe GroupWise" Ha cTp.
104

dnemeHTbl ynpasneHna GroupWise u Filr

BcTpoeHHble BO3MOXHOCTU MHTerpaumm ¢ Filr goctynHbl B GroupWise Kak afiMUHUCTPATOPaM, TakK M
nonb3osaTensaim. [na BKAOYEHUA MHTETPALLMM C BO3MOMXKHOCTbIO NpUKpenieHusa ¢ainos U3 nanok
Filr Heobxoanmel npaBa agmuHucTpaTopa GroupWise.

+ 3nemeHTbl ynpasneHusa GroupWise. YTobbl o6aBuTb B GroupWise BO3MOXKHOCTb
npukpenaeHua ¢annos u3 Filr, He0O6Xx0AMMO BbINONHUTL ABa YCA0BUA: 1) BKAOUUTD
nHterpaumio Filr 8 GroupWise; 2) otkatounTsb Filr Outlook Plugin (Moakntovaemblit moaynb Filr
ana Outlook).

Mocne oTkAtoueHus Filr Outlook Plugin (Moakntovaembit moaynb Filr ana Outlook)
agMuHucTpaTop GroupWise cmMoXKeT ynpaBaaTb HAaCTPOMKaMM XpPaHUAULLA ANSA NPUKPENNEHWU
N BKAKOYNTb COBMECTHbIN AOCTYN K paniam C MOMOLLbIO 06Lea0CTyNHbIX CCbIIOK.

+ dnemeHTbl ynpasneHusa Filr. Filr no3BonaeT ynpasaaTh NPUKpenaeHNAMN, €CNU BbIMOHAOTCA
ABa ycnosusa: 1) BkatodeHa uHTerpauus Filr ¢ GroupWise; 2) skatoueH Filr Outlook Plugin
(Moakntovaemblt mogynb Filr ana Outlook).

BK/IlOUMB 3TOT MoAyAb (Mpw yCnoBUK, YTO BKOYEHA MHTerpaums Filr B8 GroupWise),
agMuHucTpaTtop Filr cmorkeT ¢ ero nomoupbto ynpasasTb NnapameTrpamu Filr B KineHTe
GroupWise.

Obuwue ceBegeHns 06 uHterpauum c Filr -~ 103
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+ MpukpenneHue No yMoNUYaHUIO. DTOT NapaMeTp He CBA3aH ¢ paboToi moayns unu
anemeHTamm ynpasneHua B GroupWise. OH nnwb NO3BOAAET YKa3aTb PacnosoxeHne, KoTopoe
OyaeT OTKPbIBAaTLCA MO YMOJIMAaHWUIO NPU Bblbope NPUKPENSEHNA: IOKa/ibHble KaTanorm nam
Katasnoru Filr. AogmuHunctpaTop GroupWise MOXKeT paspeLlnTb 0ObIYHbIM M0J1Ib30BaTENAM
MEHATb 3TOT NapameTp.

YT06bl Y3HATb, MOMKETE /I Bbl BHOCUTb TaKNE U3MEHEHMSA, NOCNEA0BATE/IbHO BblGEpUTE MYHKTbI
Cepeuc > Napametpbl > Cpeaa, OTKPONTE BKNAAKY [eiAcTBUA N0 yMOYaHMIO U NPOBepbTe
napameTp lMpukpenienve no ymonyaHuio. ECIM y Bac eCTb BOSMOMKHOCTb BbIBUPaTb BapuaHTbI
JNokanbHbI komnbtotep U Filr, 3TO 03HaYaeT, YTo y Bac eCTb NPaABO MEHATL 3TOT NapameTp.

Hactpoiika noseaeHua pyHKUMK NpuKpenneHna ¢pamnos
u3 Filr B KaneHte GroupWise

HacTpowku Filr umetoT npuopuTeT nepen HacTpolikamu paboTsi ¢ Filr B kKnneHTe GroupWise.
Heobxogmmbl Tak»Ke nnueH3noHHble npaea Filr, a agmuHunctpaTtop Filr gonxkeH BKAOUYNTL B
napametpax Filr Outlook moaynb Filr Outlook Plugin (Moakntouaemblit moayns Filr ana Outlook).
MocKoNbKY HEKOTOPbIE MapaMeTpbl 3/1eMeHTOB ynpasaeHua GroupWise u Filr moryT nepecekarbcs, a
napameTpbl U pYHKLMM 3aBUCAT OT BblIbOpa aAMMHUCTPATOPA, HUXKe NpuBeaeHbl 6bonee nogpobHble
CBeAEHUA O BO3MOXKHbIX CLLEHAPUAX.

MpuHypgUTEeNnbHOE COXpaHEeHUEe NPUKpenieHuin

HacTtpoiiku nHterpaumm c Filr no3sonAtoT BbIOpaTb COXpaHEHME BCEX NMPUKPENIEHUA Nan
TONIbKO $aliNoB onpeaeneHHOro pasmepa. ITo NO3BOAET He neperpyKaTb 6a3y aHHbIX
GroupWise 601blIMMM NPUKPENNEHUAMMU.

* JnemeHTbl ynpasneHua GroupWise no3sonatoT 3agaTtb nanky GW Attachments B Kavectse
PacnosoKeHMA Mo YMONYAHUIO AN5 NPUKPENIEHWUI C NOKAIbHOTO ANCKA, KOTopble Bblan
oTnpasneHsbl B Filr.

+ JnemeHTbl ynpasneHus Filr no3BonatoT He coxpaHATb B nanke GW Attachments
NPUKPENAeHUA € IOKAIbHOFO AUCKaA, KOTopble bblaun oTnpasaeHsbl B Filr. OHu byayT
XpaHuTbca B nanke Filr goctynHol Tonbko agmuHmctpatopy Filr.

+ MpuHyantenobHoe coxpaHeHue daiinos B Filr moxKeT HbITb HACTPOEHO A/1A BCEX
NpUKpenaeHnin Man TonbKo ans ¢annos, NpesbiWatowmx onpeaeseHHbI pasmep. Ero
3HaYeHue ycTaHaBAMBaET aAMUHUCTPATOP, @ NO/Ib30BaTENb NOYYAET YBEAOMJIEHME O
NPUHYAUTENIbHOM coXpaHeHuu daiinos B Filr.

Monb3oBaTenbcKMe NapameTpbl NPUKPENIEHUNA ¢ anemeHTamm ynpasneHmsa Filr

Ecnu eKaroyeH Mmodynb Filr Outlook Plugin, nonb3oBaTtenib MOXeT BblbpaTbh OANH U3 YKa3aHHbIX
HUXKEe NapameTpoB, MO0 KaKOM-TO U3 HUX YyKe byaeT 3agaH B HAaCTPOMKax moayns.

+ CpoK AelicTBMA CCbIIKU UcTeKaeT Yyepes. Ecin BbIbpaH 3TOT NapameTp, Bbl MOXKETE YKa3aTb
CPOK AEWNCTBMA CCbIIKK Ha dain.

¢ OrpaHuyeHue 3arpy3kun. ITOT MapamMeTp NO3BO/AET YKa3aTb KONMYECTBO 3arpy3okK daiia us
Filr.

OrpaHuyeHue 3arpy3kn 03HavyaeT YMCno nosayyaTesnei, KoTopbiMm ByaeT 4OCTYMHO
npukpenneHue. Mocne gOCTUXKEHMA YKa3aHHOTO Npeaena npukpenieHune byaet
HeZloCTYMHO A1A OCTa/bHbIX NOAb30BaTENEN.

Ob6wme ceegeHuns ob nHTerpaumm c Filr



[na goctyna K aTomy napameTpy npu paboTe ¢ NoKanbHbIMU Gaitnamm WeAKHUTE NPaBoi
KHOMKOM MbILK Mo dainy, NpUKpenaeHHOMY K MoYToBOMY a1emeHTy GroupWise.

Mpu pabote ¢ dannamu Filr 3TOT NnapameTp AOCTYNEH BHU3Y AMANOFOBOIO OKHA NPUKPENIEHUS.

BapuaHTbl N0/1b30BaTE/IbCKUX NPUKPENIEHUIA, A1 KOTOPbIX BK/IIOYEHbI TO/IBKO 3/1IeMEHTbI
ynpasneHua GroupWise gns Filr

Ecnu modyne Filr Outlook Plugin omkntoyeH, Ho B GroupWise BKAtoYeHa nHTerpayma Filr,
no/sb30BaTe/N0 MOTYT 6bITb AOCTYMHbI BCE UM HEKOTOPbIE U3 YKa3aHHbIX HUXKe NapameTpos (B
3aBMCMMOCTM OT BbiIBOpa agMUHMCTPaTOPA).

Ecnun ncnonb3oBanca N0KaAbHbIM dalin, gas A0CTyna K 3STUM NapamMeTpam LLeNKHUTE NpaBoi
KHOMKOM MbILLK Mo dainy, NPUKPENIeHHOMY K MOYTOBOMY 3/IEMEHTY.

Otnpaeutb B Open Text Filr. 9To e4MHCTBEHHbIN NapameTp, AOCTYMHbIN NO WeA4YKy npaBoi
KHOMKOM MbILWK, ecin ncnonb3yetca GyHKLMA NPUKPeNeHMA NoKanbHoro daina Jobasume
npukpenaeHue. Ecnn BbIbpaTb 3TOT NapameTp, KOHTEKCTHOE MEHIO MpUKpenaeHna byaet
cofepXaTb napameTpbl A0CTYNa, YKa3aHHbIE HUXKe.

HaBeguTe yKasaTe/ib MbilIW HA CTPE/KY pa3BepTbiBaHMA (>) Tpex napameTpos, YTOObI
NPOCMOTPETb HACTPOMKM MO YMONYAHMIO, KOTOPbIE OTBEYAIOT 33 AOCTYMHbIE NONYYATENIO NOYTHI
[eMCTBUA NPU LLEeNYKe MO NPUKPENIEHUIO.

Bbl moXeTe OCTaBUTb HaCTpOVIKM Filr no YMONTYAHUIO NN USMEHUTDL UX.

+ [lpaBa coBmecTtHoro gocryna Open Text Filr. Mo ymonyaHuio BbibpaH BapuaHT Mpocmorp.
MonyyaTtenu moryT TONIbKO MPOCMATPUBATL NPUKPENJIEHUE, HO HE CMOTYT 3arpy3nTb UAmn
NU3MEHUTb ero. BoibepuTe BapmnaHT M3meHuUTb, YTOObI NPeaoCcTaBUTb NOAb30BATENSM
BO3MOXHOCTb 3arpy*KaTb COAEPKMMOE NpuKpenaeHnin Filr n BHOCUTb B HUX U3MEHEHMNSA.

+ Pexxum BHellHero coBmectHoro goctyna Open Text Filr. 3HayeHne no ymonyaHuto Cebiika
Ha dain. ITOT NapameTp NPeAoCTaBAAET NOAYYATENAM NUCbMA AOCTYN K NPUKPENnIeHnAM
B Filr. Umetowwmecs y nonyyatena paspelieHnsa Ha paboTty ¢ npukpenaeHnem
COOTBeTCTBYIOT NpaBam B Filr, npesoctaBneHHbIM B yKa3aHHOM Bbilwe napameTpe. Ecau
BblOpaTb BapmMaHT BHeluHAA 06LuanA nanka, TaKMe e npasa 4ocTyna byayT npeaocTaBieHsbl
BCEM, KTO MOJIYYUT CCbIIKY Ha ¢ain, Nocae TOro Kak oH Bbia NonyyeH.

* CpoK feiicTBus CCbiKM ucTekaet yepes. Ecv BbIGpaH 3TOT NapameTp, Bbl MOXKETe YKa3aTb
CPOK AEeWCTBUA CCbIIKM Ha daiin. 3HayeHMe No yMOAYaHUo Hukoraa, TO eCTb CPOK
AENCTBUA CCbINKM He orpaHnyeH. Ecan M3meHWTb 3T 3HaUYeHue, CPoK Aeincteuns byget
YKa3blBaTbCA B AHAX.
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DN1IeKTPOHHAA NoYTa

DNIeMeHT 3/1IeKTPOHHOM NouyTbl 06bI4HO NpeacTasaseT coboi TeEKCTOBOE coobleHMe, oTnpasasemoe
nonyyarento. B GroupWise 3/1eMeHT 3/1IeKTPOHHOM NOYTbl MOXET 6bITb CO0bLIEHMEM,
MeponpusaTUeMm, 3ajaHnem, HanOMUHAHWEM UK TenedoHOrpammoit. Ero MoXKHO co3aaTh B BUAE
NPOCTOro TeKCTa UK € Ucnonb3oBaHnem HTML-pasmeTku. K Hemy MOXKHO f06aBUTb MPUKPENAEHUA.
Bce BxogALLMe 31eMeHTbl A0CTaBAAIOTCA B ManKy NOYTOBOrO ALWMKA.

*

lnhasa 18 Ha cTp.
lasa 19 Ha cTp.
lasa 20 Ha cTp.
lasa 21 Ha cTp.
lhasa 22 Ha cTp.

lhasa 23 Ha cTp.

109:
149:
159:
175:
181:
183:

"OTnpaBKa 3/1eKTPOHHOM NoYTb!"

"YnpasneHune oTAPaBAEHHbIMW 3N1EKTPOHHbIMM NUCbMamm"
"MonyyeHne coobLLEHNA SNEKTPOHHOM NOYTbl U OTBET Ha Hero"
"YnpasneHune nony4yeHHbIMU coobLeHnaMmn"

"MevyaTb coobueHMR"

"O6paboTKa HexenatenbHon noutsbl (Cnam)"
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OTnpaBKa 3N1EKTPOHHOM MOYTDI

B GroupWise coobLueHma moryT oTnpaBaaTbca B TekcToBom Buae unm HTML-popmate. Kpome Toro,
MOHO NpuKpenuTb ¢ann, 4ob6asuTb Nnoanmcb uam vCard, a TakxKe BbINOJHUTL NPOBEPKY
opdorpadum nepes oTnpaBKon coobLLEHMS.

®yHKLMA 4ONONHEHUA UMEH U3 aAPECHON KHUMM NO3BONAET BbICTPO U IETKO HaX0A4MUTb KOHTaKTbI
ana nobasneHuA Ux B None agpecara.

+ "Bblbop bnaHKa gnsa cosgaHma" Ha cTp. 109

+ "Co3pgaHue coobLieHns aneKTPOHHOM noYTbl" Ha cTp. 110

+ "Mcnonb3oBaHMe YNIOMUHAHUI NPW OTNpaBKe 3nieMeHToB" Ha cTp. 111

+ "®opmaTtnpoBaHMe cO0bLLEHNA INEKTPOHHOM NoYTbl" Ha cTp. 114

+ "lMpoBepkKa opdorpadumm B coobeHmax" Ha cTp. 121

+ "Mpukpennenue ¢annos" Ha cTp. 125

+ "NlobaBneHne NoANUCU N BUSUTHOM KapToukmM" Ha cTp. 129

+ "Micnonb3oBaHue anbTepHATUBHbIX agpecos oTnpasuTensa” Ha cTp. 131

+ "MapLupyTm3auma NnMcbma nocnenoBaTesIbHO K HECKONbKMM noaydatenam” Ha ctp. 132

+ "3awmuieHHble coobueHma S/MIME" Ha cTp. 134

+ "CoxpaHeHue He3aKoHYeHHOoro nucbma'" Ha ctp. 141

+ "Bbibop napameTpoB oTrnpaBkn" Ha cTp. 143

+ "Paccbl/IKa 3/IEKTPOHHbIX COODOLLEHWUI C MOMOLLbIO CIUAHUSA NoYTbl" Ha cTp. 146

+ "PasmelleHune BUPTYaNbHOIO CTUKepa" Ha cTp. 147

+ "OtnpaBska TenepoHorpamm" Ha cTp. 147

+ "lonocoBaHue" Ha cTp. 148

Bbl6bop 6n1aHKa ana co3pgaHua

Mo ymonuaHuto B GroupWise npeanaraercs 6naHk cosgaHua HTML ana cosgaHus anemeHTos. Ha
6naHke HTML npeanaraetcs WMpOKuii Bbi6op Wpr$ToB, pasmepoB Kerns 1 LBeTOB; NapameTpbl
dopmaTMpoBaHMA TEKCTA, B TOM YMcae CTUAN ab3ales, BbipaBHMBAHWE, MapKMPOBAHHbIE CMINCKM,
HYMepPOBaHHbIE CMUCKN, TMNEPCCbIIKM Ha TEKCT U TOPU3OHTA/IbHbIE IMHWUK; NapameTpbl PUCYHKOB
ONA BCTPOEHHbIX U POHOBbLIX M300parkeHUi. Ecaun Bbl NpeanovmTaete 60s1ee NPOCTyO cpeay
pefaKTMPOBaHWUSA, BOCNONb3yMTeCh 61aHKOM CO34aHMA NPOCTOro TEKCTA.

1 WenkHute Cepsuc > MapameTpbl.

2 [lBaxkAbl WeNKHUTe No anemeHTy Cpeaa, a 3aTeM nepenguTe Ha BKNaaky baaHku.

3 BbibepuTe NyHKT MpocTtoid Tekct nam HTML.

4 Bbibepute wWpudT 1 pasmep WwWpndTa B COOTBETCTBYIOLLUX MONSAX.

5 Haxkmute KHoMKy OK.
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COBET. Bo BHOBb CO34,aBaeMOM 3/IEMEHTE MOMKHO U3MEHUTb B1aHK co34aHuMA ANa 3TOro
OTAENIbHOIO 3/1IeEMEHTA: WeNKHUTe baaHk > MpocToi TeKeT uan baauk > HTMIL.

Co3paHue coobLeHnA 3SNeKTPOHHOM NOouYTDI

YT106bI C034aTb COO6LLI,€HME, BbIMNOJ/IHUTE YKa3aHHbIE HNXKe AEI\/‘ICTBMH.

1 Ha naHenm MHCTPYMEHTOB HaxKmuTe Hosoe nucbmo.

Bbl morkeTe BbIO6paTb pasinyHblie 61aHKM COOOLLEHMI, HaXKaB CTPENKY BHM3 PAAOM C
anemeHTOoM HoBoe nucbmo.

B none Komy BBegMTE MMA NOAb30BaTeNA, @ 3aTEM HaXXmuTe Knasuwy Enter. NosTtopuTe atn
OeucTBmA ans opyrux nosb3osaTtenen.

nnn

Y106bI BbIOPATh MMEHA NONb30BaTENIEN U3 CNUCKA, BbibepuTe NYHKT Agpec Ha NaHenn
WMHCTPYMEHTOB, BbIMO/IHUTE NOUCK MO NOAb30BATENA U ABAXKAbI LLEKHUTE MO KaX40My
HYHOMY MO/b30BaTENIO, @ 3aTEM HaXXMUTE KHOMKyY OK.

Ecnn Heobxoammo, BbibepuTe NyHKTbI +Konusa n +CkpbiTana Konua, YToO6bl 406aBUTL 3TU NOAS,
3aTtem BBeauTe B nosa Konua u CK umeHa noJsib3oBaTenei.

Konus: Monb3oBaTtenu, ykasaHHble B none «Konma» noayyaroT KON coobLieHus.
Monyyatensamm KoNuKn ABAAIOTCA NOb30BaTENIU, KOTOPbIM MOXKET NoTpeboBaTbcA MHOPMaL M,
cofepKalLancs B COOOLEHMM, HO OHWM He ByayT HeCTU 3a Hee NPAMYIO0 OTBETCTBEHHOCTb. Bce
noay4yatenu npu aTom BUAAT UMEHA APYTMX No/b30BaTeNel, KOTOpbIM bblia OTNpPaBaeHa
Konua. OHM TaKXKe MOryT BUAETb MMEHa BCEX NoJyyaTeneit Konuu.

CK (CKpbiTasa Konus): MonyyaTenu ckpbitoit Konuu («CK») nonyyaroT Konuio coobuieHums.
Opyrve nonyyatenm MHPOPMaLMIO O CKPbITbIX KONUAX He Noy4YatoT. To/IbKO OTNpaBuTeNb U
nosly4aTeNb CKPbITOM KOMMM 3HAIOT, YTO CKpbITas Konusa bblaa oTnpasneHa. Ecin nonyyatens
oTBeYaeT Ha cooblueHne 1 BbiIbMpaeT OTBeTUTb BCem, NOyYaTelb CKPLITOM KONUKM He NONYYUT
3TOT OTBET.

YT06bI UI3MEHUTL MMSA B Nosie «OT» Ha UMA APYroi YYeTHOW 3anncu Uau AOBEPEHHOTO ML,
NnB0o yKasaTb anbTEPHATUBHbIN yUeTHbIM agpec, Bbibepute NyHKT OT:, a 3aTeM UMS.
[ononHutenbHble cBegeHns 06 anbTepHaTMBHbIX aapecax 3/1eKTPOHHOM NOYTbl CM. B pasaene
Mcnonb3oBaHMe anbTePHATUBHbIX aApecoB OTNpaBuTens.

5 Ykaxkute temy.

BseauTte coobuieHme.

NPUMEYAHME. YTob6bl NpnBAeYb BHUMaAHME KOHKPETHOrO NoJly4aTesis, MOXKHO MCMONb30BaTb
YNOMWHAHMWA: BBEAUTE B TEKCTE COOOLLEHMA SNEKTPOHHOW NOYTbI CUMBOA @, @ 3aTEM HAYHUTE
HabupaTb MMA NONb30BaTENS, YTOObI BbIOPATb €ro B aApeCcHOM KHure.

JononHuntenbHble cBefeHnA CM. B pasgene Vcrnonb3oBaHue yrION\l/IHaHVIl7| npu oTnpaBkKe
3/1IEMEHTOB.

(HeobsasaTtenbHo) OTKpoiTe BKNAAKY MapameTpbl oTripaBKku, YTobbl BbIOpATh Apyrue
napameTpbl, Hanpumep YCTaHOBUTb AN 3TOTO COOBLLEHNA BbICOKYIO Ba*KHOCTb, 3aNpoCUTb
OTBET OT nony4yartens, 406aBUTb KaTeropum u T. A.

OTnpaBKa 3/IEKTPOHHOM NOYTHI



Ecav ncnonbsyetca napameTp «Kateropmun», nonyyatento OTNPaBAATCA TONbKO YeTbipe
KaTeropmun no ymonyaHutio.

YT06bI OTKPbITb rTMNEpPCCbINIKY B 6naHKe CO34aHuA, WENKHUTE ee, yaepXKnBan Ha*KaTomn Knasuuwy
CTRL.

8 C nomoubto KHOMKK [Jo06aBuTb npuKkpensieHne, PacnosoKeHHOW B HAMKHEN YacTu OKHa
CO34aHus, MOXHO BKOUYUTb B co0bLLEeHMe Ntobble NpUKpenaeHus.

JononHutenbHble cBeaeHUs 0 AobaBAeHUN NPUKPenieHuii (B Tom umcne u3s cepeuca Filr) cm. B
pasgene lMNpukpenneHue Gpannos.

9 HaxmuTte KHonKy OTnpasutb HA NaHe N UHCTPYMEHTOB.

Ucnonb3oBaHue yI'IOMVIHaHVIﬁ npu oTnpasKe 3/ieMeHTOB

PYHKUMA YNOMUHAHWNSA B COYETaHMU C GYHKUMEN 4OMNONHEHUA UMEH U3 aAPECHON KHUTU CAYXKUT ANA
bbicTporo gobasneHns nonyyaTeneit B none Komy, a TakKe NO3BOASET BCTAaBUTb B TEKCT COOOLLEHMA
BblAe/IEHHOE UMSA OMNpeaeNeHHOro NoAb30BaTessi CO BCTPOEHHOM CCbIIKOM ANA NPUBAEYEHUA €r0
BHUMAHMUA.

YT10Obl BCTaBUTb MMA KOHTAKTHOIO /IMLLA B TEKCT OTNPABASEMOro COObLLIEHUSA, HAYHWUTE HabupaTb
MMSA U3 a4PECHON KHUMM nocie cumBona @. Mpu atom cpaboTaeT PyHKUMA AOMNOHEHUA UMEH, C
NMOMOLLLbIO KOTOPOI MOXKHO ByaeT BbibpaTb HYXKHOIO Noay4YaTensa u3 oTGUALTPOBAHHONO CMUCKA
aApEecHOMN KHUTK.

MPUMEYAHME. [ina Toro 4tobbl NpU UCNONb30BaHMM YNIOMUHAHWUI 4eMCTBOBaIO aBTOMATUYECKoe
JO0NoNHeHWe, BBOAUMOE UMSA LOMKHO COAEPKATbCA B CUCTEMHON MM NEPCOHANbHOMN apeCcHOM
KHUre, B CBOMCTBAxX KOTOPOW BKAOYEHA QYHKLMA AOMNONHEHNA MMEH.

B npvBeaeHHOM HUXKe NpUMepe CoCTaBUTeNb Co0bLLeHMA Habpan B none Komy «Monb3oBaTtenb
LDAP», a B coobuieHnn obpaTunaca B HEMy «rocnoguH». B nepsom npegnokeHnn oH Habpan
«@TecT» 1 Bblbpan B pacKpbIBatOLLEMCA CNIUCKE aApeCcHO KHUMM Nonb3oBaTens Tecmums
Tecmgpamunusa. TIpy 3STOM MMA COOTBETCTBYHOLLENO NO/b30BaTeNA 6bI10 BCTABEHO B TENO NUCbMA U
fobasneHo B none Komy oTNpaBasemoro cooblueHums.
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[0 Mail To: LDAP User

File Edit View Actions Tools Accounts Window Help
= | [
9 send X cancel [} address | [H ||= = = "E).d

Mail ISend Optians]

To: » LDAP User: Testfirst Testlast:

Subject: Mentions Example

Dear Sir,

I've spoken to your associate @Testfirst Testlast

MPUMEYAHME. MepcoHanbHble 31EMEHTbI HE COAEPHKAT Nonen ans nobasneHns agpecos
nosny4yaTeneit, Ho Bbl MOXETE MCNO/b30BaTb B MEPCOHA/IbHbIX OTMNPAaBAAEMbIX 3N1eMeHTax GyHKLUMIO
ynomuHaHus. Mcnonb3oBaHMe YyNOMMHaHWUI B MEPCOHA/IbHbIX 3/1IeMEHTaxX NO3BOAET 3a4eMCTBOBATb
$YHKUMM BbICTPOro AocTyna npu nocaeayowem OTKPbITUM 3TUX 31eMeHTOB. Hanpumep, Bbl MOXKeTe
CKOMMPOBAaTb afpPec 3NEKTPOHHOMN MNOYTbI MM Y3HATb HOMep TenedoHa, HaBeaA yKasaTelb MbllKM Ha
yNoMUHaHue.

O6wue cBegeHMA 0 NPUHLMNAX AEUCTBUA U NapameTpax
yNOMWHAHUI

NMommmo npusneyeHna BHUMaHUA I'IOI1b3OBaT6ﬂer/'I, YNOMWUHAHUA O30T HEKOTOPbLIE
AONONHUTENbHbIE NpenmyLLecTsa. Huke npueeaeHo I'IO,D,pOGHOE onncaHume AEVICTBMH YI'IOMVIHaHMf;I
B GroupWise, a TaKXXe CBA3aHHbIX C HUMW NMapaMeTpOoB.

~n

+ "OYHKLMM yNOMUHAHUIA" Ha cTp. 112

~ 1

+ "MapameTpbl ynoMmHaHMn" Ha cTp. 113

PYHKUMUN YyNOMUHAHUA

Ecnu Bac UHTepecyloT AencTBMA, AOCTYNHbIE MPU UCNONb30BaHNKW YTOMUHAHMIA, obpaTuTech K
pasgeny MapameTpbl yNOMUHAHWIA. 34eCh e pedb NoMAeT 0 NpMHLUMNAax ux paboTbl.

+ Tunbl 371eMeHTOB. YNOMMHAHUA MOXHO UCMO/b30BaTb B II0ObIX 31eMeHTax ¢ GyHKunen
OTnpaBuTb, B TOM YUNCNE B 1€PCOHA/bHbIX 3nemeHmax. Mpumep:
+ [louTa
+ Meponpuatune
+ 3apava
¢ 3aMNUCKa;

¢ HanoMWHaHue.
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+ MNapameTpbl N0 ymonuyaHuto. PyHKLMA YTOMUHAHMA MO YMOYaHWIO BKAtOYeHa. Ecan
agMUHUCTpaTop GroupWise He MeHAN HAaCTPOMKKU CUCTEMbI MO YMOTHaHUIO, A1A OTKAOYEHUA
aTOM GyHKUMK B KnneHTe GroupWise nocseaoBaTesibHO BbibepuTe NyHKTbl CepBuc >
MapameTpbl > Cpeaa v nepenanTte Ha BKNagky Ob6uiue.

Ecnv agMUHUCTPATOP BHOCWUT USMEHEHUSA B NAPaMETPbI MO YMONYaHUIO, QYHKLMA YNOMUHAHWIA
MOXKET MMETb OAHO M3 YKA3aHHbIX HUMKE COCTOAHMUMN.

. BKﬂI’O"fEHG/3G6ﬂOKUpOBGHG — MOXHO No/21b30BaTbCA YMOMUHAHUAMU B K/INEHTE, HO
HeNnb3A NX OTKIHOYUTD.

. 0mKﬂlO‘4€HO/3G6fIOKUp06CIHG — HeNb3A HM NO0/1b30BaTbCA YNOMUWUHAHNAMMU, HU BKTHOUYNTL
nx.

* OmkKnroyeHa/pa3baoKuposaHa — Ytobbl UCMO/b30BaTh YNOMUHAHUA, HEOBXOANUMO
YCTaHOBUTb GIa*KOK B none BraounuTtb ynomuHaHusa B pasgene «Cpega > Obuwme
napameTpbi».

MPUMEYAHME. Mo ymonyaHuio BbiI6paH BapuaHT «BKatoueHa/pa3bnokmpoBaHa».

+ YnomuHaHue u JonosnHeHue MMeH. YTobbl Npu MCNoNb30BaHMM YNIOMUHAHUIA AeCTBOBaNO
aBTOMaTMYeCKOoe A0MN0IHEHUE, BBOAUMOE MMSA A0/IHO COAEPHaTbCA B CUCTEMHOMN UK
NnepcoHaibHOW afipeCcHOM KHUre, B CBOMCTBAX KOTOPOM BKAOYEHO AOMOJIHEHUSA UMEH.

YT06bl Y3HATb, B KAKUX NEepPCOHa/bHbIX agPecHbIX KHUrax BKAoUYeHa GYHKUMA AOMNONHEHUA
MMEeH, BbibepuTe Ha NaHeN MHCTPYMEHTOB NYHKT AApecHbie KHUMM U NepenanTe B pasgen
®dainbl > AapecHbie KHUMU € JONONHEHUEM UMEH.

+ Wcnonb3oBaHWe KONMiA U CKPbITbIX KOMUA. Kak yrKe 6bl10 cKasaHo, Npu gobaBneHnn
yNnOMMHaHUA B TeNO NMUCbMa YKa3aHHOE MMA aBTOMaTMUYeCKM BCTaBaAeTca B nose Komy, ecam
€ro Tam eLle HeT (3To NpaBuIo He paboTaeT ANA NePCOHaNbHbIX 31eMeHToB). Mpu 3ToM ecnu
«YNOMAHYTLIAY NOAy4YaTeNb y*Ke bbin yKasaH B none Konua nam CK, ero agpec nepeHocnTcA B
none Komy.

+ 0O603HaueHUe 3N1eMeHTOB C YNTOMUHAHUAMM B CNUCKaX. MOCKONbKY YNTOMUHAHWUA CAYXKaT A1A
NpUBAEYEHNA BHUMAHUSA, B CMUCKE 31EMEHTOB NOYTOBOTO ALIMKA NOAb30BaTENA CO0bLLEHMS, B
KOTOPbIX OH YNOMWHAETCS, OTMEYEHbl CUMBOIOM @. [lONONHUTENbHbIE CBEAEHUA O TOM, KaK
OTOUNLTPOBATL OTMEYEHHbIE CO0bLLEHMA CM. B pasaene MapameTpbl YNOMUHAHUIA.

NPUMEYAHUE. [laxke ec/iv aneKTpOoHHOe coobleHne ¢ ynoMnMHaHKeM bbl/io NoJly4eHo 13
BHELUHel No4YToBOWM cucTembl (B Tom uncne n3 Gmail n Outlook), oHo Takke byaeT oTmeyeHo.

MapameTpbl ynommnHaHuM

B aTom paszene peyb nonaeT 06 aKTUBHbIX 4eNCTBUAX, [OCTYMHbIX NO/b30BaTENAM NPU
MCNO/Ib30BaHMM YNTIOMWHAHWIA, @ He O MOBEAEHUMN YNOMUHAHMWI B LeNloM. [lonofHUTeNbHbIe
cBefeHuna cMm. B pasgene OyHKLMUM YTOMUHAHW.

+ Mnutka appeca. MNpun HaBegeHMN Kypcopa MblLIKM HA TEKCT YNTOMUHAHUA B anemeHTe GroupWise
BCM/IbIBAET NANTKA afpecaTa (nonyyatens, rpynnbl, pecypca v T. 4.) ¢ coaepKalumnca B
aAPECHON KHUre AaHHbIMM 06 3TOM 0bBbEKTE. ITO MOKET ObITb aAPEC INEKTPOHHOMN NOYTI,
Homep TenedoHa, AOMKHOCTb, OTAEN U T. 4.
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+ KoHTeKcTHOe meH1o. [10 wenyky npaBoﬁ KHOMKOM MbILWN Ha TEKCTe YNOMWUHAHWNA B 3/1IEMEHTE

GroupWise OTKpOEeTCA KOHTEKCTHOE MEHIO C NepeyvnciieHHbIMU HUXE KOMaHOaMu.
+ [106aBuTb B Nanky «4acTble KOHTAKTbI»
+ MoapobHaa nHpopmaLma (OTKPOIOTCS CBOMCTBA a4PECHOMN KHUMN)
+ BbipesaTb
+ Konuposatb
+ KonupoBaTb aApec 3NEKTPOHHOMN NOYTbI

* Yoanutb

+ Mapametpbl yaaneHua. CyuiectByeT HECKO/IbKO cnocob6os Y4a1NUTb YNOMUHAHUA U3 3N1eMEHTa

Ha CTaAMnN 4YEPHOBWKa, 4yTOObI ,D,O6aBl/1Tb HOBbIE€ 3/1IEMEHTbI M OTBETbI Ha NOJIy4E€HHbIE 2/IEMEHTbI.
[nA 3TOro BbINOAHUTE OOHO U3 YKa3aHHbIX HMXe AeVICTBMﬁ.

+ Ypanute TeKcT Knasuwei Backspace.
+ HaBeauTe yKasaTeslb MbILUW HA TEKCT U LLLESIKHWUTE MO 3HAYKY X.
¢ LllenkHuTe NpaBoi KHOMKOW MbILLM MO YNOMUHAHWUIO U BbIBEpUTE NYHKT YAanuThb.

+ Bblbepute ynommnHaHue n Haxkmute kKnasuwy Delete.

ANPUMEYAHME. Ecnhm agpecaT 6bin gobasneH B none Komy B CBA3U C UCNONb30BaHMEM
YNOMUWHaHUA, ero uma byaet o4HOBPEeMEHHO yaaneHo 13 Tekcta n ns nona Komy. OgHako ecam
agpec yxe 6bin B none Komy 40 BBOAA YNOMWUHAHUSA, yAa€HME TAKOro YNOMUHAHUA He
npuBeaeT K ero yaaneHunto ns noasa Komy.

dunbTp ynommHaHuit. Yto6bl NOCMOTPETH B MOYTOBOM fALLIMKE BCE COODOLIEHUA, FAe Bbl
YNOMAHYTbI, BOCNO/b3yMTECh NapaMeTPOM YnomuHaHUE MeHSA B PACKPbIBAOLLEMCA MEH!O
dunbTpa.

Co3gaHue nNpaBua ynoMmuHaHuii. OnpegeneHue YnommuHaHue MOKHO MCNONb30BaTb A1
CO34aHUA NPABUA yNpaBieHUA 31IeMEHTaMM C YTOMUHaHMAMK. Hanpumep, MOXKHO €c034aTb
npaBuaO 419 aBTOMaTUUYECKON OTNPaBKM BCEX COOBLLEHNI C YTOMMUHAHMEM BalLEro UMeHU B
cneuumanbHyto nanky. OCHOBHble CBeAeHMA 0 Co3A4aHUN NpaBua CM. B pasaene Co3gaHue
6a3oBoro npasuia.

dopmaTupoBaHMe coobLEeHUA 3INeKTPOHHON NOYTbI

MapameTpbl GOPMaTUPOBAHMA, AOCTYMNHbIE MPU CO3A4aHNN COOBLLEHNA, 3aBUCAT OT BbIBPaHHOIO
61aHKa co3gaHua. K cosgaBaemomy BaMu COOBLLEHNIO NPUMEHSAIOTCA NapamMeTpbl, ONUCaHHbIE B
AaHHOM pasgene.

MPUMEYAHME. Ecav nonyyatenb ncnonb3yet 6a1aHK yteHnsa HTML, oH BUANUT coobLieHme Tak, Kak
Bbl ero otdopmaTnpoBann. OH He MOXKET U3MEHUTb LWPUDT anemeHTa ¢ popmaTnpoBaHnem HTML.
Ecnv nonyyatenb ucnonbayeT Ana YteHMaA 6aaHK npocToro Tekcta, HTML-bopmaTupoBaHue
TepaeTca. MNpu 3Tom OH MOKeT BbibpaTb KomaHay BaaHk > HTIVIL, yTo6bl cooblieHMe oTobpasnnoch
B ToM dopmaTe, B KOTOPOM OHO Bbls1I0 CO34aHO.

+ "Bblbop TEKCTOBOrO pegakTopa" Ha cTp. 115

+ "Mcnonb3oBaHue TEKCTOBOro pegaktopa GroupWise Ans co3gaHus coobLLeHMI 3/1eKTPOHHOM

noytbl B popmate HTML" Ha cTp. 115
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+ "Mcnonb3oBaHue TEKCTOBOIO pegaktopa GroupWise 414 ¢opmaTMpoBaHMA NPOCTbIX TEKCTOBbIX

~n

3NEKTPOHHbIX coobuieHnin" Ha cTp. 119

+ "Mcnonb3oBaHue B TeKCTOBOM pedakTope GroupWise nonb3osatenbCKnx 61aHKoB" Ha cTp. 120

Bbi6bop TEKCTOBOro peaaKropa

Mpwu co3paHum coobuueHmnsa B GroupWise Bbl MOXKeETe UCMO0/1b30BaTb OPUIMHANbHBIN PefaKkTop
GroupWise naun cnegyroume CTOPOHHUE peaaKTopbl:
+ LibreOffice 3.6 unu bonee nosgHe sepcunu;
+ Microsoft Word 2007 nnu 6onee nosgHel Bepcuu.
Microsoft Word 2019 nogaeprkuaetca B GroupWise 18.1 u 6onee no3gHux Bepcumii.

Ons ncnonbsoBaHus npunoxerus LibreOffice unm Word oHo gonKHO BbITb YCTaHOBAEHO Ha
pabouei cTaHUUMN.

Ecnu B KauyecTBe pefaKkTopa no ymoa4aHuio BbibpaHo npunoxeHue LibreOffice nan Word, ero
$YHKUMM 1 napameTpbl GOpMaTUPOBAHUA AOCTYMHbI B OKHE HanucaHua coobuieHua GroupWise.
MHCTPYKLMM NO HacTpoiKke GOpMaTUPOBAHMSA CM. B OKYMEHTALMN K NPUIOKEHMUIO.
1 BbibepuTe B MeHI0 CepBuc NYHKT NapameTpbl, a 3aTeM ABaKbl LLEAKHUTE No anemeHTy Cpega.
2 [lepeiguTe Ha BKNaAKy Pepaktopbi/Mporpammbl NpocmoTpa.

3 B Co3paTtb NpocToii TEKCT C NOMOLLbIO BblbepuTe peagakTop, KOTopbIn HeobXxoaMMOo
MCMNo/1Ib30BaTb.

4 B Cozpgatb HTML c nomouwbio BbibepuTe peaakTop. KOTopblii HEOBXOAMMO MCNOMb30BaTb.

5 Haxkmute KHONKy OK.

Mcnonb3oBaHue TeKcToBOro pepgakropa GroupWise ans
C034aHu1A co0bLeHnIt INeKTPOHHOM nouTbl B popmate HTML

Ona npobasneHma B coobLEHMA AOMNO/IHUTENbHbBIX BO3MOXKHOCTEN POPMATUPOBAHMA MOMKHO
MCcnonb3oBaTb MHCTPYMeHTbl HTML, goctynHblie B GroupWise. Ha naHenn MHCTpymeHTOB
COXPaHAETCA JOCTYN KO BCEM CTAaHZAPTHbIM TEKCTOBbIM QYHKLUMAM, TAKUM KaK WpndT,
noa4YyepKMBaHME U KYPCUB, a TaKKe K TaKMM QYHKLUMAM, KaK BblpaBHUBAHWeE, OTCTyN, aobasieHne
n306parkeHni 1 Tabany n T. 4.
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[ns npocmoTpa BCex KHOMOK Ha naHenn MHCTpymeHToB HTML pasmep OKHa aieMeHTa MOXKHO
WM3MEHUTb NO FOPU3OHTANN.
+ "CmeHa wpudta B HTML-coobuweHnn" Ha ctp. 116
+ "[NlobaBneHune amog3un B HTML-coobuieHune" Ha cTp. 116
+ "NlobaBneHune B HTML-coobuieHne ropn3oHTaNbHOM NMHUK" Ha cTp. 117
+ "Nlo6aBneHune 8 HTML-coobLieHMe MapKMPOBAHHOIO MK HYMEPOBAHHOIO CNKCKa" Ha cTp. 117
+ "NlobasneHune B HTML-coobuieHne Tabamupbl" Ha cTp. 117

+ "NlobasneHune B HTML-coobLieHne nsobpaskeHnin" Ha cTp. 118
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+ "Nlo6asneHune B HTML-coobuieHne ¢oHoBOro nsobpaxkeHuna" Ha ctp. 118
+ "NlobasneHune B HTML-coobuieHne runepccbiikn" Ha cTp. 118

+ "OTmeHa nau Bo3Bpart nocaeaHen onepaumm c Tekctom 8 HTML-coobuieHnn” Ha cTp. 118

CmeHa wpudra B HTML-coobweHun

Y106bI M3MEHUTb WPNT B HTML-coobLeHMM, BbINONHUTE YKa3aHHbIe HUXKe AelCTBUA.

YT0Obl U3MEHUTL WPUPT, ero pasmep U apyrme atpubyTbl, UCMO/b3YNTE NaHENb MHCTPYMEHTOB
HTML.

Ona anemenToB HTML TakKe MOXHO 3a4aTb WPUEPT No ymoadyaHuio. JlononHuTeNbHble CBeAeHUA
CM. B pasgene HacTpolika 6/1aHKa 1 WpudTa NO YMONYAHUIO 418 YTEHUA U CO34aHUS.

Dob6asneHne amoasun B HTML-coobuieHune

Y1066l £062BUTL 3MOA3N B HTML-coobLieHne, Bocnonb3ynTech 06bIM M3 YKa3aHHbIX HUXKe
cnocobos.

MPUMEYAHME. Mpwn nepesoge coobuieHns c amoasm ns HTML-bopmata B NpocCToi TEKCT, SM0OA3M
byayT npeobpa3oBaHbl B YepHO-6enble 3obparkeHns. GroupWise nogaep*KMBaeT amoasn B
TEeKCTOBOM popmaTe, HO TO/IbKO B YepHO-6e10m BapuaHTe.

+ BblbepuTe NyHKT Betasuts 3moasu =) Ha NaHenun MHCTPYMEHTOB 1 BbIGEPUTE HYXKHOE
nsobparkeHue.

Emaji - Keep typing to find an emoji

= @

@ ¥ OO
RN SN N
ORI MO 4
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ESvwo
@ @ © P @

o O = € @ 0
@8O O
L OB O

()

+ Bocnonb3syiTech codeTaHnemM Knasull Windows + . (TOYKa), YTOBbl OTKPbLITb MEHIO SMOA3MN.
+ Bbibepute KOMaHAy BcTaBuUTb 3MOA3M U3 KOHTEKCTHOTO MEHH0, YTOObI OTKPLITb MEHIO 3MOA3H.

+ BBeguTe cTaHOapTHOE COYETaHME CMMBOJIOB HENOCPEACTBEHHO B TEKCTOBOW cTpoke. MNpumep:

BBEAMTE :) UAM :-), 4TOBbI BCTaBUTD yablbatoweeca anuo @.

Haxkmute knasuwm CTRL+Z, yTobbl OTMEHUTL Npeobpa3oBaHmMe BBEAEHHbIX CUMBOJIOB B
amopg3u unm CTRL+Y, yTobbl NoBTOPUTL NpeobpasoBaHue.

116 OTnpaBKa 3/IEKTPOHHOM NOYTHI



Cxema CTaHAAPTHbIX 3M0A3M, AOCTYNHbIX B GroupWise:
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Do6asneHne B HTML-coobweHne ropusoHTaNbHOU IMHUK

YT106bI £062BUTb TOPU3OHTA/IbHYIO IMHUIO B OTKpbIToe B HTML-coobuieHne, BbINONHUTE YKa3aHHbIe
HUXKe aencTeuA.

1 Bbl6€pMTe MeCTO B 3I1IEKTPOHHOM COO6LLI,€HI/1VI, rae HyY>XHO pPacnosIOKUTb rOPU30OHTA/IbHYHO
JTNMHUIO.

2 LllenkHuTte 3Ha4oK «fopu30oHTaNbHanA ANHUAY.

Do6asneHne B HTML-coobweHne mapKMpOBaHHOIO MU
HymMepOoBaHHOrO CrMUCKa

Y106bI 406aBUTb MapPKUPOBAHHbIM UM HYMEPOBAHHbIM CNUCOK B OTKpbIToe HTML-coobuieHue,
BbINOJIHUTE YKa3aHHbIE HUXKe AeNCTBUS.

1 [na BCTaBKM MapKMPOBAHHOIO UM HYMEPOBAHHOTO CMMCKA MCNONb3YNTE NaHeNb
MHCTpymeHTOB HTML.

2 BBeguTe anieMeHT CNUCKa, a 3aTem HaxmuTte Enter, 4yTO6bI C034aTb CJ'IGAYPOU.I,MVI 2/1IeEMEHT
CMUCKa.

3 Y106bl OTKNIOUUTL POPMATUPOBAHME CMIUCKA, MOCAE NOCNEAHErO 3NEMEHTA HAXKMUTE KNaBULLY
Enter, a 3aTem Backspace.

Dob6asneHne B HTML-coobuwieHune Tabamubi

YT106b1 A06aBUTL TabAMLY B OTKpbIToe B HTML-coobuieHue, BbINONHUTE YKa3aHHble HUXKe AeCTBUA.

1 Ha naHenun nHctpymeHtoB HTML wenkHuTe 3Ha4YokK Mapametpbl Tabauubi.

OTnpaBKa 3/IEKTPOHHOM NOYThI 117
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2 B packpblBatolLemca meHto BbibepuTe pasmep Tabaunubl nam BbibepuTe NYHKT Apyroe u
YKarKuTe cCobCTBEHHbIE Pasmepbl.

B anleKTpOHHOM COO6U.I,eHMM noAasnAeTcAa Ta6m4u,a, €e pa3mepbl NoACTPanBaOTCA NoA, obbem
TEeKCTa.

Dob6asneHne B HTML-coobweHune nsobpaxxkeHum

Y1obbl 406aBUTHL N30OpaxKeHue B OTKpbIToe B HTML-coobuieHMe, BbINONHUTE YKa3aHHbIE HUKE
nencraus.
1 B o6nactu, rae HyXKHO pasMecTUTb N306parkeHne, WenKHUTE 3Ha4YOK BCTaBnTb KapTUHKY.

2 YKaxute uma rpadumnyeckoro ob6bekTa, KOTOPbIN HYXKHO A006aBUTb, MU NEPenanTe K HEMY U
BblOepuTe ero, a 3aTem HaXXMuTe KHOMKy OK.

Dob6asneHne B HTML-coobweHne poHoBOro nsobparkeHmsa

Y1066l £06aBMTE GOHOBOE N306parkeHne B oTKpbIToe B HTML-coobLieHmMe, BbINONHUTE yKa3aHHble
HUXKe AencTBuA.
1 UlenkHute 3Ha4YoK DoHoBOE U306parkeHue.

2 YKaxkute uma rpadpunyeckoro obbekTa, KOTOpbIN ByAeT UCNoNb30BaH Kak GOHOBbLIN, UK
nepenanTe K Hemy u BbibepuTe ero.

3 Hakmwute KHONKy OK.

Do6asneHne B HTML-coobueHune runepccbiikm

MMnepccbiaIKK CBA3bIBAIOT onpeaeneHHoe cnoBo, ¢pasy uam nsobparkeHme HenocpeacTBEHHO ¢ Be6-
canToM.

Y1obbl 406aBUTH rMNEPCCbIIKY B OTKPbIToe B HTML-coobuieHne, BbINOJIHUTE YKa3aHHbIE HUXKe
nencrsus.

1 Bolgenute cnoso, pasy unm nsobpaxkeHne, KOTOPOE XOTUTE UCMOIb30BaATb, 3aTEM LLENKHUTE
Mo 3HaYKy BCcTaBUTbL rMNEpPCChbIsIKY.

2 YKaxuTe Beb-agpec gns cBA3u.

3 Haxkmwute KHONKy OK.

TeKcT NnoMeHseT uBeT 1 byaeT Nnog4YepKHYT, YKa3blBas, YTo 3TO CCbl/IKa. M306paxkeHne He
MeHSET L,BET, 04HAKO paboTaeT Kak CCblKa.

OTmeHa uau Bo3BpaT nocnegHet onepayum c tekctom B HTML-
coobLieHun

Bbl mOXKeTe OTMeHUTb nocnegHee AeVICTBMe No U3MEHEeHMUIo TeKcTa B nosne Tema naun CoobuieHne
co3aaBaemMmoro COO6LLI,eHl/1ﬂ.

LWenkHuTe Mpaska > OTMEHUTD.

nnn
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Y106bl OTMEHUTbL AENCTBME, LWeNKHUTE MpaBka > BepHyTb.

MO3KHO TaK»Ke UCNoNb30BaTb coyeTaHma Knasuw Ctrl+Z gna otmensl 1 Ctrl+Y ans Bosspara.
CBefeHuA 0 Apyrmx COMeTaHMAX KNaBMLW CM. B pasgene «fopadmne» KaasBuLLn.

Mcnonb3oBaHue TeKCToBOro peaakropa GroupWise ans
dopmaTnposaHmnA NPOCTbIX TEKCTOBbIX 3/IEKTPOHHbIX
coobweHuni

B coobueHnn ¢ 0BbIYHbIM TEKCTOM MOXKHO M3MEHATL WPUPT, ero pasmep 1 ueT. MoXHO
MCMNONb30BaTb NONYKUPHOE HauyepTaHWe, KYPCUB UK NogdepKmBaHue. OgHaKo B baaHKe co3aaHusa
NPOCTOro TeKCTa Heb3a chOPMMPOBaTb OTCTYMbI B TEKCTE IMBO BCTaBUTb MMMNEPCCHIIKU UK
rOPU30HTasIbHble INHUW.

*

*

*

"CmeHa wpndTa B coobuieHmn ¢ 0bblyHbIM TeKCTOM" Ha cTp. 119
"®opmaTnpoBaHME CNNCKOB B COOBLWEHMN C 0BbIYHBbIM TEKCTOM" Ha cTp. 119

"OTmeHa nocnegHel onepaummn c TEKCTOM B cO0bLEeHUN ¢ 0BbIYHbIM TeKCTOM" Ha cTp. 120

CmeHa wpudTa B cO06LWEHUMN C 06bIYHBIM TEKCTOM

Y106bl U3MEHUTL LWPUDT B OTKPLITOM COODBLLEHUM C OObIYHbIM TEKCTOM, BbINOJHUTE YKa3aHHbIe
HUXe AencTBuA.

1
2
3
4
5

Haxxkmute none CoobuieHue.
LLenkHute Mpaeka > Wpudt > Wpudr.
BbibepuTte wWpndT 1 ctunb WpndTa.
BbibepuTe pasmep.

BbibepuTe ntobble gpyrve napameTpbl, KOTOPbIE XOTUTE U3SMEHUTb, U HAXKMUTE KHONKY OK.

[Ona BblaeneHuns ¢pparmMeHTOB TEKCTA NOMYKMPHbIM WPUPTOM, KYPCUBOM UK NOAYEPKUBAHUEM
MOXHO MCMO/Ib30BaTh TaKKe KHOMKM NaHeM MHCTPYMEHTOB.

dopmartnpoBaHue CNUCKOB B cO0bOLEHUN C 0ObIYHbIM TEKCTOM

YT106bI d)OpMaTVIpOBaTb CNNUCOK B COO6LLI,EHMM € 06bIYHbIM TEKCTOM, BbIMNOJIHNTE YKAa3aHHbIE HNXKE

nencrseums.

1
2
3

HaxkmuTte Ctrl+Shift+L, 4To6bl BCTaBUTb MapKMPOBAHHbIM CMIUCOK.
Haxkmute Ctrl+Shift+L ewe pas, 4To6bl U3BMEHUTL CMMCOK HAa HYMEPOBaHHbIN.

Haxkmunte n yaepkusamnte Ctrl+Shift+L, utobbl BbIOpaTh HeobXoaANMbIN GopMaT U3 LWECTH
OOCTYMHbIX.

BBeauTe anemeHT CNUCKa, a 3aTeM HaXXMUTe Knasully Enter, yTobbl co3aath cneaytoliuii
3N1EeMEHT CNUCKa.

Y106bI OTKNOUYNTL POPMATMPOBAHME CMMCKA, NMOC/E NOC/AEAHErO 3/IEMEHTa CNUCKa ABaXKAbl
HaXXmuTte Enter.
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OTmeHa I'IOCI'IEAHEﬁ onepauunun C TeKCtTom B COOGLI.I,EHMM € 06bIYHbIM
TEeKCTOM

MocneaHee AeincTBMe C TEKCTOM B none Tema nam CoobuieHre co34aBaemoro coobLeHNa MOXKHO
OTMEHMUTb.

[na aToro nocneaosatesibHO BbibepuTe NYHKTbI Mpaska > OTMEeHUTD.

TaKKe 4N OTMEHbl MOXKHO MCMO/b30BaTh COYeTaHUe KNaBuw CTRL+Z. CBeAEHUA O ApYTUX
COYETaHUAX KNaBULL CM. B pasgesnie «lopsayme» KaaBuLn.

Mcnonb3oBaHue B TEKCTOBOM pegaKTope GroupWise
NoNb30BaTeNbCKUX 6n1aHKOB

B nonb3oBaTenibCcKMxX B/1aHKax MOMKHO CO34aBaTh WabOHbI COODBLEHNI 3N1EKTPOHHOW NOYTLI, A
3aTeM COXPaHATb UX ANA NOBTOPHOrO UCNONb30BaHWUA. ITO YyA06HO, ecNM YacTo NpuxoauTCs
OTNpPaBAATb COObLIEHMA 3NEKTPOHHOW NOYTbI, CoAepXallue onpeaeneHHblii TEKCT MAK nMmeroLLme
onpeaeneHHbIn Bua. MoXKHO co3aaTtb cooblieHMe 3N1EeKTPOHHOM NoYThI HeobXxoAMMOoro Bnaa, a
3aTeM COXPaHWUTb ero B KauyecTBe Mo/1b30BaTe/IbCKOro b61aHKa.

+ "CoxpaHeHune nonb3oBaTenbCcKoro 6i1aHKa" Ha cTp. 120
+ "OTKpbITME NONb30BaTE/NIbCKOro baaHKa" Ha cTp. 120

+ "HacTtpolika mecTta xpaHeHuA Nob3oBaTeNbCKux 61aHKoB" Ha cTp. 121

MPUMEYAHME. HeKoTopsblie anemeHTbl dopmatupoBaHma HTML moryT BbiTb yTepPAHbI, ecnu
coxpaHnTb HTML-coobuweHune B BUAEe 6aaHKa. s nonb3oBaTenbCKMx 6N1aHKOB peKomeHayeTcA
NCNo0/Ib30BaTb COOBLLLEHME C MPOCTbIM TEKCTOM.

CoxpaHeH ue NoNb30BaTe/IbCKoro 61aHKa

YT06bl COXpPaHUTb NOML30BATENbCKUIM B1aHK, BbINONHUTE YKa3aHHbIE HUXKE AelCTBUS.

1 WenkHute HoBoe nucbmo, YTobbl co34aTb HOBOE COOBLLEHME SNEKTPOHHOM MOYTbI.
2 (HeobsasaTenbHo) BeeguTe TeMy COOBLLEHWS IEKTPOHHOM NOYTLI B Nose Tema.

3 BBeauTe TEKCT COOOLEHNA 3NEKTPOHHOM NoYTbl B none CoobuieHue.

4 UlenkHute ®aiin > CoxpaHutb 6aaHK.

Mo ymonuaHuio Nonb30oBaTeNbCKU 61aHK coxpaHsaeTca B KaTanore C: \Novell\Groupwise.
daiinbl NoNb30BaTENbCKUX BIaHKOB MMET paclumpeHne GHVY.

5 BBeauTe MMA 6N1aHKa U HAXKMUTE KHONKY COXpaHUTb.

OTKpbITUE N0/b30BaTeNbCKOro 61aHKa

YT106bI OTKpPbITb Nosb30BaTENbCKUI 6/'IaHK, BbIMNOJ/IHNTE YKa3aHHbIE HUNXKe ,Cl,el\;ICTBMFl.

1 HaxXMuTe KHOMKY CO CTPESIKON BHU3 PALOM CO 3Ha4YKOM HoBoe cooblieHue.

2 BbibepuTte daitn nosb3oBaTeIbCKOro 6aaHKa, KOTOPbIM BblN COXPaHEH PaHbLLE.
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OTKprBaeTCﬂ NoNb30BaATENbCKUIA 6/'IaHK, B KOTOpPOM 0T06pa)-KaeTCﬂ MHd)OpMaLI,VIFI, BBeAEHHAA
npn COXpaHeHnn ¢al7ma Nno/ib30BaTe/IbCKOro bnaHKa.

3 Nocne pobaBneHnsa HeobxoAMMOKN AONONHUTENbHON MHOOPMALIMK HAXKMUTE KHOMKY
OTnpasuTb.

HaCTpOﬁKa MmecTa XpaHeHUA NoJ/ib30BaTe/IbCKUX 6naHKoB

YT106bl HACTPOUTL MECTO COXPaHEHUA MOb30BaTENbCKUX 6N1aHKOB, BbINOHUTE YKa3aHHbIe HUKeE
nencrsus.

1 NocnepoBaTtenbHo BbibepuTe NYHKTbI Cepeuc > MNapameTpbl, @ 3aTeM ABaXKAbl LLENKHUTE No
snemeHTy Cpepa.
2 BbibepuTte BKnagKry MecrtononoxkeHue daiina.

3 B none Hacrpausaembie 61aHKMN YKAXKUTE MECTO XPaHEHMA NO/Ib30BaTE/IbCKUX B1aHKOB UK
nepengute Tyaa U BbibepuTe 3TO MecTo.

4 Haxmunte KHonky OK.

MposepkKa opdorpadum B coobieHnax

MpoBepuTb opdorpaduio B OTNpaBAAEMbIX COOOLLEHMAX MOXKHO ABYMs cnocobamu. Obe PpyHKuUmMM
No3BONAOT 06HAPYKUTb OneyaTku, Aybanpyromeca cNoBa U HeNPaBUbHOE UCMNOb30BaHUe
3arnaBHbIX 6yKB B cO3AaBaeMblx coobuieHmax. Kaxaana dyHKUMA nmeeT CBOU NpenMmMyLLEeCcTBa B
onpeaeneHHbIX CyYasx.

+ "Ucnonb3oBaHue cpeactsa bbicTpon npoBepkn opdorpadpumn™ Ha cTp. 121

+ "Mcnonb3oBaHue cpeacTBa npoBepku opdorpadpumn” Ha cTp. 122

Mcnonb3oBaHue cpeacTtBa 6bicTpo npoBepKu opdporpadpum

Mporpamma 6bicTpoit NpoBepku opdorpadpumn nposepseT opdorpaduio Bo Bpems BBoAA U
nofyepKMBaeT cnoBa ¢ ownbkamu. Korga nporpamma 6bicTpoit nposepku opdorpadmm Haxoaut
C/NI0BO C OWMBKOMN, MOXKHO 3aMEHUTb €ro C/IOBOM, KOTOPOE NPea/IoxKUT NPorpamma, UamM oCTaBUTb
ero ganee no Tekcty 6e3 nsmeHeHui. Bol Takke moxeTe 106aBUTb CI0BO B CMUCOK CNOB
nonb3oBaTens.

+ "YcTaHoBKa npoBepKu opdorpadumm no ymonyaHuto" Ha ctp. 121

+ "BbicTpana npoBepKa opdorpadpumn" Ha cTp. 122

+ "OTKAtoyeHme bbicTpol NpoBepKn opdorpadmm npu cosgaHmm cooblieHmns™ Ha cTp. 122

YcTraHOBKa npoBepku opdorpadum no ymonyaHuio

Y106bl MCcnonb30BaTh ObICTPYO NPOBEPKY opdorpadmnm No yMmoa4aHuMIo, BbINOJHUTE YKa3aHHbIe
HUXKe AencTBuA.

1 WenkHute Cepsuc > MNapameTpbl.

2 [Ba)kabl WenKkHMTe Mo 3n1emMeHTy Cpeaa, a 3aTeM OTKPOWTe BKNaaKy Obuyme.
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3 BbibepuTe NyHKT MpoeepKa npasonucaHus npu BBoAE, 3aTEM HaXKMUTE KHOMKy OK.

CHMMUTE BN1AXKOK HAaNPOTUB AAaHHOIO NapameTpa, YToObl OTMEHUTL aBTOMATUUECKYIO MPOBEPKY
opdorpadum.

BbbicTpasa nposepkKa opporpadpumn

Y106bI UCMPaABUTb AN NPOBEPUTL CIOBO, NOAYEPKHYTOE KPACHOM BOIHUCTOM IMHUEN, BbINOAHUTE
YKa3aHHbIe HUXKe AeNCTBUS.
1 [MpaBoi KHOMKOW MbILUM LENKHUTE C/I0BO C OLWMOKOM B none Tema nam CoobuieHue.
2 BbibepuTe npaBuIbHOE CNOBO.
nnu
LLlenkHUTe Mponyctutb Bce, YTOObI NPOMNYCTUTH 3TO C/I0BO B OCTA/IbHOM TEKCTE COOOLLEHUS.
nnu

LLlenkHuTe [Jo6aBuTh B CNMCOK €108, YTO6bI 406aBUTb CI0BO B CNUCOK C/OB.

OTkAoueHue 6bicTpon nposepku opdorpadpum Nnpu co3gaHum
coobuweHusn
YT100bl OTKAOUYUTL BbICTPYIO NPoBEPKY opdorpadmm Npu co3gaHnMm coobLLEHMSA, BbINOAHUTE
YKa3aHHble HUXKe AeUCTBUA.

1 UWenkHuTe npaBoi KHOMKOW MblwK No nosto Tema uan CoobuieHue.

2 UWenkHuTe OTKAOUUTL BbiCTPyIO NpoBEepKY opdorpadpun.

YT106bI NOBTOPHO BKAOUUTL BbICTPYIO NPOBEPKY opdorpadumn, LeSKHUTE NPABON KHOMKOM
MblWwK B nosie Tema nam CoobuieHne, a 3aTeM BbibepuTe NYHKT BKAKOUUTL 6bICTPYIO NPOBEPKY

opdorpadpumn.

COBET. bbicTpyto npoBepKku opdorpadpmm MOKHO BKAOUUTb UM OTKNOUUTL B 1060 MOMEHT Yepes
MEHI0 NapameTpOoB CO34aHUA.

MUcnonb3oBaHue cpeacrTsa nposepKu opdporpadumn

MpoBepuTb opdorpadmio MOXKHO BPYUHYIO UAK 3aNyCTUTb NPOBEPKY, HaxKas Otnpasutsb. Mpu
obHapyXeHuUn cnosa c opdporpaduyeckoit olMBbKoM Bbl MOXKETE 3aMeHUTb ero Ha npeanaraemoe
CNI0BO, U3MEHUTb C/I0BO BPYUHYHO WM NPONYCTUTb ero. Bbl TaKyKe MoXKeTe YCTaHOBUTb
aBTOMaTMYECKYIO 3aMeHY C/10Ba UAK A06aBUTb CNIOBO B CMMCOK C/1I0B Nosib3oBaTtesnd. C NoMOLLbIO
MEHIO0 NapameTpoB cpeabl AN NapameTPoB CO34aHNA CPeacTBO NPOBEPKU opdorpadumnm MoxKHO
HACTPOUTb AN aBTOMAaTUYECKOM NpoBepKu opdorpadpum cooblueHnin nepeq, nx oTNpPaBKoN.

+ "lMpoBepKa opdorpadun B a1emeHTe C NOMOLLbIO CpeacTBa NpoBepKn opdporpadumn” Ha cTp.
123

+ "ABTOMaTU4YecKasa npoBepKa opdorpadmnun c NOMOLLbIO cpeacTBa NnpoBepku opdorpadpumn” Ha
cTp. 124

+ "HacTtpo#ka npoBepku opdorpadumn" Ha cTp. 124
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+ "BblbOp A3blKa cpeacTBa nposepkun opdorpadun Ha ctp. 124

+ "[lobaBneHne HOBOrO A3bIKa ANs cpeacTBa NpoBepku opdorpadumn’ Ha cTp. 124

MpoBepkKa opdorpadum B anemeHTe C NOMOLLbIO CpeaCcTBA NPOBEPKU
opdorpadpumn

Ecnu Bbl ucnonb3syete He GroupWise, a Apyroi peaakTop, nposepka opdorpadpun nposoamTca C
MOMOLLLbIO COOTBETCTBYIOLLLETO KOMMOHEHTA 3TOro peAakropa. JlonofHUTEbHbIE CBEAEHUSA O
nposepke opdorpadun cMm. B CripaBKe NPUNOKEHUA.

1 WenkHute none Tema nnmn CoobieHune

nnm

BblAENUTE TEKCT, opdorpadmio B KOTOPOM HYXKHO NPOBEPUTD.
2 WenkHute Cepsuc > Mposepka opdorpadpuu.

3 YT1obbl yKazaTb pparmeHT TEKCTa, KOTOPbIN LOMKEH BbITb NPOBEPEH, LLEKHUTE
pacKpblBatoLmMiica cnncok Mpoeepka 3aTemM BbibepuTe NapameTp.

4 Korpa ¢pyHKLMA NpoBepKu opdporpadmm 0CTaHOBUTCA Ha OnNpeaeNeHHOM C/I0Be, LWEeNKHUTe
No60oW U3 AOCTYNHbIX NapaMeTPOB UAN U3MEHUTE CNOBO BPYYHY!IO.

MOo3KHO BblIBpaTb OAMH U3 CNeAyIOLLIMX MapaMETPOB:

3ameHUTb: 3aMeHsEeT CN0BO C OLIMBKOWM Ha CNOBO, NPEA/IOKEHHOE CPeACTBOM NMPOBEPKU
opdorpadum. YTobbl 3aMeHUTb CNOBO C OLIMBOKON, ABaXK bl WENKHUTE C/I0BO UAW BblAENTE ero
N LWWEeNKHUTE NYHKT 3ameHnTb. YTOObl BHECTM MCMPABAEHUSA, YKaXKUTE NPaBU/IbHbIN BapMaHT B
nosie 3ameHuTb Ha, A 3aTeM HaXXMUTE KHOMKY 3ameHUTb.

MponycTUTb: NponycTUTL C0BO 0AMH pa3s. CpeacTso nposepku opdorpadum ocTaHaBANBaETCA
Npu cesyowem HaxoKAeHMM 3TOro C0Ba.

Mponyctutb Besge: Mponyck c/i0Ba Bo BceM AoKymeHTe. CpeacTBO npoBepKku opdorpadun
MPOMYyCKaeT AaHHOE C/10BO A0 C/eAytoLLen NPOBEPKMN.

Dob6asneHune: [Job6asnseT cI0BA B TEKYLLMIA CMUCOK C/IOB M0/1b30BATE/A, B KOTOPOM COXPaHEHbI
[ONONHUTENbHbIE C/I0Ba, YTO6bI CpeAcTBO NPOBEPKN opdorpadmm pacnosHaBaio 3To C/I0BO
npw AanbHelLWwen NpoBepkKe.

QuickCorrect: OnpeaeneHve aBTOMaTUYECKOW 3aMeHbl c1oBa uamn ¢pasbl. Koraa cpeactso
nposepKku opdorpadunn oCTaHOBMTCA Ha ONPESENEHHOM CNOBE, WEAKHUTE MYHKT
ABTOKOpPpEKTOp, YTOBbl 3aMEHUTb CIOBO HA TEKCT, HAXOAALMICA B NOAE 3aMEHUTb Ha, U
Aob6aBbTe 3aMeHy B CMMCOK CNOB N0/Ib30BaTeNA, UCNO/b3yeMblii aBTOKOPPEKTOpom. B
cneayoLwWwmin pas, Koraa Bbl 6yaete BBOAMTL C0BO, QYHKLMA aBTOKOPPEKTOPa aBTOMATUYECKM
3aMeHMUT ero.

5 MNocne 3aBeplieHns nposepkn opdorpadunm HaxkmmTe KHOMKY [a.
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ABTOMaTHNyecKas nposepkKa op¢orpa¢uu C NOMOLULbIO CpeacTea
nposepku opporpadpun
GroupWise MOYKHO HAacTPOUTb Ha aBTOMATUYECKYIO NPOBePKY opdorpadmm Npu HaXKaTUmM KHOMKK
OTnpasuTb.

1 WenkHute Cepsuc > NapameTpbl.

2 [lBaxKAbl WeNKHUTe No anemeHTy Cpeaa, a 3aTeM OTKPOMTe BKAAAKy Obuyue.

3 YctaHoBUTe pnaXKoK ABTOMaTUUECKU NpoBepATb opdorpaduio 1 NMpoeepaTtb opdorpaduto nepep,
OTNPaBKOI4, @ 3aTeM Ha*KMUTe KHOMKY OK.

HacTtpoiika nposepku opdorpadumn

MOYHO M3MEHMUTb TUMbI C/I0B, KOTOPbIE CPEACTBO NpoBepKU opdorpadmm paccmaTpuBaeT Kak
nmetowme opdporpadpuyeckme ownbKu.

1 Ecnu cpepctso nposepKu opdorpadumn ocTaHOBMAOCH Ha cnose ¢ opdorpadpruyeckumm
OLWMBKaMM, WEeNKHUTE NYHKT MapameTpbl.
2 YctaHoBuTe uUnu cbpocbkTe creayrowme baarkku:
+ [lpoBepKa cnoB ¢ udppamm
+ [poBepKa NOBTOPAIOLMXCA CNOB
+ [MpeaynpexaeHune nepes aBTo3ameHoM

3 MMpoaonkeHne npoeepku opdorpadpum B 06bIMHOM perkMMme.

Bbl60p A3blKa cpeacTtBa NPOBEPKU op¢orpa¢vm
Y10bbl 334aTb A3bIK CPeACcTBa NPoBepKM opdorpadmm, BbINOAHUTE YKa3aHHbIE HUXKE AEeNCTBUA.

1 Bbibepute none Tema unun none CoobuieHue.

nnu

BblennTe TeKcT, opdorpadumio B KOTOPOM HYXKHO NPOBEPUTD.
2 LenkHuTe nyHKT CepBuc > A3bik npoBepku opdorpadun.

3 BblbepuTe A3bIK U HaXKMUTe KHOMKy OK.

[Do6aBneHne HOBOro A3blKa ANA CpeacTBa NposBepku opdorpadpum

Mpwu ycTaHoBKe KnneHTa GroupWise MOXKHO BK/OUYUTb HECKO/IbKO C/I0BApen AnA cpeacTsa
nposepku opdorpadumn. CNMcoK cnoBapei, KOTopble MOXKHO J06aBUTb, CM. B pasgene
"Monb3oBatenbckume A3bikn GroupWise" pykosodcmea no admuHucmpuposaHuto GroupWise.

B HeKkoTOpbIX CAy4anx MoxeT noTpebosaTbca A06aBUTb CIOBaPb A/1A A3bIKA, KOTOPbIN HE BKAOYEH B
YCTAHOBKY KaneHTa GroupWise. Cpeactso nposepku opdorpadpum GroupWise nognepxmsaet
A3bIKOBble cnosBapu, coemectumble ¢ Hunspell/Myspell. Kaxabiit cnosapb cocTouT ns Asyx ¢paitnos c
OAMHAKOBbIMN UMEHAMM, HO Pa3HbIMK pacwmpeHuamn: .affmn .dic.
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YT106bI 062aBUTL HOBbIM CNOBapPb B CPEACTBO NpoBepKu opdorpadumn GroupWise, BbINOAHUTE
YKazaHHble HUXKe AeCTBUS.
1 3arpysute ¢aitbl A3bIKOBOTO C/10BapPA.
Hanpumep, A3bIKOBblE CI0BapM MOXKHO HalTV Ha YKa3aHHbIX HUXKe Beb-caiiTax.

+ PacwupeHus cnosapeii Apache OpenOffice (https://extensions.openoffice.org/en/
search?f%5B0%5D=field_project_tags%3A157)

+ PacwupeHuns cnosapeii Firefox (https://addons.mozilla.org/en-US/firefox/language-tools/)

2 CronupyiiTe dainbl AFF 1 DIC B KaTanor cnosapent GroupWise, Haxogalmincs no cneayouemy
nyTu:

B 64-pa3pagHbix Bepcmax Windows — C: \Program Files
(x86) \Novell\GroupWise\dictionaries;

B 32-pa3psagHbix Bepcuax Windows — C: \Program
Files\Novell\GroupWise\dictionaries.

3 (HeobsasaTenbHo) Cosaalite dpann TXT B KaTanore dictionaries € TEM ¥Ke UMEHEM, YTO U Y
¢daiinos HOBOro c/ioBapsA.

OTKpoiTe TXT-baris, BBEAUTE UMSA, NOA KOTOPbIM HOBbIM CNIOBapb A0/MKEH 0TOOpaKaTbcA B
MeHIo cpeacTBa NpoBepku opdorpadum, a 3aTem coxpaHute pann.

4 T[lepesanyctute KAneHT GroupWise.
Mocne nepesanycka kaneHTa GroupWise B r/1aBHOM OKHe WenKHUTe HoBoe nucbmo.

6 Bblaenunte TeKCT coobLieHus, a 3aTem Noc/ie0BaTe/IbHO BbibepuTe NyHKTbl MHCTpYMEHTbI >
f3biK NnpoBepKu opdorpadpumn.

7 B packpblBaloLWeMcs MeHIO BbibepuTe HOBbIN A3bIK NPOBEPKKN opdorpaduu.

Ecnu Bbl He 3a4a/1M NONb30BATENbCKOE MMA AN HOBOTO A3blKa NPW BbINOJHEHUN AeNCTBUA
[eicTs. 3, uMA cnoBapA byaet oTobpaxkatbea B GopmaTe «KoA CTPaHbl/aAnanekTan.

8 HaxkmuTte KHonKy OK.

NMpukpenneHune pannos

Mcnonb3yiTe KomaHay Mpukpenuts daiin, 4Tobbl OTNPABUTL OAMH UAU HECKOIbKO GaitfioB Apyrum
nonb3oBatenam. MoayyaTenm MoryT OTKpbIBaTb NPUKPENAeHHbI Gpaiia, CoXpaHATb, MPOCMaTPMBaThL
WAM nedyaTaTtb ero. MNonydyatenu He yBUAAT USMEHEHW, BHECEHHbIX BaMK B ¢aiin nocae ero
OTNPaBKM.

AZMUHUCTPATOP MOXKET BKAOUNTb GYHKLUMIO YNpaBaeHUsA NpuKkpenaeHnsamm us Filr, nomoratouyto
ONTUMM3NPOBATbL M OYMLLATL XPaHWUAULLEe GalinoB, NPUKPENAEHHbIX K cooblieHnam GroupWise.
AZMMHUCTPATOP MOMKET HAaCTPOUTb COXPaHEHME BCeX NPUKPeneHHbIX $palinoBs, a He ToNbKo Gainnos,
nobasneHHbIx 13 Filr. JononHuTenbHble cBeaeHMA CM. B pasgene Obuime ceegeHns ob nHTerpaumm
c Filr.

CyLecTBYeT HECKOIbKO CNocoboB NpuKpenuTtb Gaina K OTNPaBAAEMOMY SIEMEHTY.

+ [o6aBuTb BnoKeHue: [N Bbi30Ba 3TOM KOMaHAbl UCMO/b3YINTE 3HAYOK CKPEMKM &7 MW NMYHKT
[o6asuTb NpuKpenneHne Ha Cepoit NaHeAn B HUXKHEN YacTu OKHa co3gaHuna cooblueHus. Mpu
3TOM OTKPOETCA OKHO NMpUKpenaeHus ¢palina, B KOTOPOM Bbl MOXeTe BbiI6paTb I0KaNbHYIO
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nanky ¢ Hy»kHbIM Bam dainom. Ecnum BkntoveHa nHTerpayms c Filr, To npu wenyke npaeoi
KHOMKOW MbILLIW MOKHO BblbpaTh KOMaHAy [obasuTb npukpensieHune Filr U BbIMONHUTL TAKUE Ke
penicteuAa ¢ nankamu Filr.

+ MNepetackuBaHue. Hangute HyKHbIM Bam daitn B NPOBOAHMKE U NepeTaLLUTe ero B
coobuleHue.

+ ®daiin > NMpuKpenneHuna. 1o He camblil BbICTPbINM METOZ, HO OH NO3BONSET MCNO/b30BATb BCE
OOCTYMHble NapameTpbl MPUKPENEHUA, B TOM YMcie npukpenneHune o6bvektos OLE nnm ccbinok
Ha LOKYMEHT.

+ No6asnenune npukpenneHus Filr. Ecin no ymonyaHuio HacTpoeHo npukpenneHune gpaiinos ns
Filr, 5Ta KOmaHAa oTobparkaeTcs Ha Cepoi NaHe I BHU3Y OKHA CO34aHUA COOOLLEHMA BMECTO
KomaHabl «[106aBuTb NpuKkpenaeHne». OHa OTKPbIBAET OKHO NpUKpenaeHusa gaiina, B KOTOpom
Bbl MOXeTe BblbpaTb nanky Filr ¢ Hy»KHbIM Bam daiinom. LLlenkHnTe npaBoi KHOMKON MbILLMY U
BblbepuTe NYHKT [Jo6aBuUTb NpuKpenaeHune, YTobbl NPUKPENUTb Gana U3 Nankum Ha 10KabHOM
KOomnbloTepe.

+ OCHOBHbIE 3HaUYKN NaHeN MHCTPYMEHTOB. 3HaUKN NPUKPEN/IeHUI Ha OCHOBHOM NaHenu
MHCTPYMEHTOB BBEPXY OKHa OTnpaska No yMOYaHUIO He 0TOBpaXkatoTca, HO UX MOMKHO
[06aBUTb, LLENKHYB NPaBoi KHOMKOM MbILWW U BbIBPaB B KOHTEKCTHOM MEHIO NMYHKT Hactpolika
naHenu MHCTPYMEHTOB, a 3aTeM Nepeiian Ha BKNaAKy Hactpolika. [loCTynHble BapUaHThbI:
CTaHAapTHOE NpUKpenaeHme, NPUKpPenIeHne CCbiIKM Ha AIOKYMEHT, NpukpenaeHne o6bekTos
OLE.

Mpu npuKpenaeHun daiina c UMeHeM gAnHHee 255 CMMBO/IOB (C y4eTOM NOAHOTO NyTU K daitny)
noasuTca coobuieHne o6 ownbKe. Mpu 3TOM OTNPABUTL MUCbMO He yAacTCs.

Ecnuv Bbl npuKkpennseTe dain, 3alLMWLEHHbIN NApoaem, NoayyYaTeslb CMOMKET OTKPbITb UK
NPOCMOTPETH 3TO NPUKPENEHNE TONbKO NOC/Ae BBOAA Napons.

MoapobHyo MHGOPMaLMIO O NPUKPENIEHNN JOKYMEHTOB 13 Bubanotekn GroupWise cm. B pasgene
MpuUKpenaeHune CCbiIKM Ha AOKYMEHT K 3/IEMEHTY.

+ "Mpukpennenue daina K anemeHTy" Ha cTp. 126

+ "TMpuKpenneHune cCbi/IKU Ha AOKYMEHT K anemeHTy" Ha cTp. 127

+ "BHeapeHue ob6bekTa OLE B coobuieHune" Ha cTp. 128

+ "Mpukpennenue danna Filr K snemeHTy" Ha cTp. 128

MpukpenneHune dpaina K snemeHTy

MpuKpenneHue ¢panna K snemeHTy:

1 OTKpOITe HOBbI 3NIEMEHT.
2 3anonHute nona Komy, Tema n CoobuieHune.

3 LlenkHuTe no 3HauKy «MPUKPENUTbY Ha NaHeNU UHCTPYMEHTOB, HallauTe u BbibepuTe daiin
nnn dannbl ANA OTNPABKMU.

YT06bI NPUKPENUTL HECKONBLKO GaiiNoB U3 NanKku, Haxkmute Knasuwy Ctrl u, yaep:kmeasn ee,
BblbepuTe dainbl gNa NpUKpenseHuns. Mo ymonyaHuio B AMaoroBom okHe «lpuKpenuTb
dalin» coxpaHaeTca npeaplayliee MecTo, B KOTOPOM BbliBUpannch NpuKpenasemble dpaiinbl.

4 Haxmute KHonky OK.

LLlenkHnTe OTnpaBuTb Ha NaHenmn MHCTPYMEHTOB.
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COBET. ®aitn AN 3NeMEHT MOXKHO TaK¥Ke NPUKPENUTb, NEPETALLUB EFO B OKHO NPUKPENIEHWUN.
Kpome Toro, MOXHO LLLeNIKHYTb NPaBoN KHOMKOM Mbilwn no ¢anny B Windows 1 BbibpaTb KomaHay
Otnpasutb > Monyyatens GroupWise. HoBoe coobLieHne co3gaeTcsa ¢ NpUKpenseHnem B OKHe
npUKpenaeHui.

YT106bl YAANUTL NPUKPENIEHME A0 OTNPABKU 3N1EMEHTA, BbIMOJHUTE CAeayloLLne AeNCTBUA:
LLleNKHMTe NpaBoii KHOMKOW MbILLW MO NPUKPENIEHUIO U BbIDEpUTE NYHKT Yaanutsb.

Mpy yaaneHum npuKkpenaeHHoro ¢anna oH yaanseTca He U3 UCXOLHOTO Pacno/oKeHWs, a U3 CNMCKa
NPUKPENNeHni.

Mpu nepemeLeHUN UK yaaneHnm ncxogHoro ¢amna daiin, NPUKPENIEHHbIM K 31eMEHTY, He
3aTparusaetcs.

anern.HEHMe CCbIZIKU Ha AOKYMEHT K 3/1IeMEeHTY

Ecnum dain, KOTopbIN HYXKHO NPUKPENUTb, B KAYECTBE AOKYMEHTa XpaHUTca B bubanoteke
GroupWise, TO NPUKPENUTL MOXKHO CCbIJIKY Ha AOKYMEHT. [pK OTKPbITUKN NPUKPENnaeHus
nony4yatenem AOKYMeEHT OTKpoeTca B bubnnoteke B TOM Cyyae, €C/v y NosyyvaTens ectb NpaBa Ha
OTKPbITME M NPOCMOTP AOKYMEHTOB M ecn bubanoTteka AocTynHa.

EC/NM y KOro-To 13 nony4aTenein HeAoCTaTOYHO NPaB Ha AOCTYN K AOKYMEHTY, ana paboThbl C
3/1eKTPOHHOW NMOYTOM OHW UCMONL3YIOT MPUNONKEHUE, HE NoAAeprKMBatoLLee BUBANOTEKN
GroupWise, nMbo 6ubnmoTeKa HeAOCTYNHA, OTKPOETCA TO/IbKO KOMKUSA AOKYMeHTa. Ecau nonyyatens
BHECET M3MEHEHUS B KONWIO, U3MEHeHUA He ByayT COXpaHeHbl B JOKyMeHTe B bubanoTeke.
[onoNHMTeNbHO O NpaBax Ha AOKYMEHT CM. B pasgene YnpasieHne AOoKyMeHTaMu.

Y106bI NPUKPENUTL CCbINKY HA OKYMEHT K CO0bLLEHMIO:

1 OTKpoiiTe HOBbI 31EMEHT.
2 3anonHute nona Komy, Tema n CooblieHue.

3 B HUMXKHEW YacTn OKHa co34aHus coobLLeHMA BbibepuTe NYHKT [lo6aBuTb NpUKpenieHue, a
3aTem B OKHe lMpukpenutb daiin BbibepuTe NYHKT CcbiKka Ha LOKYMEHT.

OT06pasuntca OKHO «BbI6op AOKYMEHTa».

4 B packpblBatowwemca cnmcke bubnvoreka BolbepuTe 6UBANOTEKY, COAepKaLLyto Tpebyembli
[OKYMEHT.

5 B none Ne gpokymeHTa BBEAUTE HOMEP AOKYMeEHTa.

Ecnv Bbl He 3HaeTe HOMepP AOKYMEHTa, A/1A ero NoUCKa Ncnonb3ynTte GyHKLMIO Mouck. YTo6bI
NPUKPEeNUTb OTOBPAXKEHHDbI B OKHe «Pe3ynbTaTbl MOMCKa» AOKYMEHT, Bblbepute ero u
Ha*XmuTe KHonky OK.

6 B packpbiBatoLemMcs cnucke Bepcus BbibepuTe BepCUIo AOKYMEHTA, KOTOPYIO Bbl XOTUTE
npuKkpenuTb. Mpu Bbibope NyHKTa KoHKpeTHas Bepcus BBeAMTE ee Homep B nose N2 eepcum.

Haxkmute KHoMKy OK.

8 LUlenkHuTe OTnpasBuTb Ha NAHENN UHCTPYMEHTOB.
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BHeapeHue o6bekTa OLE B coobuieHue

KaK BHeapuTb 06bEKT B coobLueHme:

1 OTKpoiiTe cooblieHMe 1 YKaXKUTe aapec OTrpaBKu.
2 UWenkHuTe ®Paitn > MpukpenneHus > MpuKpenutb 06bEKT.

3 YT06bl BCTAaBMTb CYLLLECTBYIOWMI OOBEKT, BbIOEpUTE NYHKT Ucnonb3oBaTtb Gaiin, BBEAUTE UMA
daiina n Haxkmute KHonky OK. anee BbinonHute [eicTs. 8.

nnm

YT106bI CO34aTb 0OBLEKT M BHEAPUTb €ro, BbINOAHUTE AencTBus c [elicts. 4 no OeicTs. 8.
HaxkmuTe KHoNKy Co3aath HOBbIN M BbibepuTe TUN 06beKTa.

LenkHnute OK, yTo6bl OTKPbITL NPUNONKEHME.

Co3pgaliTe 06bEKT, KOTOPbIN XOTUTE BCTAaBUTD.

N oo u b

B npunoxkeHUn oTKpoiiTe meHio daiin 1 BbiIbepuTe NYHKT Bbixoa,
Onepaunu B 3TOM AENCTBUM OTINYAKOTCA B 3aBUCUMOCTU OT MPUIOKEHMA.

8 3aKoHuMUTe CoobLLEHMNE, €CIN HEOBXOAMMO, U HAXKMUTE KHOMKY OTnpasuTb Ha NaHe u
NHCTPYMEHTOB.

Ona npocmoTpa n nsmeHeHusa obbektoB OLE nonyyaTtenb coobLEHNA A0MKEH UCMO/Ib30BaTb
GroupWise.

Ecnm nonyyaTtenn oTKpbIBalOT COOBLLEHME N BHOCAT U3MEHEHUSA, OHU A0KHbI COXPaHUTb ero C
HOBbIM MMeHeM. B NpoTMBHOM cayyae Npu NOMbITKE 3aKPbITb MMCbMO OHM Noay4aT coobuieHue 06
oLwinbke.

Ecnm o6bekT OLE ckonupoBaH B bydep obmeHa, ero MOXKHO BCTaBUTb B OTKPbITOE COOBLLEHME C
NoMoLbo KOMaHAbl CneunanbHasa BCTaBKka B MeHIo lNpaBka.

Mpukpennenue ¢painna Filr K anemeHTy

YTobbl NpMKpPENUTb K coobuieHunto ¢pann us Filr Heobxoamma yyeTHas 3anuce Filr, a Takxke
BK/IlOYEHHan nHTerpauma ¢ Filr (3To gonxKeH caenaTb agMUHUCTPaTOp). Ecnv nHTerpauns BKAOYEHa,
Nnosib30BaTeNAM AOCTYNHA BO3MOXKHOCTb NepeTackneaTtb ¢ainbl, 406aBAATL UX C MOMOLLbIO
KoMaHabl «[J06aBUTb NPUKPENIEHNEY, NCMNOJIb30BaTb TEKCTOBYHO KOMaHAy BHM3Y OKHa CO34aHus
cooblieHuA (LLeNKHMUTE NPaBO KHOMKOM MbILLIM NO 31eMeHTy [o6aeutb npukpenneHue n Bbibepute
NYHKT fo6aeutb npukpennexue Filr). Komangy «[o6asutb npukpenneHune Filr» MoXKHO HacTpouTb
KaK oTobparkaemyro No yMOIYaHUIO.

JononHutenoHble cBeAeHWs 0 NpuKpenaeHun ¢arinos us Filr cm. B pasgene O6uwme ceegermna ob
nHTerpaunm c Filr.
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[lo6aBneHne nognucyU n BUSUTHO KapTOUKM

Bknagka «Mognucb» ncnonb3yeTca AA BCTaBKM NOAMNUCU AN 3aKNHOUNTENIbHOM CTPOKM B KOHeEL,
oTnpasnsemoro anemeHTta. Hanpumep, GroupWise moxKeT aBToMaTU4EeCKN A006aBNATb B KOHEL,
KakAoro oTnpaB/isemoro coobuieHua Balle ums, Homep TenedoHa 1 agpec 3NeKTPOHHOMN NoYTbI.

Ecnum y Bac MeeTcs HECKONbKO YYETHbIX 3aNuncel, BKAOYan ydyeTHble 3anucm POP3, IMAP4 u
yyeTHble 3anucu rpynn HosocTelt NNTP, Bbl MoXKeTe co3a4aTb pas/iniHble NOANUCK ONA KaXKO0M
y4YeTHoM 3anucu. na ogHoM y4eTHOM 3anmMcu MOXKHO CO34aBaTb HECKOJIbKO NOANUCEN.

Mopnucuy cospatotcs B popmaTte HTML, KoTopblii No3BonseT popmaTMpoBaTb NOANMUCH U J06aBNATL
rpaduyecknin o6beKTbI K Held. Mpu oTnpaBKe TecToBoro coobuweHunsa, HTML npeobpasyeTca B TEKCT.

GroupWise MOKeT TaK¥Ke B KOHEL, KaXK40oro coobLieHns aBTomatnyeckm gobasnate Kapty vCard
(Mnn BUPTYaNbHYO BUSUTHYIO KapTOUKY).

+ "CospgaHue noanucu" Ha cTp. 129

+ "HacTpoWKa BM3UTHOM KapToukKn" Ha cTp. 130

+ "[lobaBneHune nognucu nam Kaptoukm vCard K anekTpoHHOM noyTe" Ha cTp. 130

+ "Obwme ceegeHuna o robanbHbix nognucax” Ha ctp. 131

Co3paHue nognucu

MoAnMCb MOXHO €CO34aTh C MOMOLLbIO NapameTpoB KaneHTa GroupWise Mau n3 cosgasaemoro
coobuleHus.

Y10bbl CO34aTb NOANMCH C MOMOLLbIO NapameTpoB KaneHTa GroupWise, BbINOAHUTE caeaytolimne
aencrema:

1 MNocnepoBaTenbHO BbibepuTe NyHKTbI Cepeuc > Mapamerpobl, a 3aTeM ABaXKAbl WENKHUTE No
anemeHTy Cpepa.

Mepenante Ha BKNagKy Moanuce.

BbibepuTe NyHKT Moanucb M Ha*KMUTe KHOMKY Co3path.

Beegute ma NOANUCKU N HAXKMUTE KHOMNKY OK.

CospganTte nognuch B NpegoctaBnsemom pegaktope HTML.

Bbl6€pMTe, 6y,CI,ET 1 CO34aHHAaA NoANMUCL ABNIATbCA NOANMNCHIO MO YMONYaHULO.

N o A WN

YKaxkute, cnenyeTt v BblaaBaTb 3anNpoc o ,D,O6aBl'IEHMM noanncun gnAa KaxXgoro oTtnpasaaemoro
3/1eMeHTa.

8 HaxmuTe KHonKy OK.
Y10bbl co3aaTh Nognuch n3 61aHKa co34aHuMA, BbINOAHUTE Ceaytolimne AencTBuA:

1 LWenkHuTe 3HAaYOK MEHIO MapameTpOoB, YTOObI OTKPLITb MEHIO MapamMeTpoB co3gaHus. Mo
YMONYaHUIO OTKPOETCA PacKpbiBatoLWeeca MEHIO Nognucu.

2 UenKHuTe 3HA4YOK peaaKTUPOBAHMA PALOM C MYHKTOM Co34aTh HOBYHO NOAMMUCH.

3 BseguTte nmsa nognucu, 3aTem cosgaiTe NOANUCHL B NpeaocTasnaemom pegaktope HTML.

4 BbibepuTe, 6yaeT M co3gaHHaA NOANUCH ABNATLCA NOAMMUCHIO MO YMOYaHWUIO.

5 Ha)kmute KHONKy OK.
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HacTpoiika BUSUTHOM KapTOUKHU

BusuTHble KapToukM (vCard) — 3TO 31eKTPOHHbIE BUSUTHbIE KapTOUKM, OTGOPMaTUPOBaHHbIE B
COOTBETCTBUWN CO CTaHAAPTAMM MNOYTOBOrO KOHCcopLUMyma NHTepHeTa. Painn BUSUTHOM KapTOUKK
vCard nmeert pacwmpeHue .vct. Ero MoXHo f06aBAATb K UCXOAALLMM SN1EMEHTAM 3/1EKTPOHHOM
no4Tbl. CTOpOHHME KOMMNaHUWN NPeaoCTaBAAOT NPorpammHoe obecneyeHne, KOTOPOe MOMKHO
MCNoNb30BaTh ANA CO34aHMA KapTodek vCards ¢ TEKCTOM, N306parKeHNAMN 1 3BYKOBbIMMU
adpdektamu. Mpu ncnonbsosaHum cuctembl GroupWise ana cosgaHus KapTtodek vCard byaer
NCNo/b30BaTbCA MHPOPMaALMA N3 NOEN B CNUCKE aAPECHOM KHUTN.

1 NocnepoBaTtenbHo BbibepuTe NYHKTbI Cepeuc > MNapameTpbl, a 3aTeM ABaXKAbl LLENKHUTE No
anemeHTy Cpepa.

2 MepeiguTe Ha BKAaAKy Moanuce.

3 BbibepuTe NyHKT dNEKTpoHHasA BU3UTHAA KapTouKa (vCard), 4yToObl aBTOMATMUYECKM A4006aBAATb
vCard K Kaxaomy oTnpas/iaeMoMy COOOLEHNIO 3NEKTPOHHOM NoYTbI.

4 BbibepuTe NCTOYHUK AaHHbIX AN BUSUTHOW KapTOUKM.

Co3saaHue u3 agpecHoi KHuru GroupWise: vCard co3gaeTca ¢ y4eToOM BalLMX NEPCOHANbHbIX
OaHHbIX B agpecHol KHure GroupWise.

Bbi6op M3 nepcoHanbHO agpecHoi KHUru: MNo3sonaeT BbiIbnpaTtb Nt060ro nosb3osaTtena us
NnepcoHaibHOM aapPecHOM KHUMM 1 co3gasaTtb vCard No ero nepcoHasbHbIM AaHHbIM. 9TO
yA06HO, ecnu oTnpaBKa 3/1IEKTPOHHOM NOYTbI BbINOJHAETCA OT MMEHM APYrMX NoAb30BaTeNen.

Bbi6op daiina BM3nTHOM KapTouKu: Mo3BosAeT BbIOpaTb NO/b30BATENbCKUIM dailtn KapTOUKM
vCard .vcf, npeaoctaBneHHbli HE3aBUCUMOWM OpraHM3auunen.

5 YKarKuTe, cnefyeT M BblAaBaTh 3aNpoc 0 AobasneHumn KapToukn vCard gns Kaxaoro
OTNpPaBAAEMOro seMeHTa.

6 HaxmuTte KHonKy OK.

[No6asneHne nognucu nam KaptTouku vCard K 31eKTPOHHOMN

noyrte

Ecau BbIBpaTb NapameTp 3anpoc nepea sobasneHmem, MOXHO byaeT BpyyHyto 06aBUTb NogNuUCh
npu co3gaHumn coobuieHus, Bbibpas B Tesie coobueHns NyHKTLLenkHuTe, utobbl £06aBUTL NOANKUCH.
Ecau BbiBpaH napameTp AsTomaTtuyecku A06aBnATb NOAMNUCH, TO BO BCE COOBLLEHMA 3NEKTPOHHOM
MoyTbl aBTOMaTU4YeCcKM Ao6aBaAeTca NoANMUCb MO YMOAYaHMIO. M3MEHUTb NOANUCH MOXHO TO/IbKO
nocse ee A06aBAEHUA B 3/IEMEHT, €C/IN €r0 HYXHO NepPCcoHanM3npoBaTtb. MI3meHeHusa noanucu,
BHECEHHbIEe B Hee HernocpeaCTBEHHO B 3/1IeMEHTE, He coxpaHatoTca. Ecam co3gaHa KapTodka vCard,

TO BO BCe COOGLLI,QHMFI TaKXXe aBTOMaTU4eCKu ,D,O6aBIIFIETCﬂ BU3NTHAA KapTouKa. MOXHO nNonyynTb

noanncb N BUSUTHYHO KapPTOYKY OAHOBPEMEHHO.

1 B 6naHKe co3aaHusA BbibepuTe NyHKT LLenkHure, utobbl 406aBUTL NO4MUCL B Tele coobLeHuns.

K coobuieHnto HemegneHHo byaeT nobasneHa noanucb No ymondaHuto. Ecnm noanuchb ewe He
co3faHa, byaet npeanoxKeHo co3nath ee. [lonofHUTE IbHbIE CBEAEHUA CM. B pasaene
Cos3paHune nognucu.

2 YTobbl BbIb6paTh ApYryto Noanuch, nepeinaute B 061acTb NOLNUCHK U LLENKHUTE MaslEHbKYHO
CTPE/IKY B NMPaBOM BEPXHEM YTAY.
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3 Heob6s3aTenbHO: YTO6bI NepcoHaAn3npoBaTb NOAMNNCL TONIbKO ANA AaHHOIO 3/1eEMEHTa, BHECUTE
B Hee HEO6XO,CI,MMbIe N3MEHEHNA.

4 3asepluunB co3gaHune coobleHna 1 NOAMUCH, HaXKMUTE KHOMKY OTnpasuTs.

O6wue cBegeHnA o rnobanbHbIX NoANUCAX

MomMmnMo nepcoHanbHbIX Noanucen agMmuHucTpaTop GroupWise MorKeT co3aaTb rnobasbHyto
noanuck, OCTYMHYIO ANs KaXKAoro nonbsosartens. Ecav agmuHuctpaTtop GroupWise BKAOUMT
rnobanbHyo NoanMch, OHa aBToMaTMYeckn byaeT 406aBNATLCA BO BCe COOBLLEHMA NPU OTNPaBKe.
Ecnv rnobanbHan noanucb A4oCTynHa, HO He obA3aTenbHa, OHa AobaBaseTca K Balen NoAnucu, ecam
Bbl Y}Ke UCMOo/Ib3yeTe NepcoHanbHyo noanuck. Ecaun y Bac HeT nepcoHanbHoM noanucu, robanbHas
nognuce gobasnseTca, TONbKO ecin oHa obs3aTtenbHa. Mpu NOBTOPHOM OTNpPaBKe CoobLLEeHMA
rnobanbHan noanuck He byaeT aBTomaTUYECKM gobaBaeHa K cCoobLLeHuIo.

MUcnonb3oBaHMe aNibTepHATUBHbIX aApecoB OTNpaBuUTens

Ecnm y Bac eCcTb HECKONIbKO KOPMOPATUBHbIX a4PEeCOB 3/1IEKTPOHHOM NoYTbl (Hanpumep,
bob@acme.com n bob@acme2.com), Bbl moxKeTe HacTpouTb B GroupWise oTnpaBKy coobLeHunl ¢
YKaszaHuem tob0oro 13 HUX, a TaKKe co34aTb A1A HUX pasHble nognucu. Ytobbl nepenTu K
YNpPaBAEHUIO aNbTEPHATUBHBIMW a4PECAMM LWENKHUTE MO 31eMeHTy OT B OKHE CO34aHUsA
coobueHnna 1 BbIbepuTe NYHKT AnbTepHaTUBHbIE agpeca UAN NOC/e0BaTeNbHO BblbepuTe NyHKTbI
Cepsuc > [MapameTpbl > Cpega > Mognucu > AnbTepHaTUBHbIE aapeca. 34eCb Bbl MOXKETE pa3pewnTb
WAN 3aNpeTUTb UCNONb30BaHNE AOMONHUTENbHbIX a4 PECOB, a TaKKe CO34aTb NOAMNUCK ANA KaXKa0ro
U3 HUX.

C NMOMOLLbIO 3TOM GYHKLMM BbINN U3MEHEHbI YKa3aHHbIE HMXe NapameTpbl NOAYYEHUA U OTNPaBKU
coobLeHu.

+ [1ns 0TBETOB APYrMM MO/Nb30BaTENAM BHYTPU CUCTEMbI HACTPOEHO UCMONb30BaHUE
aNnbTepHaTUBHOIO aApeca BMEeCTO OCHOBHOrO agapeca (agpeca, MCNo/b3yeMOro no YMOoAYaHMIo).

+ BmecTo OCHOBHOrO aapeca (agpeca, UCNOAb3YEMOro No YMoA4YaHWo) 6yayT Ncnonb3oBaTbCs
BXOAALLME aApeca 3/1eKTPOHHOM NOoYTbI.

+ [pu co3aaHMmM OTBETOB aBTOMAaTUYECKM PaCcro3HaAEeTCa a/ibTePHATUBHbIN afgpec 1 BCTasiAeTcs
COOTBETCTBYIOLLAA NOAMUCH.

YT10b6bI HaCTpPOUTb aﬂbTepHaTVIBHbIﬁ agpec oTnpaBuTena, BbINONTHUTE YKa3aHHbIE HNXKe AeVICTBMH.

1 B xoae co3aaHusA coobLLEHNSA WESIKHUTE Mo anemeHTy OrT.

2 B nosBmBLUEMCA PacKpbIBalOWEMCS CNUCKe BbIbepUTe HYyXKHbI agpec. Agpec, KOTopbIn
MCMOb3yeTCA NO YMOYaHUIO, OTMEYEH 3Be3404KOoM (*).

3 Mpoagonkalite paboTy c coobleHneM.
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MapLpyTusauma nucbma nocieao0BaTe/ibHO K
HECKO/IbKMM NnoJlyyaTenam

MapLpyTHbIN ANCT UCMO/Ib3YETCA A5 OTNPABKMU COOOLLEHNI UM 3a4aHUI HECKOJIbKUM
NoNb30BaTENAM NOCNeA0BaTe/IbHO. Bam Hy»KHO onpeaennTb Nocaef0BaTeIbHOCTb MapLupyTa. Koraa
KaKoli-1mbo nonb3oBaTe/b, NOAYYMBLUNIA SNEMEHT MO MapLUPYTHOMY JINCTY, NOMEYaeT ero Kak
3aBepLIEHHbIN, 3/1eMEHT OTNPABAAETCA C/ieayoLLeMy N0b30BaTeNo, YKasaHHOMY B MapLupyTe.

Ecnv mapLupyTM3npyemblid 31EeMEHT BK/IKOUYAET MPUKPENIEHUs, Kax bl N0b30BaTe /b B MapLUpyTe
MOXET MPOCMOTPETb MX U A06aBUTb K HUM KOMMeHTapun. Ecam K npukpenneHuto aobasnsetca
KOMMEHTapUI, ero yBUAAT BCe Nocaeaytowme Noib3oBaTeNiv B MapLupyTe.

3AMEYAHME. YT106bl y3HaTb O 3aBEepLUEHNUN MapLIPYyTa U YBUAETb BCE KOMMEHTapUK/U3MmeHeHUs B
npuKpenneHnax, Heobxoanumo f06aBUTb cebA B KOHLE MapLUpyTa.

MPUMEYAHME. MapLpyTUsnpyemblit 31€MEHT, OTNPaB/EHHbIM Ha BHELWHWI agpec, aBTOMaTUYECKM
NMOMEYAETCs KaK BbINOMHEHHbIM (MOCKONbKY NOyYaTe/lb CaM HE MOXKET CAEeNaTb TaKylo NOMETKY) U
OTMPaBAAETCA CnefyoWwemMy NoAb30BaATENO MO MapLLPYTY.

Ecnu Bbl He xOTUTe, YTOObI 31EMEHTbI C MAaPLLPYTOM NOMEYANNCh AOBEPEHHBIM IULLOM KaK
3aBepLIEHHbIe, Bbl MOXETE Ha3HauYMUTb TAKOMY 31EMEHTY MNApPO/b, KOTOPbIN ByaeT 3anpaliMBaTbca
npw ero 3aBepLleHnN.

+ "Co3pgaHue anemeHTa c maplupyTom" Ha cTp. 132

+ "Mcnonb3oBaHWe aapecHOn KHUMM AnA agpecaummn cooblieHnsa ¢ mapwpytom” Ha cTp. 133

+ "3anpoc napons nepen noMeTKON 3/1eMeHTa C MapLUPyTOM KakK 3aBeplieHHoro" Ha cTp. 133

+ "3aBeplueHue anemeHTa ¢ mapwpytom" Ha cTp. 133

Co3aaHue 31IeMeHTa C MapLpPyTOMm

[Ana cospganna COO6LIJ,eHMﬂ C MapLlpyTOM BbINONTHUTE YKa3aHHblIe HUXKe ,D,eVICTBMﬂ.

1 OTKpoiiTe HOBOE coobLLeHMe NN 3agaHue.
2 UWenkHute Aeicteua > MapLupyTHbIA UCT.

3 B none MapupyT BBegUTE MMA NONb30BATENA, @ 3aTEM HaxkKmuTe Knasuwy Enter. Nostopute
ONA KaXX40ro Nonb3oBaTens, BKAYEHHOro B MapLUPYT.

nnn

HaxmuTe KHOMKY Agpec Ha NaHeNn MHCTPYMEHTOB, YTOObl BbIGpaTb MMeHa Noab3oBaTenei B
[NanoroBom okHe «Bbibop agpecos».

B KauecTBe nosiyyatenen coobLEHNI C MapLUPYTOM MOXHO TaK»Ke YKa3blBaTb NepCcoHasibHble
rpynnbl. Mpwn ncnonb3oBaHWKU ANANOrOBOrO OKHa «CenleKkTop agpecosy rpynna npeacraBaseTca
B pa3BEPHYTOM BUAE, YTO NO3BO/IAET YKa3aTb NOPALOK NO/b30BaATENEN B MapLUpyTE.

3AMEYAHME. [lo6aBbTe cebs B KOHLLE MapLUpyTa, YTOObI Y3HATb O €ro 3aBepLUEHMH, A TaKKe
NPOCMOTPETb BCE KOMMEHTAPUN U USMEHEHMA B MPUKPENIEHUSX.

4 BeauTe TeMY U TEKCT coobLieHuMA.
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5 Ec/nn He HYyXXHO, YTOObl COOBLLLEHWNA C MapLLPYTOM OTMEYAINCh KaK BbIMOJHEHHbIE
[OBEPEHHBIMUN /IMLLAMM, MOXKHO 3anpocuTb BBoA napona GroupWise y nonyyatenen ans
OTMETKM 3/1EMEHTA KaK BbINO/IHEHHOTO. MepelaunTe Ha BKNAAgKY MapameTpbl oTNpaBKHy,
WEeNKHMUTE NO 31eMeHTY 3awmta U BbiIbepuTe NYHKT 3anpalumsatb Napob ANA 3aBeplleHus
3/IeMeHTa C MapLUPYTOM.

6 LLlenkHMTe OTNpaBuTb Ha NaHeNN MHCTPYMEHTOB.

Mcnonb3oBaHue aapecHO KHUrM AnA agpecaumm coobuieHms ¢
MapLLIpyTOM

Mcnonb3oBaHWe agpecHon KHUMM ANS agpecaumm coobLueHns ¢ MapLpyTom:

1 B 6naHKe nMcbMa UAW 3a4aHUSA LWENKHUTEe Agpec Ha NaHeNn MHCTPYMEHTOB.
2 YctaHoBuTe dnarKok MapLupyTHbI ancT.

3 VYaeprkuBasa HaxkaToi Knasuwy CTRL, Bbi6epuTe MmeHa B TOM NOPSAAKE, B KOTOPOM A0/KHO
nepemeLlLaTtbca coobleHne, a 3aTem BbibepuTe KomaHay MappyT.

nnn
[Barkabl WeNKHUTEe UMeHa B TOM NopALKe, B KOTOPOM HYXHO MapLUpyTM3UpoBaTb coo6u1,eHme.

V|CI'IO!'Ib3y1‘;1Te onepaunn nepetackmBaHmAa ana NSMeHeHNA NopAaKa MMeH B CMUCKe a4peCOoB.

3AMEYAHME. lob6aBbTe cebs B KOHLE MapLupyTa, YTOObl y3HATb O €ro 3aBepPLUEHUN, a TaKXKe
NPOCMOTPETb BCE KOMMEHTAPUN U USMEHEHUA B MPUKPENSIEHUAX.

4 Haxmunte KHonky OK.

3anpoc naponsa nepeg NnOMETKOM 3/1IeMEHTa C MapLUIPYTOM KakK
3aBepLUEHHOro

Ecnn TpebyeTca naponb, NoAb30BaTe b AO/KEH BBECTU €0 NPEX e, YeM CMOXKET NOMETUTb
3/1eMEHT KaK BbINONHEHHbIN.

TpeboBaHMe Nnaponsa gna Bcex COoBLEHMIA C MapLIPYTOM:

1 UWenkHute Cepsuc > MapameTpbl.
2 [BaxKAbl WENKHUTE N0 3NeMeHTY 3almTta U nepenanTe Ha BKAaLKy NapameTpbl OTNPaBKMU.
3 BblbepuTte 3anpalwmeaTtb Naponb 4N1A 3aBePLUEHUA COO6LLLEHUA C MapLUPYTOM.

4 Haxmunte KHonky OK.

JononHutenbHo o naponsax GroupWise cm. B pasgene HazHayeHve napons As noyYToBOro AMKa
6e3 ayteHTUdMKaumnm LDAP.

3aBepLueHue 3/1IeMeHTa C MapLIPYyTOM

1 [lo6aBMB HasHaYeHWA UM UHCTPYKLMM B 31EMEHT C MapLIPYTOM, OTKpOITe ero.

2 Ecnv HeobxoaMMO NPOCMOTPETD MM USMEHUTb NPUKPENNEHNE K MAPLLPYTUINPYEMOMY
3/1EMEHTY, OTKPOMNTE NPUKPENNEHNE B COOTBETCTBYOLLEM MPUNONKEHUMN, BHECUTE USMEHEHMSA, A
3aTeM coxpaHuTe Gana 1 3aKPomnTe NPUIOHKEHHUE.
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®daiin byaet coxpaHeH Ha BalleM KOMNMbIOTEPE B KaTasore 414 BpemeHHbIX ¢painos. He
N3MeHsANTe NyTb, MHAYe USMEHEHUA He ByAyT BKAOYEHbI B MapLPYTU3MPYEMbIN 31EMEHT NpU
€ro oTnpaBKe cieaytollemy aapecary.

3 B 61aHKe aieMeHTa B MeHI0 [leiicTBus BbIbepUTE NYHKT [OMETUTL KaK BbiMOAHEHHOE U
Ha*kmuTe KHonky OK.

Kpome Toro, B 3arosioBKe 3/1eMeHTa MOXKHO YCTaHOBUTb GJIa*KOK 3aBepLueHo.

4 Ecnv oTnpaBuTenb 3aTpeboBan Naposib 411 3aBEPLUEHMA /IEMEHTA, BBEAUTE Napo/ib CBOM
naponb GroupWise 1 Haxxkmute KHonNKy OK.

dnemeHT ByaeT oTNpaBaeH C/ieaytoLLeMy Nob30BaTe/O B MapLUpyTe.

5 HaxXmuTe KHONKY 3aKkpbiTb.

3aLmuieHHble coobwenmna S/MIME

GroupWise paboTaeT c nporpaMmHbIM obecneyeHmem 3allmThbl, YCTAHOBAEHHbIM ANA OTNPABKK
3alMLLEHHbIX COOBLLEHUN.

+ "TpeboBaHua" Ha cTp. 134

+ "Undposas nognmcb nam wndposaHue coobueHns" Ha cTp. 136

+ "Undposas nognucb 1 wndpoBaHue Bcex cooblueHmnin" Ha cTp. 137

+ "MonyyeHune ceptTuduKaTta 3almTbl OT cepTUULMpPYIOLLEN opraHn3aumm” Ha cTp. 137

+ "Bblbop nocTaBLuKa ycayr 6esonacHoctn" Ha cTp. 138

+ "Bbibop cepTmdmKaTa 3aLMUTbI 418 UMdPOBON NoanncKu coobeHnin” Ha ctp. 138

+ "Ucnonb3zoBaHue LDAP gnsa noucka ceptnudmkatos WndposaHua noaydatens" Ha cTp. 138

+ "Bblbop meToaa, UCNONb3yeMOoro Aas WndpoBaHUA 3nemeHToB" Ha cTp. 138

+ "lpoBepKa noaTBepKaeHns LMdppoBoM noanucu ana AokymeHTta" Ha ctp. 140

+ "OTobpaxkeHne nonyyeHHbIx cepTudmKaToB 6e30nacHOCTM U M3meHeHne aosepua” Ha cTp. 140

+ "OTobpaxkeHune cobCcTBEHHbIX cepTUdMKaToB 6esonacHocTU" Ha cTp. 141

+ "MmnopT 1 aKcnopT cepTudKMKaTa 3awmTbl" Ha cTp. 141

Tpe6oBaHus

dyHKUMKM Be30nacHOCTH, ONKUCbIBaEMbIe B 3TOM pa3aene, AOCTYMHbI y II060ro nocTaBLLMKa
wrdpoBaHus, KOTOpbIN ncnonbayeT MHTepdelic Microsoft Cryptographic APl u nogaepusaet
cTaHaapTbl RSA nau AES.

+ "[NlobaBneHune 3awmThl" Ha cTp. 135

+ "MoHaTne ceptnudmkatos besonacHoctn" Ha cTp. 135

+ "MonyyeHue 3awmndpoBaHHoro coobuieHma" Ha cTp. 135

+ "Mcnonb3oBaHMe NOCTaBLIMKOB ycayr 6esonacHocTn" Ha cTp. 136

+ "[lononHuTenbHaa nHbopmauma" Ha cTp. 136
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[Oo6asneHue 3aWmUThHI

OTnpaBasemble COODLEHNA MOXKHO 3aLWUTUTb C MOMOLLbIO LMdPOBOMN NoanNncK nnu wWndpoBaHUEM.
Ecnv otnpaBneHHoe Bamu coobLieHme 3aLmLLEHO SEKTPOHHOW NOAMNUCHIO, NONyYaTeNlb MOXKET
NpoBepUTb, U3IMEHANOCH N coobLleHMe B MYTU U AeNCTBUTENBHO K 3TO coobuieHme oT Bac. Mpu
WndpoBaHUM COOBLLEHNA Bbl MOXKeETe BblTb YBEPEHHbIM, YTO NOAYYATENb ABNAETCA €ANHCTBEHHbIM,
KTO MOXET NPOYUTATb 3TO COODLLEHME.

Mpu ncnonb3oBaHUKM Nognucy nnm wudposaHus B GroupWise nonyyatesnim MoryT 4mtaTtb
COO06LLLEHMA C NOMOLLLIO IHOro APYroro NPoAyKTa A1A PaboTbl C 31EKTPOHHOM NOYTOM,
noaaep»ueatolLero ctaHaapt S/MIME.

MoHATHe cepTudUKaToB 6e3onacHoOCTU

CepTuduKaT 3aLLMTbI NpeacTaBaseT coboit ¢pann, MAeHTUGULUPYIOLLNIA KOHKPETHOE INLO UK
opraHmsaumio. MNepes OTNPaBKOM 3aLLMLLEHHBIX COODLLIEHWNI Bbl AO/MXKHbI NOAYYNTb cepTUdUKAT
3awmTobl. C nomoLbto Beb-HaBMratopa nonyumTe ceptudmKaT OT HE3aBUCUMOWN cepTUdULMpytoLei
opraHusaumm (CA). CN1cok cepTUPULMpPYOLLMX OpraHnsaLmin cMm. Ha Beb-cTpaHuue Lindposblie
ceptudukatbl GroupWise.

Ona noncka cepTudmKaTa 3aLLUTbl MOXKHO TaK»Ke ucnonb3osatb LDAP.

CepTudMKaT 3aLMTbl MOXKHO MCMONb30BaThb A4/1A UMPPOBOM NOANUCK OTNPABAAEMbIX COOBLLEHUI.
[na NpoBepKKN OTNPaBAEHHbIX BaM COOBLLEHUIA, UMEIOLWNX LMPPOBYIO NOANNCH, CMOb3YHOTCA
OTKpbITble CepTUGMKaTbI 3aLLUTbI APYTUX NOAb30BaTENEN.

Ana WwndpoBaHUa 31eMeHTa U pacliMPPOBKM ero nosyyatesem HeobXxoaMmMo UMETD YiKe
NOJYYEHHbIV OTKPbITLIV CEPTUDUMKAT 3aLMTbI NOAb30BaTeNs. [N WndpoBaHMUA coobLieHnn
MCNONb3yeTcA 3NeMEHT CePTUdMKATA 3aLLMTbI, HAa3biBAaEMbIN OTKPbITbIM KAloYOM. Korga noaydaTens
OTKpbIBaeT 3alndpoBaHHoe coobLieHne, OH paclMdpPoBbIBAET €ro C MOMOLLbIO APYroro 31eMeHTa
cepTudMKaTa 3alMTbl, KOTOPbIA Ha3bIBAETCA 3aKPbITbIM KAHOHOM.

CyLLl,eCTBVET ABa cnocoba nonyyeHnAa OTKpbITOro CepTMd)MKaTa 3alNTbl NO/1Ib30BATENA!

+ [onb3oBaTesib MOXET OTMNPaBUTb Bam CooblieHne ¢ undpoBoi noanucbio. Mpm oTKPbITUK
coobuieHnn Bam byaeT npeanoxeHo Ao6aBuTb 1 3aBePUTb CEPTUDMKAT 3aLLMTbI.

+ [lonb30BaTeNb MOXKET IKCNOPTUPOBATL CBOWM OTKPbITbIM CEPTUOUKAT, COXPaHUTL ero Ha aAncke (B
TOM YnCNe BHELWIHEM) M OTNPaBUTb Bam. 3aTeM Bbl MMMNOPTUPYETE 3TOT OTKPbITbINA CEPTUPUKAT.

MonyuyeHue 3awmdppoBaHHOro coobLieHns

3aLUM¢pOBaHHbIe COO6LLI,€HVIFI OTMeYaloTCA B Ballem CNNCKe COO6LLI,€HM171 cneayrowmmm 3Ha4Kamu:

3Hay4oK OnucaHue

R NoanncaHHoe coobuieHme

0 3awmndpoBaHHoe coobLyeHne

A MoanucaHHoe M 3aWwndpoBaHHOE coobLLeHNe
=l
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MUcnonb3oBaHMe NOCTaBLWUKOB ychyr 6e3onacHocTH

B 3aBMCMMOCTM OT MHCTa/LIMPOBAHHOIO NPOrPaMMHOro obecrneyeHns 3aLuTbl, Bbl MOXKeTe
BbI6MpPaTb Pa3/IMYHbIX MOCTABLUMKOB CEPBUCA 3aLUMUTbI A/1A CBOMX coobLieHnn. Hanpumep, Bbl
MOXeTe UCMOo/b30BaTh A1 3aLMTbl PaboUNX COOBLLEHMIA OAHOTO NOCTaBLLMKA CePBMICa 3aLLUMUTLI, TaK
KaK OH ABAAETCA NpeanoYnTaembiM B Balllei opraHM3aunm, a ANs 3alMTbl IMUYHbIX COOBLLLEHWUI Bbl
MOXeTe BOCMONb30BaTbCA APYTMM MNOCTaBLLMKOM CepBuca 3amTbl. JOCTynHble napameTpbl 3aLMTbl
3aBUCAT OT BbIBPaHHOrO NOCTaBLMKA CepPBMCa 3aLLUTDI.

Cm. Bbibop nocTaBLiMKa yciyr 6e3onacHocTy ANa Noay4eHna A0NOAHUTENbHOW MHbOopMaLun.

AononHutenbHaa uHpopmaumsa

GroupWise coBmectum co cneunduraumein S/MIME sepcuii 2 1 3. MNocTaBLMKM CEPBUCA 3aLUNUTDI,
nogaepxumeaemble GroupWise, MICNONb3YIOT PacNpPOCTPaHEHHbIE aIFOPUTMbI LWIMPOBAHMA, TaKue
Kak RC2, RC4 n AES (B Windows 7 nnu 6onee nosaHux sepcusx). Mpu umdposom nognmncaHmm
anemeHTa GroupWise XaLWMPYeET 3/IeMeHT B AaNAKecTe COODOLEHMA, UCMONb3YA CTaHAAPTHbIN
anroputm SHA-1. Janaskect coobLueHns pacnpoCcTPaHseTca BMECTE C OTNPaB/iAeMbiM 3/1eMEHTOM.

Cm. Bbibop nocTaBLMKa ycayr 6e3onacHoCTM ansa NOAyYeHUA AO0NOAHUTENBHON MHOPMaLLUN.

Uudposasa nognucb unu wmndposaHue coobuieHuUsn

Ana WwndpoBaHUa 31eMeHTa U pacluMPPOBKM ero nosyyatesem HeobXxoaMmMo UMETD YyiKe
NOAYYEHHbIW OTKPbITbIN CEPTUOMKAT 3aLMUTbI NOAb30BATENS.

1 yﬁe,ﬂ,VITECb B TOM, 4YTO y BaC €CTb CepTVId)VIKaT 3alWNTbl U YTO Bbl YKa3a/1M NOCTaBLMKa CEPBUCA
3alWnThbl, yCayramm KOToporo XxoTtute BoCno/ib30BaTbCA.

2 OTKpOWiTE OKHO COObLEHMS.

3 B none Komy BBEeaguTEe MMA NONb30BaTeNA, a 3aTeM HaXKMuTe Knasuwy Enter. [MosTopuTe 3T1n
AeNCTBUA ANA APYrMX NONb30BaTENEN.

4 WenkHute R, 4To6bI NOAMMCATL COOBLLEHME LUPPOBOM NOANMUCHIO.

5 LenkHute &, 4To6bI 3aWMPPOBaTL COOBLLEHME.
6 BBeguTe Temy M TEKCT COOBLLEHNA.
7 UlenkHute OTnpaeuTb Ha NAHENN UHCTPYMEHTOB.

Ecnu npu nonbITKe OTNPaBKM 3n1eMEHTA NPUXOANT cooblieHne «CepTUdUKaAT nosyyatensn He
HalgeH», BO3MOXKHO, NPUYMHA 3aKNt0YaeTcA B cieaytowem: 1) Bbl NbiTaeTech 3almppoBaThb
3/IeMEeHT ANA NoayYaTens, OTKPbITbIA cepTUdUKAT KOTOPOro Y Bac OTCYTCTBYET; 2) agpec
3/IEKTPOHHOM MOYTbI B OTKPLITOM CepTUdUKaTe He COBMAAAET C agpecom noayyartens; 3) 8
OTKpbITOM cepTudUKaTe nosyyaTesna OTCYTCTBYET aApec 3/NEKTPOHHOM NOYTbI M agpec
3/IEKTPOHHOM MOYTbI NOYyYaTeNN HE YAAETCA NPOBEPUTD.

Ecnv BepHO nepBoe, Bam HYKHO NOMYYUTb OTKPbITbIN cepTUdMKAT 3almTbl noaydyaTtens. Ecnm
BEPHO BTOpPOE UM TpeTbe, WeNKHUTe Haiitu ceptudukat, YTobbl HAUTN cepTUPUKAT
nosnyyartens.
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LUudposasa nognucb u wndposaHue Bcex coobLeHnM

YT106bI HAaCTPOUTbL LMbPOBYIO NOAMMCH U LUNPPOBaHNE BCEX COOBLLIEHNA, BbINOHMTE YKa3aHHbIe

HUXKe AencTBuA.

1 WenkHute Cepsuc > MNapamertpsbl.

2 [iBakAabl WENKHUTE NO 3/1eMeHTY 3almTa U nepenguTe Ha BKAaaKy Napamerpbl oTNpaBKu.
3 BbibepuTte dneKTpoHHaa noanucb Unu LLndposaHue ana nonyuareneii.

4 HaxmunTe KHOMKy [ipyrve napameTpbl U YCTAHOBUTE Kenaemble napameTpsbl.

5 [Baxkabl HAXMKUTe KHOMKy OK, 3aTem — KHOMKY 3akpbiTb.

MonyuyeHune ceptnduKara 3awmTbl oT cepTuduumupyoei
opraHusauum

B 60/blUIMHCTBE KOMNAHWNI cepTUDUKATbI 3aLLMTbI BbIMYCKAET IOKa/bHbIN aiMUHUCTPATOP
GroupWise. Ecniv Bbl He 3HaeTe, rae noay4ynTb cepTUdUKaT 3almTbl, 0bpaTUTECh K CBOEMY
JIOKaNbHOMY agMMUHUCTPATOPY.

1 WenkHute Cepsuc > MNapameTpbl.

2 [Baxabl wenkHute CeptuduKarhbl.

3 UWenkHute Monyumntb ceptudumkar.

3anycTuTcs Beb-HaBuraTop, U oTKkpoeTcs Beb-cTpaHunua GroupWise co cnuckom
cepTMdULMPYIOWNX OpraHn3aLmMid. ITOT CMUCOK He ABAAETCA NoMHbIM; GroupWise
noaAepKMBaeT MHOMKECTBO CEPTUOULMPYIOLLMX OpraHM3aL i,

4 BbibepuTe cepTUMLMPYIOLLYIO OPraHN3aLMIO, a 3aTem cneayiTe MHCTPYKLMAM Ha Beb-caliTe.

Ecaun ana nonydeHmsa ceptudmkaTa ucnonbsyetca Internet Explorer, ceptudukar 6yaer
foctyneH B GroupWise. Ecan ans nonyydeHus ceptudukata ncnonb3osanca Hasuratop Firefox
nnm Chrome, Bam Hy»KHO 3KCMOPTMPOBaTb CEPTUOUKAT U3 HABMraTopa UM BbINOSHUTbL €ro
pe3epBHOE KONMPOBaHMeE (MHCTPYKLMM CM. B JOKYMEHTaLUMN K HaBuraTopy). JononHUTeNbHble
cBedeHua cM. B pasgene VMIMnopT 1 aKCnopT cepTUduKaTa 3aLmThl.

5 B GroupWise BblbepuTe B MeHI0 CepBuc NYHKT MapameTpbl, 4BAXKAbI LLENKHUTE MO 3/1IeMEHTY
3awmra U BbibepuTe BKNaAKY MapameTtpbl OTNPaBKK.

6 Bbibepute nocraswmka wudposaHma Microsoft Base nam Microsoft Enhanced us
pacKpblBaloLWeroca cnmucka Mimsa, pacnonoxeHHoro nog nonem BoibepuTe noctaslimKa cepeuca
3aLMUTbI.

BbibepuTe COOTBETCTBYIOLLENO NOCTaBLLMKA CEPBMCA 3aLLUMTbI, OCHOBbLIBAsACb Ha CTENEHM
WwndpoBaHMa ncnonblyemoro ceptudmKata. CteneHb WnppoBaHmUa cepTudMKaTa 3aBUCUT OT
cTeneHu WndpoBaHMa HaBMraTopa, UCNosib3yemMoro 4iA nonydeHus ceptudukata. Hanpumep,
ecnu Bbl ucnonbsyete Internet Explorer ¢ MHcTanAMpoBaHHbIM 128-6UTHbIM WMdpPOBaHMEM, A
TaKKe YCTaHOB/IEHO BbICOKOE WndpoBaHue, To paboTa byaeT ocyLecTBAATLCA TONbKO C
NoMOLLbIO NOCTaBLWMKa WwWindposaHma Microsoft Enhanced.

7 HaxmuTe KHonky OK.

8 [BaxAbl We/IKHUTE Mo 3n1eMeHTy CeptuduKkaTtsl, Bbibepute cepTUdUKaT, KOTOPbINA XOTUTE
MCMNO/Ib30BaTb, N HAXXMUTE KHONMKY Mo ymonyaHuio.

9 HaxmuTe KHonKy OK, a 3aTem — KHOMKY 3aKpbITh.
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Bbi6op nocraBLWwmMKa ycnyr 6esonacHoCTU

1 B oCHOBHOM OKHe WenKHUTe NyHKT Cepsuc > MNapameTtpsbl.
2 [1BakAabl LWE/IKHUTE NO 3/1eMEHTY 3awmTa U NepenguTe Ha BKAaaKy Napamerpbl oTnpasBKu.
3 BblbepuTe NocTaBLMKa ycayr 6€30NacHOCTU B PacKpbIBAOLLEMCA ClNCKe Mma.

4 Haxkmute KHonKy OK, a 3aTem — KHOMKY 3aKpbITh.

BbI6paHHbIN NOCTaBLLMK CEPBMCA 3aLLMTLI BCTYMUT B CUAY CPasy NOCAe BXOAA B CUCTEMY B
NoCTaBLUMKe 3aWuThbl (ECM TaKol Bxod TpebyeTcs). JocTynHble NapaMeTpbl U MeTOAb! WWNMdPOBaHUA
3aBUCAT OT BbIBPAHHOrO NOCTaBLLMKA 3aLLMTbI.

lNapameTpbl NOCTaBLMKa CepBMCa 3aLLUUTbI HENb3A Bbl6paTb ONA OTAEeNbHOTO 3/1eMeHTa. ITn
napamMmeTpbl HEO6XO,CI,MMO Bbl6paTb B OCHOBHOM OKHe.

Bbi6op ceptuduKkara sawuTtbl gna umdposou nognmucu
coobweHun

YT106bI BbIOPATL CepTUdUKAT 3aLMTbI ANA LMPPOBOM NOANMUCU COODBLLEHUIA, BbINONHUTE YKa3aHHble
HUXKe aencTeuA.

1 UWenkHute Cepsuc > MapameTpbl.

2 [dBaxAabl wenkHute CeptudumKkarsbl.

3 LLenkHuTe uma ceptnuduKara.

4 UlenkHute MNo ymonuaHuio.

5 Haxkmute KHonKy OK, a 3aTem — KHOMKY 3aKpbiThb.

Ucnonb3osaHue LDAP ana noucka ceptudukartos wnpposaHUa
nonyyarens

Mpexkae yem ncnonb3oBaTb cepBuc «Katasnora LDAP» ana noncka cepTudpmnKaToB 3aLuThl,
Heobxoammo aob6aBuTb cepsuc «Katanora LDAP» B agpecHyto KHUry GroupWise. [lonoNHUTENbHYIO
nHbopmaumio cm. B pasaene [lobasneHune cepsrca KaTanora B agpecHy KHUTY.

1 NocnepoBaTtenbHo BbibepuTe NYHKTbI Cepeuc > MNapameTpbl, @ 3aTeM ABaXKAbl LLENKHUTE No
sfieMeHTy 3awmra.

2 UWenkHuTe BKNagKy MNapamerpbl OTrPaBKu.

3 LWenkHuTe [ononHutenbHble napameTpbl.

4 BbibepuTe UcKaTb cepTuduKaTtbl WndppoBaHMa nonydyatena B Katanore LDAP no ymonuaHwuio,
onpeaeneHHOM B agpecHou KHure LDAP.

5 [axkabl HaXXmnte KHomnky OK, 3aTemMm — KHOMKY 3akpbiThb.

Bbibop meToaa, UCNoNb3yemoro Ana WnudpoBaHUA 3/IEMEHTOB

1 WenkHute Cepsuc > MNapameTpbl.

2 [Bakabl WEeNKHMUTE M0 31eMeHTy 3awuta U nepenante Ha BKAaaKy Mapametpbl oTnpasKu.
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3 WenkHuTe [lononHuTesibHbIe napameTpbl.
Ecnv BO3MOXHO, UCNO/1b30BaTb aAropuTm WndpoBaHUA, NpeanovynTaemMblii nonyyarenem:

GroupWise NbiTaeTcA NCNONb30BaTb I'IDEAI'IOLIVITaeMbIﬁ nonyvyatenem airopuTm LLIVId)pOBaHVIﬂ,
€C/11 OH OOCTyneH.

UckaTb cepTuduKaTthbl WndpoBaHuaA nony4darens B Karanore LDAP no ymonyaHumio,
onpeaeneHHoOM B agpecHoi KHure LDAP: Mpu nonbITKax noMcka cepTUdUKaTos WndpoBaHus
nonyyatena GroupWise ncnonb3yeT onpeaeneHHyo agpecHyto KHury LDAP.

Anroputm WwndppoBaHUA NO YMONAYAHUIO: PacKpbiBatoLWwMeca CNCKM airopUTMOB WKdPOBaHNA
B nosne 3awndpoBaHHbIN 31eMEHT UMEKOT BO3MOXKHOCTb MPOKPYTKM N BKJIIOYAIOT BCE
anropuTtmbl WNbpPoBaHMA, NoALepKMBaeMble Bepcuelt Beb-HaBuratopa, ycTaHOB/NEHHOTO Ha
paboyei CTaHLMM, HA KOTOPOWM 3anyLLeH KaneHT GroupWise. Huxke npueeaeH npumep Crincka:

+ 3DES (168 6uTa)
+ DES (56 bur)

+ RC2 (128 6urT)

+ RC2 (40 6uT)

+ RC2 (56 6uT)

+ RC2 (64 6uT)

+ RC4 (128 6uT)

+ AES (128 6ur)

+ AES (256 6uT)

MepepaBatb MUHGOPMaLMIO O NpeaNoYUTaEMOM anropuTMme WndPoOBaHUA B NOANUCAHHOM
anemeHTe: lpu oTnpaBKe 3aWwWnMdPOBAHHOIO COOBLLEHNA MOXKHO YKa3aTb NpeanoyYnTaemolii
AN NCMNOb30BaHMA aArOPUTM LNMbPOBAHUA.

OTnNpaBuTb YacTb coobLeHUa B popmarte OTKPbITOro TeKcra (6e3 nognucu): Otnpaska
COO0bLLEHNA OTKPbITbIM TEKCTOM, MHaYe OHO ByAeT oTnpaBaeHo Kak WwWudpoBaHHOe cooblieHne
PKCS7.

BKawountb ceptuduKatbl moei ceptuduumpytoweit opraHusaumum (CA): B otnpasnsemoe
coobLieHMe BKAOYAETCA cepTUPUKAT Ballen cepTuduumpytowein opraHmsaumm.

MpoeepATb BXoaALME U UCXOZALLME 3aLMLLEHHbIE COO6LLEHUA Ha HaIMuMe OTO3BaHHbIX
cepTuduKaTtoB: MposepKa BXOAALLETO M UCXOAALLENO 3aLMLLEHHOIO COOBLLEHMSA MO CIMUCKY
aHHYNMPOBAHHbIX CepTUPUKATOB.

MpeaynpexXaaTtb, eciu cepBep aHHYIMPOBaHMA OTKAKOUeH: Ecin GroupWise nposepseT
cepBep aHHY/IMPOBAHMA U OH OTK/IIOYEH, BbILAETCA NpeaynpexaeHme.

MpegynpexxpaTtb 06 oTcyTCcTBUM B cepTUdUKaTe CBeAeHU 0 ero aHHyAIMpoBaHuu: BoigaeTcs
npeaynpexaeHve, ecav B cepTudukate HeT cBeAeHNn 06 aHHYIMPOBaAHMUM.

He nposepaTtb cepTudukar Ha coorsetcrene S/MIME: Ceptudukat He nposepaeTca Ha
cootsetctene S/MIME.

Mpoeepatb ceptudukar Ha coorsetcTeue S/MIME Bepcum 2: CepTuduKaT NnposepseTca Ha
cooTBeTcTBue ctaHaapTy S/MIME sepcuum 2.

Mpoeepatb ceptudumkar Ha coorsetcrene S/MIME Bepcum 3: CepTuduKaT NnposepseTca Ha
cootsetcTeue ctaHaapty S/MIME sepcuum 3.

4 BbibepuTe napameTpbl B rpynne napameTpos 3awndpoBaHHbIi 31eMeHT.

5 [Baxkabl HAXMKUTe KHOMKy OK, 3aTem — KHOMKY 3akpbiTb.
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JocTynHble meToabl UJMd)pOBaHVIFI 3aBUCAT OT Bbl6paHHOFO BaMM NOCTaBLWMKa cepBnNCa 3alLUNTbI.

MpoBepKa noarsepxaeHua LMPpPOBOI NOANUCU ANA AOKYMEHTA

YTobbl NpOoBEPUTHL NOATBEPKAEHNE LLMDPOBON MOAMUCHU, BbIMOJIHUTE YKa3aHHbIE HUXKE AEUCTBUA.

1 OTKpoiiTe nony4yeHHoe coobuieHme ¢ undpoBon NoANUCHIO.
2 lWenkHuTe ®aiin > HacTpoiKky 3aLmThI.
3 Mcnonb3syiTe BKAALKKN AN NPOCMOTPa MHGOPMaLUKM O cepTUdUKATE 3aLmTbl, KOTOPLIN

ncnosib3oBasnca.

Lndposasa nognuce nposepaeTca Npu OTKPbITUM coobLLeHuns. Ecnm B oTHOWEHUN cepTUdUKaTa,
KOTOPbIM NOANUCAHO COOBLLEHNE, UMEIOTCA NOA03PEHMA, TO HEMEA/IEHHO ByaeT BbiBeAEHO
npeaynpexaeHne namn coobuieHne o6 owmnbKe, a B CTPOKE COCTOSHMA NOANUCAaHHOIO coobweHun
NOABUTCA 3anncb «HepgoBepeHHoe».

Ecnu umd)posaﬂ nognuncb He 6bina nposepeHa, BO3SMOXKHO, CepTMd)MKaT 3aWnTbI He,CI,EI;ICTBVITel'IEH
UNN TEKCT COO6LLI,€HMFI 6blN1 U3MEHEH NOCAe ero OoTnpaBKu.

OTo6parkeHune nonyyeHHbIX cepTudpuKaToB 6€30NacHOCTU U
U3MeHeHue gosepusa

Ons npocmoTpa NoslydeHHbIX cepTudrKaToB 6€30MNacHOCTU U USMEHEHUS [0BEPUs BbINONHUTE
yKa3aHHbIe HUXKe aencTemA.
1 WenkHuTte KoHTaKTHbIE Nl B NOJIHOM CMMCKE Mamnok.

YT106bl OTKPbITb NO/HBIN CMMCOK MNAMNOK, LWENKHUTE PAaCKPbIBAOLLMIACA CMUCOK B 3aro/0BKe
Crnucka (OH pPacnosoXKeH HaA CIMCKOM Marok, U B HEM MOXKET 0TOBPaKaTbCA TEKYLLMIA PEKMM
GroupWise: Mpamoe nogknioueHne Unun Kawmnposauue). 3aTemM LWENKHUTE NYHKT MosHbIA
CMUCOK Nanok.

nnu
OTKpoWTE afpecHyHo KHUTY.
2 [BaxKAabl WeNKHUTE MO KOHTAKTY U NepenanTe Ha BKNAAKY [OonNoNHUTENBHO.
3 UWenKkHUTe NyHKT YnpasneHue ceptudukatamu.
4 LllenkHuTe no cepTndUKaTy M BbiIbepUTe NYHKT MNoKasaTb geTanun.
Ecnn nepBoHa4anbHO Bbl HE A0BEPAAN CEPTUDMKATY 3aLMTbl NOAyYaTensa, HoO HeobxoaMmo caenaTtb
310 cenyac. OTKPONTE 3/IEMEHT C INEKTPOHHOM NOANMCLIO OT NOJIyYaTeNs, WeAKHUTE No

cepTuduUKaTy 3aLLMTbI, BbibepuTe KoMmaHAay U3mMeHUTb OTHOLLEHUA A0BepuUs, BblbepuTe BapuaHT
[0Bepua N HaXKmute KHonky OK.

Ecnn 6onblue He HYXXHO A0BEPATb CEPTUDMKATY NoAyYaTeNs, WEAKHUTE N0 cepTUDMKATY 3aLMUThl,
BblbepuUTe NYHKT YaanuTb, a 3aTEM HAXKMUTE KHOMKY [a.

Mpu yaaneHun us cnvcka cepTndmrKaTa 3awmTbl NoAyYaTeNs OH TaKKe yaanAeTcs u3 Bawwei 6asbl
AaHHbIX cepTudMKaToB. B byaywem npu NoayveHUm coobLeHMI ¢ 3TUM cepTUdUKaTom OH ByaeT
CUMTATLCA HEU3BECTHbIM.
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OTo6parkeHune cobcTBeHHDbIX cepTUdUKaTOB 6e3onacHocTH

MpocmoTp cOBCTBEHHbIX CEPTUPMKATOB 3aLLUTHI:

1 WenkHute Cepsuc > MNapamertpsbl.
2 [Baxabl wenkHute CeptuduKarhbl.
3 LenkHute no ceptuduKaTy 1 BbibepuTe NYHKT MoKasaTb geTanu.
Ecnn y Bac ecTb HECKONbKO cepTUOMKATOB 3aLLUTLI, CepTUPUKAT N0 YyMOI4aHMIO OTobparkaeTca

OTMeYeHHbIM. YTobbl M3MEHUTb cepTUUMKAT NO YyMONYaHUIO, BbibepuTe cepTUdMKaT U 3aTem
BblbepuTe KomaHay Mo ymonuaHuio.

Y106bI M3MEHUTb UMA cepTUdUKATA 3aLUNTI, LENKHUTE U3MeHUTb CBOMCTBA, a 3aTEM
OTpeaaKTUpYMnTe TEKCT B none Mmsa ceptudukara. Mma cepTudukaTa oTobparkaeTcs B CNUCKE, HO He
XpaHUTCA B AeicTaytolemM cepTudukare.

MmnopT n akcnopt ceptudurKaTa 3aLmTbl

Mpu aKkcnopTe Balwlero cepTudmrKaTa 3almTbl C 3aKPbITbIM Kato4om B daiin TpebyeTtcs naponb ana
3alLNUTbI SKcnopTUpyemoro daiina. IKcnopTupyembiii Gaiil MOXKHO MCMO/Ib30BaTb B KaYecTBe
pe3epBHOKN KOMUKU, NN ero MOXKHO MMMNOPTMPOBATL Ha A4Pyryto pabouyto ctaHumto. Ecam dain n
acCcoLMMPOBAHHbIN C HUM Mapo/b NoJyYaeT APyroi Nonb3oBaTeb, OH MOXKET c034aTb LMdPOBYIO
noAnucb COObLLLEHMIA C BalULUM MMEHEM M YMATATb NpeaHa3HaYeHHble BaM 3alinMdpoBaHHbIe
coobueHus.

Mpwu akcnopTe OTKPLITOro cepTuduKaTa Bbl MOXKETE OTNPABUTL €ro Apyromy nosab3osartento. Mocne
3TOroO ApPYron NoAb30BaTe/lb CMOXKET MMMOPTUPOBATL Ball OTKPbITbIN CEPTUPUKAT M OTNPaBAATb
3aWwndpoBaHHble coobLieHus.
1 UWenkHute Cepsuc > MapameTpbl.
2 [Baxkabl wenkHute Ceptudukarbl.
3 WenkHuTe UMmnopT nam kcnopr.
nnm

BbibepuTe NyHKT CepTudurKkaTbl cepTUdULMPYIOLLEN OpraHU3aLlMm, 3aTeM LWEAKHUTE Mo
anemeHTy Umnopt nnm Skcnopr.

4 BeepguTe ums daiina, BKAOYAA NyTb K HEMY.

TaKKe MOXKHO HaXKaTb KHOMKY MpocmoTp, 4Tobbl HalTn daiin ceptuduKaTta, 3aTem BbibpaTb UMs
daina n HaxaTb KHOMKY CoxpaHuTb AN OTKPbITb.

Mpn HeobXOANMMOCTH BBEAMTE Napo/b CepTUdUKaTa.

6 HaxmuTte KHonky OK.

Coxpa HeéHne He3dKOH4YeHHOro NnCbMa

B cneaytowmx pasgenax Bbl y3HaeTe 0 TOM, Kak N0/b30BaTbcA GYHKUMEN aBTOCOXPAHEHUSA U
COXpPaHeHMA He3aBepLUEHHbIX CO0bLWeHMN.

+ "Obuwme cBegeHma o6 aBTocoxpaHeHUn" Ha cTp. 142

+ "CoxpaHeHue He3aKoHYeHHOoro nucbma'" Ha cTp. 143
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O6wue cBegeHnAa 06 aBTOCOXpaHEHUMU

Mpu co3gaHnmn HoBOro cooblueHna B cucteme GroupWise anemeHTbl 6yayT CoOXpaHeHbl
aBTOMAaTUYECKU. DTO NPenATCTBYEeT NoTepe COObLEHNI, aBTOPOM KOTOPbIX AB/SETECH Bbl, B CyYasX,
Korga B cucteme GroupWise npoucxoamT cb6oii. Mpu noBTOpHOM 3anycke cuctembl GroupWise
NoABAAETCA NapameTp BOCCTAaHOBAEHMA COOBLLEHNIA ANA 3aBEPLUEHMA UX CO3AaHMA.

Mpw co3gaHmm HoBOro coobuieHns B GroupWise OHO N0 YyMOIYaHMIO aBTOMATUYECKMN COXPaHAeTcs
Ha anck Kaxagble 30 cekyHa. CoobuieHne coxpaHaeTcs Kak ¢dann MIME B KaTanore C: \Documents
and Settings\momezoBarens\Local Settings\Application
Data\Novell\GroupWise\GWItemSave.eml. [lpn o4gHOBPEMEHHOM CO34aHMUN HECKONBKUX
CO0bLWEeHNN NPOUCXOANT MHKPEMEHTHOE U3MEHEHWE nMeHU paina. Ecnm coxpaHuTb cooblieHne B
nanky «Tekywan paboTa» MUK 3aKPbITb 3/IEMEHT, aBTOMATUYECKM COXPaHeHHOe cooblieHne byaeT
yaaneHo.

Mpu 3anycke GroupWise, ecnm B KaTanore c: \Documents and
Settings\nmomezoBarens\Local Settings\Application Data\Novell\GroupWise ecTb
aBTOMATUYECKM COXPaHEHHbIe COObLEHMNA, OTKPbIBaeTCA yBegomsatowee 06 3TomM OKHO.

[ns aBTOMaTUYECKM COXPaHEHHbIX COOBLEHNI AOCTYMHbI NEPEYNC/IEHHbIE HUKE BapUaHTbI
nencTeumn.

3arpy3uTb Bce COXpaHeHHble coobweHua B GroupWise. BoccTaHaB/IMBaEeT aBTOMATUYECKU
coxpaHeHHble coobueHns B GroupWise, 4Tobbl MOXKHO 6bI1I0 NPOAO/IKUTL CO3A4aHUE COOBLLEHUN
nosxe.

YpanuTb Bce COXpaHeHHble coobLeHunA. YaanaeT C AMCKa BCe aBTOMaTUYECKM COXPaHEHHble
coobuieHua. MNpu 3Tom cogepKallanca B HUX MHGopMaUma yaanaeTca 6e3 BO3MOXKHOCTH
BOCCTAHOBNEHMS.

Cnpocutb npu cneaytowem 3anycke GroupWise. PasmellaeT coxpaHeHHble CO0bLEHMA Ha ANUCKe,
HO He BoccTaHaBnuBaeT ux B GroupWise. Mpwu cneayowem 3anycke GroupWise otobpaxkaeTcs 310
*Ke OKHO.

BKnloueHue u oTkAoueHne GpyHKLMU aBTOCOXpPaHEHUA

ABTOCOXpaHeHMe NO YMOJIYAHUIO BKIKOYEHO. HUXKe ONMUCAHO, KaK M3MEHUTb 3TOT NapameTp.
1 NocnepoBaTtenbHoO BbibepuTe NyHKTbI Cepauc > MNapameTpbl, a 3aTeM ABaXKAbl LLENKHUTE Mo
anemeHTy Cpepa.

2 MNepenguTe HA BKAAAKY O6ume U cHUMUTE GNaXKOK BK/IOUMTL aBTOCOXpaHeHUe, YTOObI
OTK/IIOUYUTb aBTOMATUYECKOE COXPaHEeHMUe.

nnm
YT106bI BKAOYMUTL aBTOCOXPAHEHME, YCTAHOBUTE GAaXKOK BKIOUUTL aBTOCOXpPaHEHME.

3 Ha)kmwute KHONKy OK.
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CoxpaHeHMe He3aKOHYEeHHOro NUcbma

YT106bI COXPaHUTb HE3aKOHYEHHOE COO6LLI,EHVIE, BbIMOJIHNTE YKa3aHHbIE HNXKE ,D,eP'ICTBMﬂ.

1 B OTKPbITOM 3/1eMeHTE WeNKHUTE NYHKT ®aiin > CoxpaHUTb YEPHOBUK.
2 BbibepuTe Nanky, B KOTOPOM TpebyeTcs CoOXpaHUTb COObLLEHME, 3aTEM HaXKMUTE KHOMKY OK.

YepHOBMK COObLLEHMA NOMELLLAeTCA B NanKy, BbiIbpaHHyto Bamu B [eicTs. 2. Mo ymonyaHuio
He3aBepLUeHHble CO0BLLEeHNA NOMELLAIOTCA B Nanky «B paboTe».

Bbl60op napameTpoB OTNPaBKU

B cnepytowmx pasgenax npmseneHbl napaMeTpbl OTAPABKK, A0CTynHble B GroupWise, n metogbl Ux
NCNONb30BaHMA.

+ "M3meHeHne npuopuTeTa OTNpaBafsembiXx coobueHnin" Ha cTp. 143

+ "CKpbITMe TeMbl B OTNpaBasemMbix coobuieHmax" Ha cTp. 144

+ "3ageprKka gocTaBKu cooblieHunsa" Ha cTp. 144

+ "YcTaHOBKa CPOKa AeNCTBMA 414 OTNPaBAAEMON 3/1EKTPOHHOM noyThbl" Ha cTp. 144

+ "M3ameHeHMe napameTpa besonacHocTu (KnaccudmrKauma) a4na Bcex oTnpasBasieMbiX 31emMeHToB"
Ha cTp. 145

+ "[lobaBneHne KOHTaKTa B 3/1IEKTPOHHYO noyTy" Ha cTp. 145

~n

+ "OnosewwgeHune nonyvatenen" Ha cTp. 146

M3meHeHue npuopuTeTa oTNPaBAAEMbIX COO6LLEHUN

Y106bI UISMEHUTL MPUOPUTET OTNPABISEMOTO COOBLLEHNA, BbINOJIHATE YKa3aHHbIE HUXKE AeNCTBUS.
1 Y106bl U3MEHUTL NPUOPUTET OAHOIO 31EMEHTA, OTKPOMNTE Ero U NOoC/eA0BaTe/IbHO BblibepuTe
NyHKTbl MapameTpbl oTNpaBku > O6wme.
nUmn

Y106bl NU3MEHUTL NPUOPUTET BCEX OTNPABAEMbIX COODLLEHMN, MOC/eA0BaTe/IbHO BbibepuTe
NYyHKTbI CepBuc > MapameTpbl, 4BAXKAbl HAXKMUTE KHONKY OTNpaBuTtb, a 3aTem nepenante Ha
BKNAAKY MapameTpbl OTNPaBKU.

2 BbibepuTte BbicoKkuii npuoputet, CTaHAaPTHbIM npuopuTeT Uan HU3Kuii npuopurer.

3HaAYOoK PALOM C COOBLLEHMEM B MOYTOBOM fLLMKE OTOBPAXKAeTCA KPacHbIM LLBETOM Npw
BbICOKOM NpuopuTeTe, 6eabiM — NPU HOPMaAbHOM U CEPbIM — MPU HU3KOM.

3 BepHUTECH K CO34aBaeMOMY 31EMEHTY.
nnn

Haskmute KHOMKy OK, a 3aTeEM Ha*KMUTE KHOMKY 3aKpbiTb, YTOObI COXPAHUTbL 3TOT NapameTp Ans
BCEX 3/1EMEHTOB.
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CKpbiTHe TeMbl B OTNPABASAEMbIX COObLEeHUAX

[Ons KoHOMAeHUNANbHON MHDOPMALLMN MOXKHO CKPbITb CTPOKY TeMbI. Tema oTobparkaeTcs TONbKO
NPV OTKPbITUM COOBLLEHMA NoTyYaTeNEM.

1 YT106bl CKpbITb TEMY Y OAHOIO 3/1IEMEHTA, OTKPOMNTE ero 6/1aHK 1 BblbepuTe NyHKT NapameTpbl

OTNPABKM > 3awuTa.
nam

Y106bI CKPLITb TEMY Y BCEX OTNPaBAAeMbIX CO0bLeHMN, BbibepuTe NyHKT Cepeuc > MapameTpbl,
OBaXXAbl HAXKMUTE KHOMKY OTNpaBuTb U NepenguTe Ha BKAAAKY 3aliura.

YctaHoBuTe dnaxKoK CKpbITh TEMy.
BepHuTECh K CO34aBaEMOMY 3/IEMEHTY.
nnu

HaxmuTe KHoMKy OK, a 3aTeM HaXKMUTE KHOMKY 3aKpbiTb, YTOObI COXPaHUTb 3TOT NapameTp s
BCEX 3/IEMEHTOB.

3ageprKKa [ocTaBKu coobueHus

Mpwn gocTasBKe aiemeHTa C 3a,c|,ep>+<K017| OH 6y,a,eT L0CTaBJIeH B yKa3aHHble geHb 1 Bpema. MNoKa
3/1IEMEHT He 0CTaB/IeH, ero MOXXHO U3MEeHUTb MAKM 0TO3BaTb, KaK ONNCAHO B pasaesne YnpasaeHune
OTMPABAEHHbIMU 31EKTPOHHbIMK NUCbMamn. OgHaAKO ecan ona snemeHTa 6blna BKAOYEHa A0CTaBKa
yepes3 UHTepHeT, 0TO3BaTb €ro Heb3A.

1

2
3
4

Y106bl 3aeprKaTh AOCTAaBKY OAHOIO COOOLLEHUA, OTKPONTE BAAaHK NPOCMOTPa COObLLEHMI U
BblbepuTe NYHKT Napamerpbl oTripasku > O6uime.

nnn

Y106bl 3aeprKaTbh AOCTAaBKY BCEX OTNpPaABAAEMbIX CO0OLLEHMN, BbibepuTe NYHKT Cepsuc >
MapameTpbl, ABAXKAbl HAXKMUTE KHOMKY OTNpaButb U NepenanTe Ha BKAAAKY MapameTpbi
OTNpPaBKW!.

LLlenkHUTe 3apepsxKa AOCTaBKM.

YKaxKuTe, Ha CKOJIbKO AHEel HY)KHO 3a4eprKaTb OTMNPABKY 3/IeMeHTa.
BepHuTECh K CO34aBaEMOMY 3/IEMEHTY.

nnu

HaskmuTe KHonKy OK, a 3aTeM HaXKMUTE KHOMKY 3aKpbiTb, YTOObI COXPaHWUTL 3TOT NapameTp A1s
BCEX 3/IeMEHTOB.

YCTaHOBKA CPOKa AEeUCTBUA ANA OTNPaBAAEMOMN 3/IEKTPOHHOMU

noYTbl

Mpu ycTaHOBKe AaTbl 3aBEPLUEHNA CPOKa AeNCTBUA A1 3NEKTPOHHOIO COObLLEeHNA nan

TenedoHorpaMmmbl, OTMPABAEHHbIX APYroMy nonb3osatento GroupWise, oHu 6yayT oTo3BaHbl U3

MOYTOBOTIO AWWMKa noayyartena no ncte4yeHnm AaHHOro Cpoka.

1

Y106bI YCTAaHOBUTL AaTy 3aBEPLUEHMA CPOKA AENCTBMA ANA OAHOIo COOOLLEHNA O 3BOHKE UK
CoO0bLLEeHNs 3NEKTPOHHOM NOYTbI, OTNPaBAeHHOro nosib3oBaTenam GroupWise, oTkpolite
anemeHT, BblbepuTe NYHKT MapameTpbl OTNpaBKu U NepenanTe Ha BKNagKy Obuiue.
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nnn

YT106bl YCTAaHOBUTL AaTy 3aBepLUEHMA CPOKa AeNCTBUA ANA BCeX OTMNPaBAAEMbIX NONb30BaTENAM
GroupWise nucem 1 coobliieHnit 0 3BOHKaXx, Bbibepute NyHKT Cepsuc > NMapameTpsbl, ABaXKAbl
HaXMuTe KHOMKY OTnpaeuTb U NepenanTe Ha BKAaAKy MapameTpbl oTnpasKu.

2 BbibepuTe [laTa OKOHYaHUA CPOKa OelCTBUA.

3 3a,c|,a171Te nepumoa spemeHu, B Te4eHne Kotoporo C006LLI,EHME 6y,c|,eT OCTaBaTbCA B MOYTOBOM
AUWLMKEe nony4vyaTtena.

4 BepHUTECb K CO34aBAaeMOMY 3/1EMEHTY.
nnm

HaskmuTe KHoMKy OK, a 3aTeM HaXKMUTE KHOMKY 3aKpbiTb, YTOObI COXPaHWUTL 3TOT NapameTp ANs
BCEX 3/IEMEHTOB.

N3meHeHMne napameTpa 6e3onacHocTu (Knaccudpukayma) gna
BCEX OTNPABAAEMbIX 3/1eMEHTOB

KnaccuoduKaums AasnseTca napameTpoM 3aLMTbl, KOTOPbIV NO3BOAET MNO/yYaTeNO Y3HATb, ABNAETCA
/Y 3/1eMEeHT KOHPUAEHLMANbHbIM, COBEPLIEHHO CEKPETHLIM U T. 4. 9Ta MHPOopmMaLmMa oTobparkaeTcs
B BEepXHen Yyactn anemeHTa. Knaccudumkauma He obecneumnsaeT WndpoBaHMA MAN 4ONOSHUTENBHON
3awmTbl. OHa NpeaHa3HavYeHa Ansa nNpeaynpexaeHus noayvatens o6 OTHOCUTENIbHOM 3HAUNMMOCTHU
anemeHTa.
1 B ocHOBHOM OKHe WenkHute Cepeuc > MapameTpbl.
2 [BarKabl WeNKHUTE Mo 31eMeHTy OTnpaBuTb U NepeinamTe Ha BKAaAKY NapameTpbl OTIPaBKM.
3 BbibepuTe napameTp 3alLUTbl U3 pacKpbiBatoLeroca cnmcka Knaccudburauums.
¢+ HopMmasbHbIi
+ YacTtHoe
+ [cn
+ CeKpeTHO
+ CoBepLIEHHO CEKPETHO
¢ JIn4HO B pyKH

4 Haxkmute KHonky OK.

Jlo6aBneHne KOHTaKTa B 3/IEKTPOHHYIO NOYUTY

Koraa KOHTaKT o6aBnsieTca B 3/1eKTPOHHYIO NOYTY Ha BKAaAKe MapameTpbl OTPaBKK, OH He
No/ly4aeT SN1IEKTPOHHYIO MOYTY, HO OHa OTOBPaXKAETCA B XKypHa/e KOHTAKTHbIX /UL, 410 3TOro
KOHTaKTa. JJonoNHUTENbHYIO MHPOPMALMIO O KYpHa/ie KOHTAKTHbIX 1L, CM. B pasaene MNpocmoTp
BCE KOPPECMOHAEHLUMM C KOHTAKTHLIM /IULIOM.

YT106bl ,06aBMTH KOHTAKT B OTMPABAAEMYIO 3/IEKTPOHHYIO MOYTY, BbINOHUTE Cheaytowme 4encTBua:

1 B co3gaBaemom coobLeHMUM 31eKTPOHHOM NOYTbI LWEeAKHUTE BKAaAKY MapameTpbl oTnpasKy.

2 B none KoHTaKTbl YKaXKUTE KOHTAKT, NPOTOKON KOHTaKTa KOTOPOro A0/XeEH CoAepKaTb
coobuleHune.

3 3aBeplunTe co3gaHne coobLeHna, a 3aTeM HaXXMUTE KHONKY OTnpasuTb.
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Mo»KHO p,06aB/'|ﬂTb Nnosib30BaTeNien B KAYeCTBE KOHTAKTOB B 9/IEKTPOHHYIO NOYTY NOCNE OTNPaBKU
nnn nonyyvyeHunA 3/'IEKTp0HHOI‘;1 NoYTbl, KaK ONNCaHO B pa3sgene ,ﬂ,O6aBﬂeHVIe KOHTaKTa BO BXogAulee
nnn ncxogatilee COOGLLI,eHVIe 3}1€KTpOHHOl>'I NoYThbl.

OnoBeleHne nonyyarenen

YT100bl MONYYaTENAM HE OTMNPABAAANCH ONOBELLEHNSA MPU NMOCTYMNIEHUMN B UX NMOYTOBbIE ALLUKM
CO3[,aHHOro BaMu COOBLEHWSA, BbINMOIHUTE YKa3aHHbIe HUXKe AelCTBUS.

1 B co3paBaemMom cOObBLLEHMM OTKPOMTE BKAAAKY MapameTpbl OTNpaBKM.

2 CHumuTe dnaxkok Onoselatb nosyyaTenei.

3 3aBepuunTe co3gaHune coobeHna, a 3aTeM HaXKMUTE KHOMNKY OTnpasuTb.

Paccbizika 3N1eKTPOHHDbIX COObLLEeHUN C TOMOLLbIO CINAHUA
nouTbl

Bbl moXeTe ncnonb3oBaTb GYHKLUIO CAUAHMA NoYTbl B GroupWise ans rpynnoBon paccblnkm
NnepcoHanbHbIX Nncem. To ecTb, Bbl CMOXKETE MCMO/1b30BATh NOAA AAPECHON KHUIM, UTOObI CO343aBaTb
04HO COObLLEHNE W OTNPABAATL €70 B BUAE NEPCOHA/IbHBIX MMCEM PA3HbIM NOAb30BATENSM.
CywecTtyeT gBa cnocoba cAnsHMA NoYTbl: Yepes KnneHT GroupWise 1 yepes Microsoft Word B
COYEeTaHWUM C NepcoHaibHOM aapecHol KHnrot GroupWise.

+ "Ucnonb3oBaHue camaHua no4vtbl GroupWise" Ha cTp. 146

+ "Ucnonb3oBaHue camanma no4vtsbl Microsoft Word" Ha cTp. 147

Ucnonb3osaHue camaHua noutbl GroupWise

YTobbl UCNONb30BaTh PYHKLUMIO CAUAHUA NoYTbl GroupWise, BbINO/HUTE YKa3aHHbIE HUXKE
aencraus.

1 B npouecce co3gaHuaA 3/IEKTPOHHOIO coobuleHmn B KameHTe GroupWise wenkHuTe Cepsuc >
CnuaHKe noutbl > BcTaBuTb NoJsie agpeca B OKHe co34aHusA, YTobbl BCTaBUTb NOE U3 apecHoM
KHUIM B co3gaBaemoe coobuieHue. MNons, 4oCTynHble ANA BCTaBKU: MMSA, agpec, Homep
TenedoHa, paboumit agpec uT. 4.

2 MNocne pobasneHus nonei nociegosaTe/ibHO BbibepuTe NYHKTbI Cepeuc > CauaHme NouTbl >
MpeaBapuTenbHbIA NPOCMOTP B OKHE CO34aHuA, YToBbl MPOCMOTPETL COOBLLEHNE C NONAMM,
3ano/IHEHHbIMM ANA KaXA0ro agpecarta.

3 UlenkHute OtnpasuTb, YTOBbLI OTNPABUTL 3NEKTPOHHOE coobLieHne. KaxaomMy Nnonb3oBaTento B
cnucke byaet oTnpaBaeHo NepcoHanbHoe cooblieHue.

OTnpaBKa 3/IEKTPOHHOM NOYTHI



Ucnonb3osaHue camaHua noutbl Microsoft Word

YTobbl MCcnonb30BaTh PYHKUMIO cansHUA nodTbl Microsoft Word, Heobxoanmo Hannume
YCTaHOBNEHHOrO KnneHTa GroupWise Ha KomnbloTepe.

3AMEYAHME. CinaHue nouTbl paboTaeT ToNbKo ¢ 32-paspsaHoi sepcueit Microsoft Word. B 64-
paspaaHoii Bepcun Microsoft Word nmeetcs napametp «lNouta GroupWise/UHTepdelic camaHmay.

1 B Microsoft Word BbibepuTe BKnagKy Paccbinku.

2 Bbibepute nepcoHanbHy agpecHyto KHUry GroupWise, nocienoBaTtesibHO BblOpaB NMyHKTbI
Bbi6op nonyuateneii > Ucnonb3oBaTb CyLLECTBYIOLMI CIMCOK > Co3gaHne UCTOYHUKa > [pyrue/
JononHutensHo > Mouta GroupWise/UHTepdeiic cnmaHma, 3aTeM HaXKMUTE KHOMKY OK.

Microsoft Word nogkntoumntca K kKnmeHTy GroupWise 1 OTKPOET CNUCOK BallMX NePCOHabHbIX
AAPECHbBIX KHUT.

3 BbibepuTte HY»KHYIO NepPCOoHabHYIO0 aAPECHYI0 KHUTY U HaXKMUTe [oToBO.

Tenepb Bbl MOXKeTe NPUCTYNNUTb K CO34aHMI0 COOBLLEHNA ANA OTNPABKM NONL30BATENAM U3
nepcoHanbHOM agpecHon KHuru GroupWise.

PasmelueHne BUPTYaNbHOro CTUKepa

BupTyanbHbIN CTUKEP — 3TO COOBLLEHMNE, KOTOPOE PasMeLLLAeTCA TONIbKO B BalLeM NMOYTOBOM fALLMKE.
BupTyanbHble CTMKepbl NpeAHa3HayYeHbl 418 CO34aHMNA INYHbIX 3aMeToK. Ecin y Bac 3anyweH
cepsuc GroupWise Mobility Service 2.1 nnun 6onee nosgHel BEPCUMU U BKIKOYEHA CUHXPOHM3ALUMSA
3aMeToK Ha MOBUIBHOM YCTPOICTBE, BUPTYasibHble CTUKEPbI BYAyT CUHXPOHM3MPOBATLCA C
NPUIOKEHNSAMM 3aMETOK Ha BalLMX MOBUAbHBIX ycTpolicTBax. B kKnneHTe GroupWise B nanke
Cnucok 3agaHuii bygeT co3gaHa nanka 3ametku mobuIbHOro YCTPOIACTBA, U BUPTYasibHble CTUKEPSI,
CO3fiaHHble B HEl UAW NepeMelLeHHble B Hee, byayT CUHXPOHM3UPOBATLCA C MOBUIbHBIM
YCTPOMCTBOM.

1 WenkHute ®aiin > HoBbii > 3anucku.

2 YKaxute Temy.

3 BseaguTe cooblieHue.

4 Y7106bI 062BUTb NPUKPENIEHUS, LWENKHUTE 3HAYOK lMpuKpenneHmne Ha NaHean MHCTPYMEHTOB.

5 LLenkHuTe OTnpaeka Ha NaHENN UHCTPYMEHTOB.

OTtnpaBKa TenedoHOrpamm

TenedpoHorpamma — 3TO 3anmncKa, KOTOPYO MOXKHO OTNPABAATb A8 YBEAOMIEHUS APYIUX
nonb3osatenen GroupWise o BbI30Bax, KOTOPblE OHW MOAYYMAK, KOTAA HAXOAUAUCH HE HA paboTe
nAn 6b1IM HeaoCTynHbI. TenedoHOrpammbl XPaHATCA B MOYTOBOM fALLMKe nonyyaTens. Bbl He
CMOXKeTe 0TBeYaTb Ha TesedOHHbIe 3BOHKM C MOMOLLbIO TenedoHOrpammbl.

1 UWenkHute ®aiin > Cozpatb > TenedpoHorpamma.

Bbl MoxkeTe A06aBUTb KHOMKY CO34aHMA HOBOI TenedoHorpammbl Ha NAHENb UHCTPYMEHTOB.
Cm. pasgen HacTpoiiKa rnaBHOM naHenm MHCTPYMEHTOB.
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2 B none Komy BBeauTe MMsA NoNb30BaTeNSA, @ 3aTEM HaxKmuTe Knasuuy Enter. MosTopute 3tn
AeNCTBUA ANA APYrUX NoNb3oBaTenem.

nnn

YT106bI BbIOPATL MMEHA NONb30BATENEN M3 CNUCKA, HAXKMUTE KHOMKY Afpeca Ha NaHenu
WHCTPYMEHTOB, ABa*KAbl LWENKHUTE MO MMEHU KaXkA0ro Nonb30oBaTe i, a 3aTemM HaXkmuTe
KHONKy OK.

3 YKaxuTe Bbi3blBatoLEero aboHeHTa, ero KOMNaHUIO U HoMep TenedoHa.
4 YctaHoBuTe dnaxKKn, COOTBETCTBYIOLLNE AaHHOM TenedoHorpamme.
5 B none CoobuieHune BBeAUTE TEKCT COOBLLEHMA.

6 HaxkmuTte KHOMKy OTnpaBuTb Ha NaHEAN MHCTPYMEHTOB.

COBET. Mo:kHo npeobpa3oBbiBaTb NOAyYeEHHbIE TeflepoHOrpaMmbl B 61aHKKN 3a4aHUIA,
HaNoOMWHaHWA UK APYrMe NepcoHabHble 3n1eMeHTbl. TakMm 06pa3om, Bbl MOXKETEe OCTaBUTb 3anuchb
pasroBopa B AieHb CaMoro pasrosopa (HanoMuvHaHWe) nam co3aaTb cooblLeHNe A8 UCMONHEHUSA,
yTo6bl BLINOHMTL NO3Xe (3agaHue). Cm. pasgen NpeobpasoBaHmne 3/1IEKTPOHHOTO NMCbMa B APYroi
TUN 31eMeHTa.

fonocoBaHue

®yHKLMA roN0COBaHNA NO3BOAET NO/1b30BATENAM OTNPABAATL APYT APYrY TEMbI CO CMTUCKOM
OTBETOB AN1A BbIbOpa. 3aTem BCEM YHAaCTHMKAM MO 3/1EKTPOHHOW NOYTE PacCblaeTcA CBOAKA C
pe3ynbTaTamu ro/10COBaHUA. Pe3ynbTaTbl MOXKHO MOCMOTPETH C NOMOLLLbHO PACKPbIBAOLLEFOCA MEHIO
B 3ar0/I0BKE MM Ha cTpaHuLe «CBOMCTBa» NMCbMA CO CBOAKOM. OTNPaBUTENb MOXKET BbIOpaTh
OTBETbI M3 YNC/IA CTAHAAPTHbIX AU CO34aTb CMUCOK OTBETOB Yepes TOUKY C 3aNsATOM, KOTOPbIM 3aTem
oTnpaBAAeTcA NosyyaTento. PesynbraTbl roN0COBAHMUA MOTYT BbITb IMYHBIMK UK 0BLWMMK (B
NepBOM C/y4ae UX MOXKET NPOCMaTPMBaTb TO/IbKO OTNPaBUTENb, BO BTOPOM OHM ByayT AOCTYMHbI
BCEM Nosy4yaTenam).

1 B meHto «lMapameTpbi» B OKHE co3aHuMA cooblieHns Bbibepute MapameTpbl ronocoBaHuA.

2 BbibepuTte PazpelunTb rosocosaHue.

3 B pacKkpblBatowemcs crnmcke Mapametpbl BblbepuTe OTBETbI U3 YMCAA CTAaHAAPTHLIX UAK
BBEAMTE COOCTBEHHbIE Yepes TOUKY C 3ansToM.

4 (HeobszaTtenbHo) BbibepuTte B none BUamMmocTb pesynbLTaTtos roocoBaHusA 3HaYeHue Bee
nonyuatenu nam TonbKo oTnpasuTesb, YTOBbI caenaTb pesynbraTbl 06LEeA0CTYNHbIMWU UAK
JINYHBIMU.

5 B none Komy BBeagmuTe nma Noab30BaTeNA, @ 3aTeM HaxXmuTte Knasuwy Enter. NMosTtopute atn
OeWcTBMA aNs opyrux nofb3osaTtenen.

nnn

YT106bI BbIOPATL MMEHA NO/Ib30BATENEN U3 CMIMCKA, HAXXMUTE KHOMKY AApeca Ha NaHenu
MHCTPYMEHTOB, ABa*KAbl WEJIKHMUTE MO MUMEHU KaXKA40ro no/sib3oBaTesid, a 3aTeM HaXkmure
KHoNKy OK.

6 YKaxKute temy.
7 BeeauTte coobuieHue.

8 HaxXmuTe KHoMKy OTrnpaeuTb Ha NaHeAn MHCTPYMEHTOB.

OTnpaBKa 3/IEKTPOHHOM NOYTHI



ynpaBneHMe oTnpasieéHHbIMU
AINEKTPOHHbIMUN NTNUCbMaMU

B cneayrowmx pasgenax cogepxutca MHpopmauma o paboTe ¢ oTnpaBAeHHOM NOYTON.

+ "HacTpoiKa oTnpas/ieHHbIX 3N1eKTPOHHbIX nMcem" Ha cTp. 149

+ "PaboTa c oTnpasBaeHHbIMM 3n1emeHTaMKn" Ha cTp. 149

+ "OT3bIB OTNpaBAeHHbIX Nucem" Ha cTp. 153

+ "loBTOpHanA oTnpasBka nMcbma" Ha cTp. 153

+ "PegakTMpoBaHWe OTNPaBAEHHbIX MEPONPUATUI, 3a4aHUIA U HAaNnOMMHaHMI" Ha cTp. 154
+ "[lybanpoBaHne oTNpaB/IeHHbIX MOYTOBbIX COObLWEHNI" Ha cTp. 154

+ "OTBeT Ha OTNpaBAEeHHOE 3/1eKTPOHHOE NMcbMo" Ha cTp. 155

+ "MoaTtBeprKAeHWe AOCTaBKM OTNPABIEHHON 3/1EKTPOHHOM noyThbl" Ha cTp. 155

HacTpoiika oTnpaBaeHHbIX 3/IEKTPOHHbIX NUCEM

OTnpaBaeHHas 3/IeKTPOHHAA NoYTa HAaCTPAMBAETCA TaK XKe, Kak U nosilydeHHasn. [lononHUTenbHble
cBeAeHus CM. B pasgene HacTpolika oTnpaBaeHHOM Uan NoyYeHHOM 3/1eKTPOHHOM MoYTbl.

PaboTta c oTnpaBAeHHbIMU 31eMEHTaMMU

CBeaeHmNA 0 COCTOAHUMN COOBLLEHNA MOXHO OTCAEXKMBaTb B nanke «OTnpasaeHHble coobLeHUa.
O6bI4HO MO YMONYAHMIO 3Ta QYHKLMA BKAKOYEHA, YTOBbI OTC/IEKNBATbL CBEAEHUA O A0CTaBKe U
OTKPbITUM cO0bLLEeHN. Ecnn yHKUMA Ao6aBNeHMA 3/1eMEHTOB B CMMCOK OTNPaB/IEHHbIX COOBLLLEH M
He BKAtoYeHa, GroupWise He CMOKeT OTC/eXKMBaTb CBEAEHMNA O HUX.

~

+ "BbIBOA, CMMCKaA OTNpaB/ieHHbIX coobuweHnin" Ha cTp. 149
+ "OTobparkeHune CBOMCTB OTNPaB/ieHHOro coobuieHuna" Ha ctp. 150
+ "HacTpoiKa AencTBMA NpocMoTPa OTMPaBAEHHbIX 3/IEMEHTOB N0 yMoA4YaHM" Ha cTp. 151

+ "HacTtpoWKa cBegeHuin 06 oTNpaBNeHHOM 31IeMeHTe AN1A OTCAeXnBaHMA" Ha cTp. 152

BbiBOA, cCNUCKA OTNpPaBAEHHbIX CO06LEeHUN

Bam moxkeT noTpeboBaTbCa NPOCMOTPETb OTNPAB/EHHbIE PaHee 31eMeHTbl. Hanpumep, MOXKHO
NPOYMTaTb OTNPABAEHHbIN 3/1eMEeHT, OTNPABUTL €ro NOBTOPHO, UCNPaBUB UK OCTaBUB be3
McnpaBneHWI, a TaKKe B HEKOTOPbIX C/Iy4anx O0TO3BaTb ero (ec/iv oH eule He 6bla OTKPbIT
nonyvartenem).

YT10bbI NPOCMOTPETb OTMPaB/IEHHbIE 31eMEHTbI, WeNKHUTe nanky OTrnpasaeHHble HA NaHenun
Hasurauuu.
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3HauYKM PALOM C 31EMEHTOM TaK¥Ke NPeLoCTaBAAIOT CBegeHMA O COCTOAHMMU. CM. pasaen
OnpeaeneHve 3Ha4YKOB, OTOBPANKAIOLWMXCA PALOM C SIEMEHTAMM.

Bce oTnpasneHHble 31eMeHTbl XPaHATCA B 3TOM NanKe A0 Tex Nop, NOKa He ByayT nepemeLleHbl B
nanky, OT/IMYHYIO OT NanokK «Mo4ToBbIN AWMK» U «KaneHaapby». MNocne nepemeLleHus
OTNPAB/IEHHOTO 3/IEMEHTA B APYryto NanKky oH 6onblle He oTobparkaeTcs B nanke «OTNpaBieHHbIEY.
YT106bI 0OTOBPa3MTL OTNPaBaAEHHbIE COOBLEHMA, KOTOPbIE DbIIN NEePeMELLEHbI B ApYrve Nanku,
OTKpOWTE AaHHbIE NamnkKu.

Ecnuv Bbl oTNpaBaseTe coobLLEHMA B CUCTEMBI, OT/IMYHbIE OT GroupWise, NOMHUTE, YTO 3TN CUCTEMbI
OONKHbBI UMETb BO3MOXHOCTb OTC/IeXKMBaHMA COCTOAHUA, YTOObI BO3BPaLLaTb COCTOAHNE UCXOAALLNX
coobuieHnin B Bawy cuctemy GroupWise.

OT06parkeHne CBOUCTB OTNPaAB/IEHHOro coobweHus

OKHo «CBOICTBa» NO3BOAIAET NPOBEPUTL COCTOAHME NHOOOro OTNPABAEHHOrO 3ieMeHTa. Hanpumep,
MOHO MOCMOTPETb, KOTAa 3/1eMeHT 6bla1 AOCTaBNAEH U KOr4a Nosiyyatesib OTKPbIA UKW YAANWUA ero.
Ecnv nonyyatenb NPUHAA MeEPONPUATUE UAN OTKA3asCA OT HEFO U BKOUMI KOMMEHTAPWN, Bbl
YyBUANUTE 3TOT KOMMEHTapuii B OKHe «CBolcTBa». Ecnm nonyyatenb NOMeTUA 3aZaHKeE KaK
BbINMO/HEHHOE, Bbl TaK}Ke 3TO yBUAUTE.

B okHe «CBoMcTBa» oTOBparkaeTca TakKe MHbOopMaLMA O NoAyYaeMblX /leMeHTax. Bbl moxkeTe
YBUAETb, KTO eLle NOAY4YU SNEMEHT (Kpome nosiydaTenei CKpbITon Konuu), pasmep v aaty
C034aHus NpuKpenaeHHbIx ¢annos n ap.

+ "Obuwme cBegeHMA 0 CBOMCTBAX OTMNPaBAEHHOro anemeHTa" Ha cTp. 150

+ "MlpocMOTP CBOWMCTB OTNPaB/IEHHOrO 3/1emeHTa" Ha cTp. 151

+ "CoxpaHeHune MHPopMaL MM O COCTOAHUM anemeHTa" Ha cTp. 151

+ "MeyaTb MHGOPMALINUM O COCTOAHUM 31emeHTa" Ha cTp. 151

Ob6wue cBegeHUA 0 CBOMCTBAX OTNPAB/IIEHHOrO 3/1IEMEHTA

[na cBOWCTB NpeaycMoTpeHbl TpU 6aaHKa.

OcHoBHble cBocTBa: OTOOPArKatOT 3aro/I0OBOK CBOMCTB M CMMUCOK nonyyaTenei. B cnucke
nonyyatenei otobparkaetca MMaA NoaydaTens, AeiCTBUA, BbINONHEHHbIE NoyYaTenem ¢
3/1IEMEHTOM, U /Ilo6ble KOMMEHTaPUW.

YnpoueHHble cBoiicTBa: OTobparkatoT 3aro/IOBOK CBOMCTB U CIUCOK nony4vatenei. Nonyyatenm
nepeyncaatoTca B rpynnax ¢ y4eTom AeNCTBUN, BbIMOSHEHHbIX UMM C 31eMeHTOM. B cnncke
nony4yatenen otobparkaeTcs UMA NonyyaTens, AeNCTBUA, BbINOSHEHHbIE NOAyYaTeNEM C
31EeMEHTOM, U Nt0Oble KOMMEHTapPUM.

JononHutenbHble cBoMcTBa: OTOOpPaXKaloT 3aro/I0OBOK CBOMCTB, NoayYaTesield, NoYToBble
oTaeneHua, galinbl U napameTpbl 31emMeHToB. [lonofHUTE/IbHbIE CBOMCTBA NO3BONAIOT
agMuHucTpatopy GroupWise oTcnexmBaTb 3/leMeHTbI 418 NOMCKa U YCTPaHEHMA HEMCNPABHOCTEMN.

ynpaBneHme oTnpaB/ieHHbIMU N1EKTPOHHbIMU MUCbMaMMU



npOCMOTp CBOMCTB oTnpaBaeHHOro asiemMmeHTa

[ns npocmoTpa CBOMCTB OTNPABEHHOTO 3/IEMEHTA, BbINONHUTE YKa3aHHbIE HUXKe AEeNCTBUA B NankKe
«OTnpaBaeHHbIe».

1 MpaBoi KHOMKOM MblIlWM LLENIKHUTE 3N1EMEHT.
2 UlenkHuTe CeolicTBa.

3 lpoKpyTUTe cBeAeHMA O COCTOAHUM PASOM C KHOMKOM CTPaHMLbl CBOWCTB.

3HaYKM PALOM C 3/1IEMEHTOM TaK}Ke NPeaoCTaBAloT CBeAeHNA 0 cocToaHuKU. Cm. pasaen
OnpegeneHve 3Ha4KOB, OTOBPAXKAIOLLMXCA PALOM C 3/IEMEHTAMM.

Ecnv Bbl oTNpaBaseTe coobLIEHMA B CUCTEMBI, OT/IMYHbIE OT GroupWise, NOMHUTE, YTO 3TN CUCTEMbI
OONXKHbI UMETb BO3MOMKHOCTb OTC/IEXKMBAHMA COCTOAHMSA, YTOObI BO3BPALLATh COCTOAHNE UCXOLALLMNX
coobuieHunin B Bawy cnuctemy GroupWise.

CoxpaHeHue MHGOpPMaL UM O COCTOAHMU INEMEHTA

YT106bI COXpPaHUTb Mchopmau,mo O COCTOAHUUN INEMEHTA, BbINO/IHUTE YKa3aHHble HUXKe AEVICTBMH.

1 UlenkHuUTe NpaBoi KHOMKOW MbILIKX MO COODLEHUIO U BbibepuTe NyHKT CBoMCTBA.
2 UWenkHute ®aiin > CoxpaHuUTb KaK.

MpunoxkeHne GroupWise npucBanBaeT aneMeHTy BpemMeHHoe umsa daiina. MoKHO U3MEHUTb
nms daiina 1 Nanky no yMmo/4aHuto.

3 Haxkmute KHONKY CoxpaHuUThb.

MeyaTb MHPOPMALUUN O COCTOAHUU I/IEMEHTA

YT106bl BbIBECTM Ha NeYaTb MHPOPMALMIO O COCTOAHUMN SNEMEHTA, BbIMOJHUTE YKa3aHHbIe HUXe
nencrseums.

1 UlenkHUTe NpaBoi KHOMKOW MbILIW MO COODLEHUIO U BbiIbepuTe NyHKT CBOMCTBA.

2 LllenkHnTe npaBo KHOMKOM MbllM B OKHe «CBOMCTBa» M BblbepuTe NyHKT Meyathb.

HacTtpoiika geicTBMa NnpocMoTpa OTNPaBAEHHbIX 3/1EMEHTOB Mo
YMOIYAHUIO

Mocne ABOMHOrO LLE/YKa 31eMeHTa B nanke « OTnpaBieHHble 3/IeMeHTbI» MOXHO BblbpaTh, byaeT
1 oTobpaxKaTbca coobLEHME UM ero CBOMCTBA.

1 WenkHute Cepsuc > MNapameTpbl.

2 [Ba)kabl WenKkHUTe No snemeHTy Cpega 1 nepeianTte Ha BKNaaKy [eictensa no ymonuaHuio.

3 YKa)KuTe, YTO Bbl XOTUTE CAEMATb C OTNPABAEHHBIMU 3/1EMEHTAMMU: OTKPbITb 3/IEMEHT WU
noKasaTb CBOMCTBaA.

4 Haxmute KHonky OK.
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HacTtpoiika cBegeHun 06 oTnpaBeHHOM 3/1eMeHTe ANA
OTCNEeXUBaHUA

YT106bI HACTPOUTH OTCNEXKMBAHME CBEAEHWNI 06 OTNPaABAEHHOM 3/IEMEHTE, BbINO/HUTE YKa3aHHble
HUXe aencTeuA.

1 Y7106bl K3MEHUTL OTCNEKMBAEMbIE cBeaneHunA 06 oTnpaBKe 414 SN1EeMEHTa, OTKpOﬁTe HOBbI M
3/IEMEHT N nocnenoBaTesIbHO Bbl6epMTe NYHKTbI MapameTpbl oTnpaBku > OTCNeKUBaHUe
COCTOAHMA.

nnn

YT106bl MU3MEHUTL CBEAEHUA 06 OTNpPaBKe A5 OTC/IEKMBAHMA BCEX OTNPABAAEMbIX 3/1EMEHTOB,
BblOepuTe NYHKT UHCTpymeHTbl > MapameTpbl, ABaXKAbl WENKHUTE NO 31eMeHTY OTnpaButb 1
nepenanTe Ha BKNagKy «Mourtay.

3AMEYAHMUE. dnaxok Co3pasaTb OTMNPaBAEHHbIN 3/1IEMEHT A1A OTC/eKUBaHUA CBeAeHU No
YMONYAHUIO YyCTaHOBEH. Mbl HacTOATE/IbHO PEKOMEHAYEM HE OTMEHATb BbI6Op AaHHOro
napametpa. Eciv aaHHbIM NapameTp He BbibpaH, ncxoasilee coobuieHne He byaeT cozgaHo
npuv oTnpaBKe coobLEHUA; TaKMM 06pa3om, KONMIo OTNPaBAseMblX coobLieHnin byaeT
HeobXxo4MMO CO34aBaTb BPYYHYIO.

2 BbibepuTte cBeieHMA ANN OTCAEXKMBAHUA:

DocraBneHo: OTcnexunsaeT, Obl10 1M AOCTaBAEHO B MOYTOBbIN AWMK NONb30BATENSA
oTnpasaeHHoe coobuleHme.

p,OCTaBI'IEHO U OTKPbITO: OTcnexmnBaHme JOCTAaBKU OoTnpaB/sieHHOro COO6LLI,EHVIF| N OTKPbITUA ero
nonyyvyartenem.

Bce cBegeHus: MpeaoctasnaeT Bce AOCTYMHbIE CBeAeHMA 06 OTCNEKMBaAHUM OTMNPaBAAEMbIX
3/1IEMEHTOB, BKNtOUYasA NepeUncaeHHbIe HUXKe:

JocTtasneHo OT03BaHO KOMMNOHEHT HE3aBUCMMOTO
nponsBoaunTenAa 3arpyxeH,

YteHue nepecnaHo; nepeHeceHo;
OTBeyeHo HepocTtaBumoe nepenaya OT/10XKeHa;
YpaneHo BoccTaHoBNEHO owmnbKa nepegauu;
OumueHo OTnoxKeHo

3 (HeobsasaTenbHo) Bbibepute, cneayeT M BKAKYUYNTb PEKUM ABTOMATUYECKU YAANUTb
OTMpaB/AeHHbIN anemeHT. 3Ta GYHKUUA yaanaeT oTnpaBieHHble co0bLweHNs U3 Bawero
NMOYTOBOrO ALLKMKA NOC/Ae TOro, Kak Bce Noayyatenn yaaanam nx s CBOMX NOYTOBbIX ALLMKOB U
OUYUCTUAN CBOW KOP3UHbI.

4 BepHUTECb K CO34aBAaeMOMY 3/1IEMEHTY.
nnm

BbibepuTe cBeAEHMSA, KOTOPbIE LOMKHbI OTCNIEKMBATLCA AR KaXKA0r0 TUNA 3/1eMEHTa, HaXKkmuTe
KHOMKy OK, a 3aTeM KHOMKY 3aKpbITb, YTOBbI COXPAHUTb HAaCTPOWKM O/1A BCEX /1IEMEHTOB.
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OT3bIB OTN PaB/1eHHbIX NUucem

C nomoLbto NapameTpa YAanutb MOXKHO yAaIUTb OTNPaBAeHHOEe COObLLEHNE M3 MOYTOBOIO ALLMKA
nony4yatens. Bol MoXeTe 0To3BaTb NOYTOBOE COObLLEHME MM TenePpOHOrPaMMy U3 NMOYTOBbIX
ALWMKOB TONbKO TeX MojlydaTeneil, KoTopble elle He OTKpbIAK 3To coobuweHne. MeponpuaTtue,
HanoMMHaHUe MU 3a4aHME MOMKHO OTO3BaThb B /1l060e Bpemsa. Heslb3A 0TO3BaTb 3/1EMEHTbI,
OTnpaB/ieHHble Yepe3 MHTEPHET B ApyrMe CUCTEMbI S/IEKTPOHHOW NoYTbl. Kpome Toro, Henb3sa
OTO3BaTb 3/IEMEHTbI, A1 KOTOPbIX YCTaHOBMEHA 334ePKKa JOCTAaBKMN Yepes MHTepHeT (Kak onncaHo
B pasgene3azepkka A0CTaBKM coobLeHumsn).

1 LUlenkHute nanky OTnpaBneHHble Ha NaHeAn HaBuraumm.

2 LlenkHuTe NpaBoOM KHOMKOW MbILLIWN MO 3/IEMEHTY, KOTOPbIN XOTUTE BEPHYTb, N HAXKMUTE KHOMKY
Ypanutob.

EC/NM WeNKHYTb NYHKT YAanuTb U O4UCTUTb, INEMEHTbI BYAYT yAaneHbl U o4YmLLeHbl be3
BO3MOKHOCTU UX BOCCTAHOB/IEHMS.

3 BbibepuTe COOTBETCTBYIOLLMIA NAapaMETP.

Moero K3lunpoBaHHOIO M MMaBHOIO AWMKOB: 3/1eMeHT YAaNAeTCA U3 Ballero K3WMpPOBaHHOTO
M TNaBHOro NOYTOBOIO ALWNMKaA.

Moero K3LMpPOoBaHHOrO ALWMKA: 31eMeHT YAaNAeTca U3 Ballero K3LWMpPoBaHHOMo NOYTOBOrO
AWMKa.

MouyToBOro AWMKA NoAyYaTena: dNeMeHT y4aNAeTCA U3 Balero NOYTOBOro AWMKA U NOYTOBbIX
AWMKOB BCex nonydyarteneit. Ecam HaxaTb KHONKY Yaanutb B [1eliCTB. 2, 3TOT 3/1EMEHT He byaeT
yAaNeH 13 Ballero No4YToBOro AWMKa. Ecim HaxaTb KHOMKY Yoanutb U ounctutb B [eicTs. 2,
3TOT 3/1IeMEHT TaKKe byAeT yaaneH M3 Ballero noYToBoro ALuKa.

Bcex nouYTOBbIX AWMKOB: 3N1€MEHT Y4aNAeTCA U3 Ballero NoYTOBOro ALWMKA M MOYTOBbIX ALLUKOB
BCexX nonyaneneﬁ.

4 Ecnwm Bbl cobmpaeTechb 0TO3BaTb AaHHOe COObLLEHME N3 NOYTOBBIX ALLUKOB APYIUX
nosiy4aTenen, MoxeTe BBECTM KOMMEHTapUii 414 nonyyaTesnein, ONnUCbIBAOWMN NPUYMHY
0T3bIBa COOBLLEHMA.

5 Ha)kmute KHONKy OK.

YT06bl NOCMOTPETH, KTO U3 MOJIyYaTeNen OTKPbIA COObLLEHMNE, LWENKHUTE NPABOM KHOMKOM MblLLM NO
3TOMY 3/1EMEHTY, a 3aTeM BblbepuTe NyHKT CBolictea. Henb3s 0To3BaTh NoyToBOE coobuieHue, ecnm
OHO YyKe 6bl710 OTKPbLITO.

NoBTOpHAA oTnpaBKa NUCbmMa

Ncnonb3yiTe KomaHay OTrnpaBuUTb NOBTOPHO, YTOObI OTNPABUTb COOOLLEHNE SNEKTPOHHOM NOYTbI
elLe pa3 C BO3MOXHbIMU UCMPABAEHUAMM.
1 WenkHute nanky OTtnpaeneHHble Ha NaHeNn HaBurauum.

2 LenkHnTe NpaBoM KHOMKOM MbILLIM NO COOBLLEHMIO, KOTOPOE XOTUTE NOBTOPHO OTNPaBUTb, U
BblbepuTe KomaHay OTnpasuTb NOBTOPHO.

3 [na anemeHTa aBTOAATUPOBKN HaXKMUTE KHOMKY [aHHbIi ak3emnanap, Bce aksemnnapbl AN
3TOT M Nocnegylowmne 3K3eMnAApbI.

4 BHecwuTe B 3/1eMEHT USMEHEHUA N HAXKMUTE KHONKY OTnpasuTtb Ha NaHeAn UHCTPYMEHTOB.
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5 LlenkHute [a, utobbl 0TO3BaTb NEPBOHAYAIbHbINA 31EMEHT.
nnu

LLenkHuTe Her, YTOObI OCTABUTL I'IepBOHa‘-IaI'IbeIVI 3/IEMEHT.

PepaKktupoBaHue oTnpaB/eHHbIX MEPONPUATUN, 3a8aHNIN
U HAaNOMMWHAHUM

MOXHO pefaKkTUpoBaTb MePONpPUATUA, 3a4aHNA U HANOMWUHAHUA. YT106bI PEeOAKTUPOBATb MOYTOBOE
COO6LLI,EHVI€, OTNpaBbTe ero NOBTOPHO, KaK ONMUCAHO B pa3aesie [ToBTOpHaA OTNpaBKa NMcbma.

Mpun pegakTMpoBaHMK MEpPONPUATKA, 3a4aHNA NN HAMOMUHAHUA U3SMEHEHMA NPOCTO
OT06pa)'KaIOTCFI B 3/1EMEHTE, a COO6LLI,€HVIFI B MOYTOBbIE AWNKHA nosnb3oBaTesiell He npnxoaAr.
MN3MeHEeHHbI a1ieMeHT BblAENAETCA NONYKUPHbIM LLlpMd)TOM, N B HEM 0T06pa>+<aeTc5| 3aro/ioBoK
onoseuleHuA, I'IOKa3bIBaI'0U.I,Ml\;I, KaKune pasae/ibl an1eMeHTa 6b1IN U3MEHEHBI.

Monb3oBaTenam noTpebyeTcs NPUHATb S/1IEMEHT NOBTOPHO B MPUBELEHHbIX HUMXKE C/yYasnX.

Meponpuatua. Eciv M3ameHMAUCh AaTa, BPEMA UM MECTO NpoBeseHna meponpuatus. Hosble
nony4yatenu, 4o6aBneHHblE B MEPOMNPUATUE, TaKKe AOMKHbI NPUHATL ero. Nonb3osaTenu,
yAaNeHHble U3 MEPONPUATUA, NONYYaLOT ONOBELLEHMUE.

3apaHua. Ecnn nsmeHuaMchb AaTa Hayana, 4ata OKOHYaHMA UK COobLEHNE C ONUCaHMUEM.
HanomwuHaHua. Ecnn uameHunnaco gata.

Y106bI UISMEHUTL MEPONPUATUE, 3a4aHNE UAN HANOMUHAHUE, BbIMOAHUTE NPUBELAEHHbIE HUKE
nencTems.

1 B nanke OTnpaesieHHbIe WU B KafleHAape LWeNKHUTE NPaBoi KHOMKOM MbllKX N0 MepPOonpUATULO,
3a/1aHUI0 MM HANOMMHAHMUIO, KOTopoe TPebyeTca N3MEHUTD, U BbibepuTe KOMaHAay U3MeHUTD.

Ecnuv pepaKktnpyeTtca TONbKO OAMH U3 MOBTOPAIOLWMXCA 31EMEHTOB B CEPUM, Bbl6epVITe /1IEMEHT
TOro AHA, 4NA KOTOPOro Hy>XHO BHECTU USMEHEHUA.

2 [1nf NOBTOPSAIOLLETOCA OPUIMHANLHOTO 31EMEHTA HaXKMMUTE KHOMKY [aHHblii aksemnnsp, Bee
3K3emnaApbl UAN HaunHas ¢ gaHHOro 3Kk3emnaspa.

3 BHecuTe nameHeHUA U HaXXKMUTe KHONKY OTnpaButb Ha NaHeAn MHCTPYMEHTOB.

Mpun pefakTMpoBaHMK 3/IeMeHTa He Bbl4aeTCA 3arnpoc Ha ero oT3bIB.

OybnupoBaHue oTnpaBAEHHbIX NOYTOBbIX CO0OLLEHNIA

Bbl MorKeTe co34aTb KOMUIO CYLLECTBYHOLWENO MEPONPUATUSA, 334aHUA AN HANOMUHAHWUA B KaYecTse
OCHOBbI A1 HOBOTO 3/1IEMEHTA TOTO e TUNna. Mpu 3STOM OPUTMHANBHBIN SN1EMEHT HE U3MEHAETCA U
He oT3blBaeTcA.

1 B nanke OTnpae/sieHHbIe WX B KafleHAape WeNKHUTE NPaBOoi KHOMKOM MbllWKX N0 MepPOonpUATULo,
3a/1aHUI0 MM HANOMMHAHUIO, KoTopoe TpebyeTca Ay6aAMpPoBaThb, U BbibepuTe KOMaHAyY
Oy6nuposatb.

Ecnun ,a,y6/w|pyeTCH TO/1IbKO O4UH N3 NOBTOPAKOLWNXCA 2/1IEMEHTOB B CEPUMN, Bbl6epMTe /1IEMEHT
TOro AHA, ANA KOTOPOro Hy>XHO CO034aTb Ay6!'IMKaT.
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2 [1na NOBTOPAIOLLErocA OPUTMHANBHOIO 31EMEHTA HaXMUTE KHOMKY [aHHbIl aksemnasap, Bece
aK3emnnapbl UNM HaumHas ¢ 4aHHOro aKsemnasapa.

3 BHecuTe nsmeHeHUA U HaXKMUTe KHONKY OTnpaBuTb Ha NaHean MHCTPYMEHTOB.

Hosoe meponpuAatune, 3agaHne nanm HanoMUHaHWe OTNpPaBaAeTcA, a OpMI’MHa}'IbeII\;I 9/IEMEHT He
N3MEHAETCA.

OTBeT Ha OTNpPaB/IeHHOEe 3/IeKTPOHHOEe NUCbMO

YT106bI 06aBUTL KOMMEHTAPUI K OTNPABAEHHOMY 3/IEMEHTY, UCMO/b3YiTe KOMaHay OTBeTUTb.

1 UWenkHute nanky OTnpaeneHHble HA NAHEeNM HaBMrauum.

2 LllenkHuTe NnpaBoi KHOMKOM MbILLM NO COOOLLEHMIO, Ha KOTOPOE XOTUTE OTBETUTDL, U BbibepuUTe
KOMaHAy OTBeTuUThb.

3 BbibepuTe NyHKT OTBETUTbL OTMPaBUTENID, YTOObI OTBET Obl/1 OTNPAB/IEH TO/ILKO BaM.
nnmn

BbibepuTe NyHKT OTBETUTb BCeM, YTOObI OTBET Obl/1 OTNPABAEH BaM M BCEM MOJyYaTensam
NcxonHoro coobueHums.

4 Haxkmute KHonky OK.

BHecuTe B cooblieHMe Bce HEOOX0AMMbIE M3MEHEHUA, @ 3aTEM HAXXMMUTE KHOMKY OTrpasBuTh Ha
naHes M UHCTPYMEHTOB.

MoAaTBepKAeHMe A0CTaBKU OTNPAaB/EHHOMN 3/IEKTPOHHOIA
noyThbl

GroupWise nogaep»1BaeT HECKO/IbKO CMOCOB0B NOATBEPKAEHMUA AOCTaBKM 3/1eMeHTa.

+ "MonyyeHune yBeaoMaeHN 06 OTNpaBaeHHbIX anemeHTax" Ha cTp. 155
+ "3anpoc oTBeTa Ha OTNpaBAeHHble 31emMeHTbl" Ha cTp. 156

+ "OnoselgeHune nonyyaTeneit o6 oTnpaBaeHHbIX aiemeHTax" Ha cTp. 157

Ecnu Bbl OTNpaBasieTe COO6LWEHMSA B CUCTEMBI, OTIMYHBIE OT GroupWise, TOMHUWTE, YTO 3TN CUCTEMbI
OO/MKHbI UMETb BO3MOMKHOCTb OTC/IEXKMBAHMA COCTOAHMA, YTOObI BO3BPALLATL COCTOSHNE UCXOAALLMNX
coobuieHnin B Bawy cuctemy GroupWise.

MonyyeHne yBegomneHuii 06 otnpasneHHbIX 31eMEHTaX

Bbl moXeTe nosydyaTb OnoBeLLeHWe, Koraa noayvyaTtenb OTKPbIBAeT UK yaanaet COO6LLI,€HVI€,
OTKa3blBae€TCA OT MEPONPUATUA NN 3aBeEPLUAET BbIMONTHEHNE 3a4aHNUA.

1 YT106bl NONYYNTb U3BELLEHUE O NOJYHEHUN ONpeaeeHHOro 3/1IeMeHTa, OTKponTe 6aaHK
anemeHTa, nepenanTte Ha BKNaaKy Mapamerpbl oTNpaBku U BbIbepuTe NYHKT OTcexkuBaHme
COCTOAHUA.

nnn
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YT106bI NONYYaTh U3BELLEHUA O NOAYYEHUN ANA BCEX OTNPABAAEMbIX 3/1€MEHTOB,
nocnenoBaTeNbHO BbibepuTe NYHKTbI Cepauc > MapameTpbl, ABaXKAbl LLENKHUTE N0 31eMEHTY
OTnpasuTh N NEPENaNTE Ha BKNAAKY TUMA 3N1eMEeHTa.

2 B rpynne napameTpoB OnoBeleHune YKaXKUTe HEOOXOAUMbII TUN OMOBELLEHUS.

Het: Hukakue p,eﬁcmvm He BbINOAHAIOTCA. CBeAEHMA OTCAEKNBAKOTCA B CBOMCTBaAxX
OonpaB/1IeHHbIX 9/1EMEHTOB.

MoutoBoe yBegoMieHUE: Bbl MOAYyUNIM COOBLLEHME 3NEKTPOHHOM MOYThI.
OnoBeweHue: Bbl nonyuymnnn curHan B nporpamme onosewleHms Notify.

OnoseLueHUe M NouTa: Bbl Nonyuymnm coobLieHme 31eKTPOHHOM NOYTbI U CUTHAN B Nporpamme
onoseueHuns Notify.

ITa GyHKUMA He NoALEePKUBAETCA NPU OTNPABKE B CUCTEMBI, OTIMYHbIE OT GroupWise.

Ecnn OTKAOUNTD NONYYEHME CUTHANOB M ONOBELLEHUI, Bbl HE CMOXKETe NOoJy4aTb ONOBELLEHNA
¢ nomolpbto nporpammbl Notify. lononHUTenbHY0 MHPOPMALMIO CM. B pasgene 3anyck
NpPOrpaMmbl OMOBELLEHUA.

Ecnu Bbl oTNpaBaaeTe cooblieHMe Ha aapec MHTepHeTa, MOXHO LLeNKHYTb MoaTteepskaeHue
poctasku. Ecam cuctema snekTpoHHOM noYtbl MIHTEepHETa noJsiyyatens paspellaer
OTCNEXMBAHUE COCTOAHUS, Bbl CMOXKETE Y3HaTb COCTOAHWE OTNPaB/IEHHOro COObLEeHus.

3anpoc oTBeTa Ha OTNPaB/IEHHbIE 31EMEHTbI

Bbl moxeTe MHGOpMUPOBaTL NoyYaTensa coobuieHma o Tom, YTo Bam Heobxoanm oTeeT. GroupWise
nobasnaet B coobuieHne ¢ppasy, B KOTOPOM coobLlaeTcs 0 TOM, YTO TpebyeTcs OTBET, a 3HAYOK B
NMoYTOBOM ALLIMKE Nosy4yaTensa oTobparkaercs B BUAE ABOVHON CTPENKN.

1 YT1o6bl 3anNpoCcKTb OTBET AJ151 ONpPeAeIEHHOIo 3/IeMeHTa, OTKponTe B/1aHK aemeHTa, nepengure
Ha BKNagKy MNapameTpbl OTrpaBKK, a 3aTem Bblbepute NyHKT Obme.
nnu

Y106bl 3aNpOCUTb OTBET AJ/1A BCEX OTNPaBAAEeMbIX COOOLLEHMN, NOC/ea0BaTe/IbHO BblibepuTe
NYHKTbl Cepsuc > MapameTpbl U ABAXKAbI WENKHUTE NO 3/1eMeHTy OTrnpasuThb.

2 BbibepuTte napameTp 3anpalumnsaTth OTBET U YKAXKUTE, KOr4a TpebyeTcsa NoyynTb OTBET.
Monyyatenb yBUANUT 3HAYOK 3aNpoca OTBETa PAAOM C COOBLEHMEM.

+ Ecnu BblbpaTh B ntob6oe Bpems, B BEPXHEN YacTu coobLeHns NoABUTCA HaAMUCh
«TpebyeTtca oTBeT: B 1t060e Bpemsa».

+ Ecnu BblbpaTh B TeueHue x gH., B BEPXHEN YacTU COObLEHMA NOSBUTCA HaANUCb
«TpebyeTca OTBET: 40 XX.XX.XX».

3 BepHuWTECb K CO34aBaEMOMY 3/IEMEHTY.
nnm

HaxmuTe KHoMKy OK, a 3aTeM — KHOMKY 3akpbiTb, YTOObI COXPaHMUTbL MapaMeTpbl 418 BCex
3/1EMEHTOB.
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OnoseweHne nonyyatenen 06 ornpaBieHHbIX 31eMeHTaX

YT106bl ONOBECTUTL NONYyYaTeNel 06 OTNPABAEHHbIX 3/IEMEHTAX, BbINONHUTE YKa3aHHbIE HUXKeE
aencrseus.

1 YT1o6bl ONOBECTUTL NONYyYaTeNel ONpeaeNeHHOro 3/IeMeHTa, OTKPOKTe BAaHK anemeHTa n
nociegoBaTeibHO BblbepuTe NyHKTbI Mapamerpbl oTripasku > O6uwme.
nnu

Y1066l ONoBeLWaTb nosy4atenen o6o Bcex oTnpaBaseMblX COObLLEHUAX, BbIDepUTe NyHKT
Cepsuc > [MapameTpbl, a 3aTeM ABaXKAbl LWEJIKHUTE NO 3/1eMeHTy OTnpasuTsb.

2 YcTaHoBUTE PA1a*KoK ONoBeCcTUTb nony4yartenei.

Monb3oBaTenu aBToMaTUYECKN NOAMNMCaHbI Ha onoBelleHne B pasaesne Mapametpsl Ecin
NOAb30BaTENWN BbIK/OUYNIM NapameTp NoNyYeHUA CUTHANIOB U OMOBELLLEHUI, OHU He byayT
0noBeLaTbCA 0 NPUCNAHHbIX BamMKU coobLLeHUAX. CM. AONOAHUTENbHbIE cBeAeHMUA: [TonyyeHne
onoBseLLeHNn 0 coobLLeHMA Apyrux Nosb3oBaTenei.

3 BepHWTECH K CO34,aBAaEMOMY 3/IEMEHTY.
nnm

Haskmunte KHOMKy OK, a 3aTeEM Ha*KMUTE KHOMKY 3aKpbiTb, YTOObI COXPAHUTL 3TOT NapameTp Ans
BCEX 3/1EMEHTOB.
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MonyyeHune coobueHNA 3NEeKTPOHHOM
NOYTbI U OTBET Ha Hero

GroupWise N0o3BoASIET XpPaHMTb BCE MOYTOBbIE COOBLLEHNA, MEPONPUATUA N APYTUE SNEMEHTbI,
npuweawmne B NOYTOBbIN ALWMK.

+ "YTeHune nonyveHHbIX COOBLLEHNI INEKTPOHHOM NoYTbl" Ha cTp. 159

+ "YT1eHune npuKkpenneHunin" Ha cTp. 163

+ "OTBeT Ha 31eKTPOHHOE NUCbMO" Ha cTp. 166

+ "YTeHure nepenmncKku 1 oTBeTbI B NPeAcTaBieHUM LenoYku pasrosopos" Ha cTp. 170
+ "lMepecblNKa cOObLLEHNIN 3NEKTPOHHOM NoyThbl" Ha cTp. 171

+ "Ucnonb3oBaHue TenedoHHOM CBA3U B 3N1€KTPOHHOM noyTte" Ha cTp. 173
C nomoLLbio NOYTOBOIO ALLMKA Bbl CMOXKETE:

* YuTaiTe sanemeHTbl, OTBEYAMTE Ha HUX U MepecblIainTe NONYYEHHbIE 31EMEHTbI.
* YnopsagoumBanTe 31eMeHTbl, Ha3Ha4YasA UM KaTeropuun nam co3fasan CNUCKM 3a43aHUN.
+ [lenervpynTe 3a4aHUSA U MEPONPUATMA APYIMM NONb30BaTENSAM.

+ O6pabaTbiBainTe HeXenaTe/bHYH 3/IEKTPOHHYIO NoYTy U3 MIHTepHeTa ¢ nomoLbto GYHKLMK
06paboTKM HexenaTebHOM NoyThl.

+ U3meHalTEe TUNDI 3/1EMEHTOB, Hanpumep npeBpau.l,aﬁTe no4yTtosble COOGLLI,EHVIFI B MeponpuAaTuAa.

YreHne nonyyeHHbIX CO0OLEeHNIA 3NEeKTPOHHOM NOYTbI

Bbl MOeTe UMTaTb NOYYEHHbIE 3/1IEMEHTbI B MOYTOBOM ALLMKE UM B KaseHaape. B noutosom
AlMKe oToBpaXKaeTcs CNMCOK BCeX COOBLLEHMI, NONYYEHHbIX BaMM OT APYruX No/ib3oBaTenen.
MepcoHanbHble MeponpuUATUSA, 3a4aHNA U HANOMMWHAHUA NOABNAIOTCA B KafeHAape, a He B
MOYTOBOM ALLMKE.

Bbl MOXeTe OTKPbIBaTb M YATATb BCE TUMbI HOBbIX 3/1EMEHTOB B MOYTOBOM filLMKe. OLHAKO ecan Bam
HeobX04MMO NPOYNTATL 334aHMA U HANOMUHAHWA B KasleHAape, Bbl MOXKeTe NPOCMaTPMBaTb HOBbIE
co0bLLeHMa NPKU NPOCMOTPE PacnmUCaHKA.

TenepoHorpammbl 1 NOYTOBbIE COOBLLEHNA OCTAIOTCA B NOYTOBOM ALLMKE [10 TEX MOP, MOKa Bbl UX He
yaanute. MeponpuaTia, HaNnoOMUHaHUA U 334aHWA OCTAlOTCA B MNOYTOBOM ALLMKE A0 TEX NOp, NOKa
Bbl HE MPUMETE WX, YAA/INTE UM OTKaXKeTecb oT HUX. Koraa Bbl NpMHMMaeTe meponpusTue,
HanoMWHaHWe MU 3a4aHKe, OHO NepemellaeTca B Nanky «KaneHaapb».

Bce anemeHTbl B MOYTOBOM fILLMKE MOMEYAIOTCA 3HAaYKamMU. MpU OTKPbITUM 3/1eMEHTA ero 3Ha4yoK
nsmeHsetca. [lononHutenbHan nHpopmauma: OnpegeneHmne 3Ha4YKoB, 0TOOPAKAIOLLMXCA PALOM C
aleMeHTaMu.
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HenpouunTaHHble COOOLEHNS OTOBPANKAIOTCA B MOUYTOBOM SLLMKE NMOAYKUPHBIM WPUPTOM, YTOObI
061erYnTb MAEHTUPUKALMIO eLLe HE NMPOYNTAHHBIX 3NEMEHTOB U LOKYMEHTOB. 9TO 0COBEHHO
YAO6HO A5 CBEPHYTLIX 06CYKAEHMMN, MOCKO/IbKY NO3BOJIAET HE Pa3BOPAYMBATbL BCHO LENOYKY
coobueHni, YTobbl NPOBEPUTL HaIMUYNE HOBbIX.

Pasgensbl o npeacTaBNeHUN LLEMOYKM Pa3roBOPOBCM. B pasaesie YTeHne nepenmnckmn U oTBeTbl B
npeAcTaB/eHUM LEMOYKN PA3roBOPOB.

+ "Bbibop 6bnaHKa gns YTEHMA NO yMmoaYaHuio" Ha ctp. 160

+ "lMpouteHne anemeHTOB" Ha cTp. 160

+ "M3meHeHne wpundTa NOAYYEHHbIX COObLEHUI" Ha cTp. 162

+ "HacTpoWKa nporpammbl MPOCMOTPa No yMmoa4aHu" Ha cTp. 162

+ "OTmeTKa coobuleHMA Kak HenpoynTaHHoro" Ha ctp. 163

+ "OTtmeTKa coobuieHmna «MpountaHHoe»" Ha cTp. 163

Bbibop 6n1aHKa AN YTEHMA NO YMONUYAHUIO

Mo ymonuaHuto B GroupWise ncnonbsyetca 6aaHk HTML ana uteHuma coobueHnit. B bnaHke yteHns
noaneprK1MBaeTca npaBuabHoe oTobpakeHne Kak HTML-popmaTnpoBaHmsa, Tak U NPOCTOro TeKcTa.

Mpwu uTeHUn anemeHTa B cucteme GroupWise MOXKHO BbIGpaTb peXMM 0TObparkeHNs cooblieHus. B
KauecTBe penma oTobparkeHUn Bbl MOXKeTe BblbpaTb TekcT uam HTML. Ecam coobuieHne
oTobparkaeTcA B TEKCTOBOM pPeXMME, Bbl MOXKeTe TaKKe BbibpaThb WPUGT U ero pasmep no
YMONYaHUIO.

1 MNocnepoBaTenbHO BbibepuTe NyHKTbI Cepeuc > Mapamerpobl, @ 3aTeM ABaXKAbl WENKHUTE No
anemeHTy Cpepa.

2 LUlenkHute BKNagKy bnaHku.
LLlenkHMTe Ucnonb3oBaTtb ANA UTeHMA 61aHK NO YMONYaHUIO.

4 BbibepuTe Mpocrtoii Teker uam HTMIL.

Ecnu BbIBpaH napameTp MpocToii TeKcT, ycTaHOBUTE WPKUGT M pasmep wpndTa B
COOTBETCTBYOLLMX MNONAX.

5 (HeobsasaTenbHo) BbibepuTe Beeraa, 4Tobbl BCe COOBLLEHUA NPUHYAUTENBHO OTODPaXKanmch B
PEXMME TONbKO TEKCTa.

6 HaxmuTte KHonKy OK.

lNMpouyTeHne anemeHTOB

dneMeHTbl MOXKHO 0TobparkaTb B TeKcToBOM popmaTe uam B popmate HTML.

+ "YTeHune TeKCTOBbIX 31emeHToB" Ha cTp. 161

+ "MpocmoTp anemeHToB HTML" Ha cTp. 161
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YTeHune TeKCTOBbIX 3/1eMEHTOB

B 3aBMCMMOCTM OT NapamMeTpPoB NPOCMOTPA MO YMOYaHUIO TEKCTOBbIE COOBLLEHNA aBTOMATUYECKU
oTObparkaloTcsa B TEKCTOBOM dopmare.

Jna npocmoTpa TeKCTOBOrO COO6U.I,eHMFI BbIMONHUTE chegytoune ,a,eﬁcmvm.

[Baxapl WenkHuTe COO6LIJ,€HVI€ B COOTBETCTBYHOLWLEM CNUNCKE, 4yTOObI OTKpPbITb COO6LIJ,EHVI€ B HOBOM
OKHE.

nnn

BbibepuTe coobuieHune, 4Tobbl NPOCMOTPETb €ro B CpeacTse HbICTPOro npocMmoTpa.

Mpocmotp anemeHToB HTML

B 3aBMCMMOCTM OT NapameTPOB NPOCMOTPa Mo yMoAYaHuo coobuieHna HTML aBTomaTUyecku
oTobparkaloTca B COOTBETCTBYOWEM dpopmarTe.

[ns npocmoTpa coobueHnin HTML BbinoaHUTe creaytowme gencrems.

[Baxkabl WeNKHUTe coo6u1,eHme B COOTBETCTBYlOLWEM CNUNCKE, yTObbI OTKpPbITb coo6u1,eHme B HOBOM
OKHe.

nnn

BbibepuTe coobuieHne, 4Tobbl NPOCMOTPETL €ro B CpeacTBe ObICTPOro NpocMmoTpa.

MPUMEYAHME. B uensax 6e30nacHOCTM PUCYHKM He oTobparkatoTcsa B coobueHmnax HTML no
yMon4YaHuto. [lnAa npocmoTpa PUCYHKOB WenkHuTe Cucrema GroupWise npenaTtcteosana
oTo6parkeHuno U306paXkeHnit Ha gaHHOU cTpaHuue. LWenkHute 3aecb, YTo6bl NPOCMOTPETbL 3TU
n3obparkeHus.

HacTpoiika napameTpoB N0 yMOA4YaHUIO ANA 0TOBparKeHMA pUCYHKOB B COO6LLLEHUAX
3N1eKTPOHHOM nouTbl popmara HTML

Mpu nonydyeHumn coobuweHmns HTML ¢ BHellHero agpeca pUCyHKM 610KMpyroTca B Lensx
6e3onacHOCTU. YToObl 0TOBPa3UTL PUCYHKM B COOBLLLEHUH, LLENKHUTE coobLeHne GroupWise
npeaoTBpaLLEHO OTOOpaXKeHUe PUCYHKOB Ha 3TOM cTpaHuue. LLlenKkHuTe 3aecb, YTobbl NPOCMOTpeTb
PUCYHKM.

YT0bbl HACTPOUTb NAapPaMeTpPbl MO YMOYAHUIO A5t 0TOOparKeHUs BHeLWHNX pucyHkos HTML,
BbINOAHUTE Cneaytolme AenCTBUA.

1 MNocnepoBaTenbHO BbibepuTe NyHKTbI Cepeuc > Mapamerpbl, a 3aTeM ABaXKAbl WENKHUTE No
anemeHTy Cpepa.
2 UenkHuTe BKNagKyencrTsua no ymosadaHuto.

3 BbibepuTe oAnH 13 BapMaHTOB: MoKasbiBaTh npeaynpexaeHue, HUKorga He NoKasbiBaTh
npegynpexaeHue Unu MNMposepAaTb YacTble KOHTAKTbI.
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Ecnu BbiBpaH napameTp MpoeepaTb YacTbie KOHTaKTbI, ByAyT 0TOBPaXKaTbCA PUCYHKM OT
oTnpasuTeneil, BHECEHHbIX B afPECHYIO KHUMY «4acTble KOHTaKTbI», OHAKO BO BCEX OCTaNbHbIX
cnyvanx byaet noABAATLCA NpeaynpeskaeHue.

4 Haxmunte KHonky OK.

N3meHeHue wpudTa nonyyeHHbIX coobuieHnin

3Ta HGOpPMaAUUA NPUMEHUMA K YTEHMIO SN1EMEHTA NPU MPOCMOTPE 3/IEMEHTA C MOMOLLbLO
nporpammsl 6bicTporo npocmoTpa QuickViewer. UameHeHme WwWpndTa A4ENCTBYET TONBKO NPU YTEHUM
anemeHTa. Ecam coobuieHne 3akpbiBaeTcA U OTKPbIBAETCA NOBTOPHO, UCMOJIb3YETCA CUCTEMHbIN
wpudT Windows* no ymonyaHuio unm wpudT, C NOMOLLbI KOTOPOro 66110 co3AaHo cooblieHume.
CuctemHbin wpndtT Windows no ymonyaHuIo BAMAET HA KaXKayto Nporpammy Ha paboyem cTose.
[Ons nsmeHeHua cuctemHoro wpudTta Windows no ymon4aHMIo OTKPOWTE NaHenb ynpaBaeHUs u
M3MEHUTE CBOMCTBA 3KpaHa.

WpndT TEKCTa HENB3A M3MEHUTL B CpeacTBe HbICTPOro NPOCMOTPa, ecaun coobuieHne 6b1a10 Co34aHO
B dopmaTe HTML.

1 BblbepuTe TEKCT, KOTOPbI HEOBXOANMO U3MEHUTD.

2 BbibepuTte NyHKT Mpagka > Wpudt > WpundrT.

3 Bbibepute WPUOT U CTUNL WpUdTa.

4 BblbepuTe pasmep wpuoTa.

5 Bbibepute gpyrve napameTpbl, KOTOPbIE XOTUTE USMEHWUTb, U HAXKMUTE KHOMKY OK.

HacTpoiika nporpammbl NPOCMOTPa NO YMOTYAHUIO

Bo BpemaA npocmoTpa NpUKpenseHHoro K coobuieHunto painna B GroupWise 419 KOHKPETHOTo TUna
daina npuKpenaeHns MoXKHO BbIGpaTb NPMKAAAHYIO MPOrpaMmy NPOCMOTPA No yMmoYaHuto. Mpu
pabote ¢ GroupWise MOXHO MCMOAb30BaTh C/ieaytoLme Nporpammbl NPOCMOTPA.

+ Adobe Acrobat

+ Microsoft Office

¢ LibreOffice.org

+ Apple QuickTime

+ Adobe Flash

+ AutoVue
YTOoObl U3MEHUTbL NPOrpPaMmmy NPOCMOTPA MO YMOAYAHUIO, BbINOJHUTE C/iedylolmne aeCTBUS.

1 WenkHute Cepsuc > MNapameTpbl.

2 [BaxAabl WEeNKHUTE No 3nemMeHTy Cpeaa U nepenante Ha BKNagKy Pegakrtopbl/Cpeacrea
npocmortpa.

3 B okHe rpynnbl Cpeacrea npocmoTpa BblbepuTe CPeaCcTBO MPOCMOTPA, KoTopoe byaeTt
MCNO/b30BaTLCA.

4 Haxmute KHonky OK.
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OTmeTKa coobueHnA Kak HeNPOUYUTAHHOIO

Ecau Bbl OTKpPbININ C006|J.I,EHMe ANnAa YyTeHnAa, HO NOTOM peLWnanm NpoYnUTaTb ero nNo3xxe, ero MoXXHo

NOMETUTb KaK HenpoduTaHHoe. [1pn 3TOM 3/1IeMeHT BblAe/IAETCA NOJYXKUPHbIM LLIpVIq)TOM, a ero
3HA4YOK U3MEHAETCA Ha 3HAYOK HEOTKPbITOro 3a1IEMEHTA.

1 B noyTOBOM ALIMKE LWENKHUTE coobuieHme B «CNUCKe COODLLEHUIAY.

2 BbibepuTte NyHKT feiictBua > MoMeTUTb Kak HenpoYmuTaHHoE.

Ecnu Bbl OTKPbIIM 9N1€MEeHT, @ NOTOM NOMETUAN ero Kak HeI'Ip0‘-IMTaHHbIl7|, €ro CoCtoAaHne B OKHe
CBOWMCTB HE M3MeHseTcA. OTI'IpaBMTe}'Ib 3/1IEMEHTA 6yp,eT BUOETb €ro Kak OTKprTbIVI.

OTmeTKa coobuieHunsa «MpountaHHoE»

YT06bI OTMETUTb 31IEMEHT KakK I'IpO“IVITaHHbIl\;L cne,u,yﬁTe YKa3aHHbIM HUXe MHCTPYKUNAM.

1 B cnucKke coobuieHMin B NOYTOBOM fALLMKE BbibepuTe Heobxogmmoe coobuieHme.

2 UWenkHute OeiictBua > NMomMeTUTb KaK NPOYUTAHHOE.

Mpu nomeTKe cocToaHMe coobLieHna B okHe «CBoICTBa» ByaeT usmeHeHo. Hanpumep, ecau Bbl He
OTKPbIAWN COOBLLEHNE, HO MOMETMN €70 KaK NPOUYUTAHHOE, TO y OTNPaBMTeNsa byaeT oTobpakaTbea

coctoaHne «OTKpbIToE».

YreHune npuKpenneHum

C nomolwubto GroupWise MOXKHO OTNPaBAATb M NoAy4YaTb Gaiibl, MPUKPENJEHHbIE K 31EMEHTAM.

dainbl, NPUKpenseHHble K 3N1eMeHTY, 0TobparkatoTca B pasgesie NpUKpenieHnin uam cnpasa ot
TEeMbI.

+ "MpocmoTp NpuKpenaeHHbix pannos" Ha cTp. 163

+ "OTKpbITME NPUKpPENNeHHbIX pannos" Ha cTp. 164

+ "CoxpaHeHue npukpenaeHHbix pannos" Ha cTp. 165

+ "lMepeTackmnBaHue npukpenneHuin" Ha ctp. 165

+ "PepakTnpoBaHue npukpensieHnin" Ha cTp. 165

~n

+ "TepecbliKa UAK OTBET NPU HAaNMYMU PeaKTUPOBaHHbIX NPUKpenaeHuii" Ha cTp. 166

+ "MlpocmMoTp NPUKPENIEHHOW BU3SUTHOM KapTo4kn'" Ha cTp. 166

MpocmoTp npuKpenneHHbiX ¢paiinos

Mpu WenyKke NpUMKpenneHHoro ¢aina oH oTobparkaetca Ha NaHean cooblieHnn cpeacTsa 6bICTPOro
npocmotpa. O6bIYHO Ha 3TO TPebyeTca MeHbLLE BPEMEHU, YEM Ha OTKPbITUE NMPUKPENNeHUA, OAHAKO

npu 3TOM NPUKPEneHMe MOXeT bbiTb NOKa3aHo B HeBepHoM dopmaTe. Ecan npukpenneHune
[aHHOro TUNa He noagepxuBaetcs, byaeT BbiBegeHo coobuieHne 06 owmnbke.

1 OTKpoiiTe aneMeHT, coaeprKallnii npuKkpenieHme.
2 LUlenkHuTe HeobxoaMMoe NpUKpenaeHue.

nnn
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LLlenKHMTe NpaBoi KHOMKOW MbILIKW NO NPUKPeNneHHoMY daliny, 3aTem Bbibepute NyHKT
MpocmoTp npuKpenaeHusa uan MpocmoTp B HOBOM OKHe.

nnn

Ecnun Bbl HE BUAUTE MUKTOrPaMMy NPOCMATPMBAEMOrO NPUKPENIEHUA, WeNKHUTe Pain >
Mpukpennenua > NMpocmorp.

Ecnv nonyyeHo coobuieHne «I3To0 NPUKPENEHNE MOXKHO NPOCMOTPETb TO/IbKO BO BHELLHEM
NpUAoKeHUN», To Gaa HeobxoanMo OTKPbITb. O TOM, KaK OTKPbLITb MPUKPENeHne, CM. B pasaene
OTKpbITME NPUKpPENNeHHbIX Gannos.

OTKpbiTHUE NPUKpenaeHHbIX paiinos

Mpyn OTKPBLITUKN NPUKPENIEHHOTO daina ABONHbIM Wen4Kom cuctema GroupWise onpegenser
NpUNoXKeHNe, HeobxoaMmoe NS ero oTKPbITUA. MOXKHO BbIOpPaTb NPEea/I0KEHHOE NPUNOKEHNE UK
BblIBpaTh NyTb U UMA daina Ana Apyroro NPUNOKEHUS.
1 OTKpoiTe 3neMeHT, CoAep Kallnii NpUKpenIeHme.
2 [1BakAbl WE/IKHUTE NPUKPENIEHME.
nnu

LLlenKHUTe NpaBoOM KHOMKOM MbILIM MO NPUKPENAEHUIO, 3aTeM BblbepuTe NMYyHKT OTKPbITL UAN
OTKpbITb C TOMOLLbIO.

nnn

Ecnu Bbl He BMANTE MUKTOrpamMmMy NPOCMATPMBAEMOTO NPUKPENIEeHUA, WenkHuTe daiin >
MpukpenneHua > OTKPbITb.

Mo ymonuaHuio GroupWise BblgaeT npeaynpexaeHue, ecav pasmep NpuKpenaeHms npesbiwaeT
1000 K6 (1 M6).

YT06bI HE OTObpaXKaTb Npeaynpexaatoliee coobueHue:

1 WenkHute Cepsuc > MNapameTtpsbl.
2 [iBakAabl WENKHUTE No anemMeHTy Cpeaa 1 nepenanTe Ha BKAAAKY [eiicTBuA no ymoadaHuio.
3 CHumuTe dnaxkok Mpeaynpexkpatb, ecnu pasmep 6onee.

MO3KHO TaKKe HacTPOMUTb pasmep NPUKpenneHus, Nnpu KoTopom ByaeT oTobparkaTbea
npeaynpexaeHuve.

4 Haxmunte KHonky OK.

N3meHeHne MecTonoNoXKeHUA Mo YMONYaHUIO AN1A OTKPbIBAaeMbIX
OTKPbITbIX MPUKPENNEeHU

YTOoObl U3MEHUTL MECTOMOJIOXKEHME NO YMOI4aHUIO, B KOTOPOM COXPaHAKTCA OTKPbITbIE
npukKkpenaeHuna, BbiINO/IHUTE YKa3aHHbIE HUXKE ,D,EVICTBMH.

1 WenkHute Cepsuc > MNapameTtpsbl.
2 [BakAabl WENKHUTE NOo 3neMeHTy Cpeaa 1 nepenanTe Ha BKAaAKy MecrononoxeHuue haiinos.

3 B none OTKpbITbIE BIOMKEHMA YKAKUTE UM HANANUTE M BbIBEpPUTE HOBOE PACMO/IOKEHME.
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CoxpaHeHue nNpuKpenneHHbix ¢pannos

YToObl COXPaHUTb NPUKPENIEHHbIN K COODLLEHMIO 3/IEKTPOHHOM NOYTbI $pai, BbINOAHUTE
cneayolmne aencTema:
1 [Baxkgbl WeNKHUTE 3TO cooblieHme, YTOObI OTKPbLITb €ro.

2 LlenkHnTe npaBo KHOMKOM MbllWKM NPUKpPENnIeHne, KOTopoe HeoHXoAMMO COXPAHUTDL, U
BblbepuTe KOMaHAy CoXpaHUTb KakK.

3 BblbepuTe MecTonoNoKeHME Ha OUCKE, B KOTOPOE XOTUTE COXPAaHUTb dain, npu
HeobXoAMMOCTU N3MEHUTE UMSA daiiia N HAKMUTE KHOMKY COXpaHUTD.

YT06bI USMEHUTb MECTOMNONOKEHME MO YMONYAHUIO, B KOTOPOM COXPAHAIOTCA NPUKPENIeHUs,
BbINOMHUTE ceaylouime AeNCcTBUA:

1 HaxoaAcb B NOYTOBOM ALLMKE, BbibepuTe KoMaHAy MHCTpymeHTbl > NapameTpbl.

2 [Ba)kabl WenKkHMTe Nno 3nemMeHTy Cpeaa n nepenanTe Ha BKNaaky MecrononoxeHuve daiinos.

3 B nose CoxpaHuTb/u3Bneub/oTKPbITbIE NPUKPENIEHUA YKAXKUTE HYXKHbIM aApec U Haxmute
KHoNKy OK.

MepeTacknBaHue NpuUKpenneHui

Mpu nosyYeHnn coobLLEHUA Bbl MOMKETE NepeTawmnTb toboe U3 NpUKpenneHuin B Kakyo-amb6o
nanky uam Ha pabouuii cton. MpuKkpenneHHas cCbl/IKa Ha OKYMEHT NpyY NepeTackMBaHUm

CTaHOBUTCA AP/ZIbIKOM AOKYMEHTA NI €ro Konun, B 3aBUCUMOCTU OT BalULMUX NPaB Ha 3TOT JOKYMEHT U

OOCTYMHOCTU BUBANOTEKM.

PepaKkTupoBaHue npuKkpenneHui

Mpun nonyyeHUn JOCTYNHOro ANA U3MEHEHUA NPUKPEnJIeHNA MOXHO BHECTU B HErO U3MEHeHUA U

COXPaHWUTb ero Kak Konu B NCXO4HOM COOGLLI,EHMM.

1 OTKpoOIiTe 3N1EMEHT C NPUKPENIEHMEM, KOTOPOE HYXKHO OTPeLaKTUPOBATD.
2 LllenkHuTe npaBo KHOMKOM MbILlKM NO NPUKPENAEHUIO U BblbepuTe NYHKT OTKPbITb.

nnn

Ecnn Heobxoaumo BbIbpaTb NPUNOKEHWUE A8 PEAAKTUPOBAHUA NMPUKPENIEHUSA, LWENKHUTE MO

NPUKPENEHUIO NPaBoi KHOMKOM MbllK, BbibepuTe NyHKT OTKPbITb C MOMOLLbIO, BbiDepuTe
HY}KHOE MPUIOKEHUE U HAXKMUTE KHOMKY OK.

3 BHecute B npuKkpenaieHne HyxHble NaMeHeHUA, a 3aTem COXpPaHUTeE n 3aKpo[/'|Te ero.
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MepecbinKka nunm oTBET NPU HAIMUUU PEAAKTUPOBAHHbDIX
npuKpenieHni

Ecau Bbl NONYYNUAMN INEKTPOHHOE COOBLLEHME C NPUKPENIEHNEM, 3TO NPUKPENNEHNE MOKHO
OTPEeAaKTUPOBaTb, a 3aTem MepeciaTb UAK OTNPABUTL, UCMONb3YA GYHKLMIO OTBETA HAa UCXOA4HOE
coobuieHne. OTpegakTMPOBaHHOE NPUKPENIEHNEe BKIOYAETCA B COOBLLEHNE BMECTE C UCXOAHbIM.
McxooHoe npuKpenieHne octaeTca Hem3meHHbIM. OTpeaaKTMPOBaHHOE MPUKPENIEHNE MOXHO
pefaKTMPOBaTb MHOTOKPATHO, OA4HAKO COXPaHAETCA TONbKO Camas NMoCNeaHAs BEPCUA NPaBKU.

1 OTKpoliTe aNemMeHT C NPUKPENNEHNEM, KOTOPOE HYKHO OTPeAaKTUPOBATb, U BbINONHUTE €ro
MOBTOPHYIO OTMPABKY.

2 LLlenkHnTe npaBo KHOMKOM MbILlWKM NO NPUKPENIEHUIO U BblbepuTe NYHKT OTKPbITb.
nnu

Ecnm Heobxoanmo BbIbpaTb NPUNOKEHWNE AR PEAAKTUPOBAHUA NPUKPENIEHUSA, LWENKHUTE NO
NPUKPENeHUIo NPaBoi KHOMKOM MbllK, BbibepuTe NyHKT OTKPbITb C MOMOLLbIO, BbliDepuTe
HY}KHOE MPUIOKEHUE U HAXKMUTE KHOMKY OK.

3 BHecuTe B NnpuKpenieHne Tpebyemble N3MEHEHWA, @ 3aTEM COXPaHUTE U 3aKpoitTe ero.
M3meHeHHan BepcuA NPUKPenIeHna NoABMTCA B UCXOAHOM MOYTOBOM COOBLLIEHNN.

4 LenkHuTe NyHKT OTBEeTUTL, OTBETUTL Bcem UM MepecnaTb, YTOObI OTNPABUTb NPUKPENIeHNe
NMOBTOPHO.

5 B oTBeT Ha 3anNpPoC HAa*KMUTE KHOMKY [la, 4To6bl NPUKPENUTL K HOBOMY NMOYTOBOMY COOBLLEHMIO
N3MEHEHHbIN JOKYMEHT.

6 MpoponsknuTe co3gaHne NoYToOBOro COObLLLEHUSA, @ 3aTEM HaXKMUTE KHOMKY OTnpasuTh.

MpocmoTp NnpuKpenneHHO BUSUTHOM KapTOUKHM

BusuTHble KapTouku (vCard) — 3To 31eKTPOHHbIE BU3UTHbIE KAPTOUYKM, OTGOPMATUPOBAHHbIE B
COOTBETCTBMM CO CTaHAAPTaMM NOYTOBOrO KOHCopUMyma NHTepHeTa.

YT106bI NPOCMOTPETL KapTouKy vCard, KoTopas bblna NPUKpPeneHa K COOBLLEHNIO, BbIMONHUTE
cneaytowme AencTemA.

1 WenkHuTte vCard npaBoM KHOMKOM MbILUW.

2 LlllenkHute MpocmoTp NpuKkpenaeHus.

JononHutenbHble cBeAeHNA 06 UMMNOPTE BUSUTHOM KapTOYKM B A PECHYIO KHUTY, CM. B pasaene
MmnopTupoBaHMe KOHTaKToB 13 vCard.

OTBeT Ha 31eKTPOHHOEe NUCbMO

YT106bl OTBETUTL Ha coobLleHMe NCcnoNb3ynTe KomaHay OTBeTUTb. MOXHO OTBETUTL BCEM
NoNb30BaTeNAM, MOAYUUBLUNM UCXOAHbIA 3NEMEHT, UM TONbKO OTNPaBUTENIO. Bbl Takke moKeTte
BK/IOYNTb B CBOW OTBET KOMUIO MCXOAHOTO COObLIEHMA, Ha KOTOPOe Bbl OTBeYaeTe. MNepes TeKCTom
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NCXOAHOM TeMbl COOBLEHNA aBTOMATUYECKM BCTaBaseTca npedukc Re:. Mpu KenaHUM Bbl MOXKeTe
N3MEHUTb TeMy NUcbma. Ecnm HeobxoaMmo BbICTPO OTNPABUTb OTBET, MOYKHO BOCMO/1b30BaTbCA
$yHKUMel BbICTPOro oTBeTa C BO3MOKHOCTbIHO KOPOTKOrO KOMMEHTApUA.

+ "OTBeT Ha 3/1eKTPOHHOE NUCcbMOo" Ha cTp. 167

+ "BK/AtoYyeHue B OTBET COOOLIEHMA NN NPUKPENIEHUI oTnpasuTena” Ha cTp. 168
+ "HacTtpoika ¢popmaTa oTBETa NO yMoN4aHuMo" Ha cTp. 168

+ "HacTpoiKa aBTomMaTM3npoBaHHOro oteeTa" Ha cTp. 169

+ "OTBeT Ha coobLleHNe B COBMECTHO UCMNob3yemoli nanke" Ha cTp. 169

+ "Ucnonb3oBaHue bbicTporo oteeTa" Ha cTp. 169

OTBeT Ha 3/1IeKTPOHHOE NUCbMO

Ectb ABa cnocoba oTBETUTbL Ha coobLLEeHME.
BapuaHT 1.

1 OTKpoiiTe coobuieHne, Ha KOTOPOE XOTUTE OTBETUTb.

2 HaxXmuTe KHOMKY OTBeTUTb Ha NaHenn MHCTPYMEHTOB, yTObbI OTNPaBUTb INNIEKTPOHHOE NNCbMO
TO/IbKO OTMNpPaBUTENIO.

nnn

HaxmuTe KHOMKy OTBeTUTL BCEM Ha NaHEeIM UHCTPYMEHTOB, YTOObl OTNPABUTbL 3/IEKTPOHHOE
NMMCbMO ero OTNPaBUTEO U BCEM MOJyHaTENAM.

3 BBeauTe coobLIEHNE M HAXKMUTE KHOMKY OTNpaBuTb HAa NAHENM UHCTPYMEHTOB.
BapuaHT 2.

1 OTKpoiiTe coobuieHne, Ha KOTOPOE XOTUTE OTBETUTb.

2 HaxXmuTe KHOMKy OTBeTUTh.
OTKpoeTcA bnaHK co3aaHuA, a B MEHIO NapaMeTpoB 0TOOPa3ATCA NapaMeTpbl CO34aHUA.

3 BbibepuTe NYHKT oTnpasuTento, YTobbl OTNPABUTL 3NEKTPOHHOE NMUCbMO TO/IbKO OTMPABUTENIO.
nnu

Bbl6epMTe NYHKT BCem, YyTOObI OTNPaBUTb INIEKTPOHHOE MNCbMO OTNPABUTENO N BCEM
nony4vyaTtenam.

4 BeeguTte COO6LLI,€HVIe M HaXXMuUTe KHONKYy OTnpasuTb Ha NaHeAn UHCTPYMEHTOB.

Ecnv B UICXOQHOM 31€MEHTE MMEIOTCA NOAYYaTeNN KOMUU UK CKPBITOM KOMKK U Bbl BbibepeTe
napametp «OTBETUTb BCEM», OTBET ByAET OTNPaB/eH NoayyaTeiimMm KONuK, Ho He NoaydyaTensam
CKPbITOM KONUK.
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BknloyeHue B OTBET COO6LLEHUA NN NPUKPENIEHNIA
oTnpaButens

Mpu oTBETE Ha INEKTPOHHOE MUCbMO MOXHO BblGpPaTh COOTBETCTBYIOLLME MYHKTbI MEHIO
«MapameTpbl co3aaHNA», YTOObI BKAKOYUTL B HEro cooblieHne oTnpasuTens n ntobble
npuKpenneHna, Bxogauine 8 coobuieHme.

1 Bbl6€pMTe COOGIJJ,EHMe 3HEKTpOHHOﬁ noYyTbl, Ha KOTOpPOE HEO6XO,£I,VIMO OTBETUTb, 3aTEM Ha
NnaHenn UHCTPYMEHTOB Ha*KMUTE KHOMKY OTBeTUTb.

2 Haxopgsncb B 6/1aHKe co3aHuA, OTKPoTe B MeHIo «llapameTpbl» PacKpbiBatoLEeecs MeHI0
MapameTpbl.

Bbl6epMTe, HY>XHO /11 OTBETUTb TO/ZIbKO OTNPaBUTENIO NN BCEM.

4 YT06bl BK/OYUTL B OTBET COOBLLEHME OTNPABUTENS, YCTAHOBUTE GNAXKOK BKounTth coobuieHmne
OT oTnpaBuTens.

5 YT106bl BKNOYMTb B OTBET NPUKPENIEHNA OTNPaBMTENS, YCTaHOBUTE GpNaXKOK BraounTb
npUKpenseHua oT oTnpasuTens.

6 BeeguTte COO6LLI,€HVI€ M HaXXMuUTe KHONKYy OTnpasuTb Ha NaHeAn UHCTPYMEHTOB.

HacTtpoiika ¢popmarta oTBEeTa NO YMO/IYAHUIO

YT106bI HaCTPOUTb d)OpMaT OTBETa N0 YMO/ZIHaHUIO, BbINO/IHUTE YKA3aHHbIE HUXKE AEIZCTBMﬂ.

1 UWlenkHute Cepsuc > MapameTpbl.
2 [lBaxkAbl WeNKHUTE No anemeHTy Cpeaa u nepenante Ha BKNagry ®opmar oteera.

3 Ecnu ucnonbayetca popmaT OTBETA NPOCTbIM TEKCTOM, MOXKHO Bbl6paThb cieaytoLine ero
napameTpsl.

Knaccnueckuii GroupWise: YKa3blBatoTCA 3HAKU pa3geneHmns, nepBoHaYvasibHblil OTNPaBUTEND,
OaTa v spems.

Bkntoyatb 3aronoBku: MoXKHO Bbl6paTb 3HaK pa3geneHnA; YKa3blBaeTCA VICXOLI,HbI[;i
oTnpasuTesib, NOsly4aTesib, 4ata, Bpema n Tema.

CraHpapTHbIN ana UHTepHeTa: Mo3BosAeT BbibpaTh pasgennteb; No3BOAAET yKasaTb, cleayert
N1 BKNIOYATb MCXOAHOTO OTNPaBUTENA, aApec SNEeKTPOHHOM NoYThl, AaTy, BPEMSA U
naeHTUdUKaTop cooblieHms.

LBeT TeKcTa: [ocTyneH ToNbKO A4 napameTpa CtaHpapTHbI ana UHtepHera. Mo3sonAeT
BbI6paTh UBeT oTBETa. ITOT LBET NPUMEHAETCA K UCXOAHOMY TEKCTY, HO HE K BBeAeHHOMY
HOBOMY TEKCTY.

Momelwatb oTBeT: BbibepuTe Ceepxy UAn CHU3y, eCAKn paHee Bbibpann napameTp Bratouatb
3aronoBku nnn CraHpapTHbIN gna UHTepHerTa.

4 Ecnn ucnonbayetcsa dopmat otBeTa HTML, MOXKHO BbibpaTh cieaytolmMe ero napameTpsi.

Knaccuueckuin GroupWise: YKa3biBaloTcA 3HaKM pasaeneHuns, nepBoHadYanbHblid OTNPaBUTeNb,
[aTta n Bpems.

YnydweHHblii HTML: Mo3BonseT BbibpaTh pa3aenntenb; NO3BONAET yKa3aTb, CAeayeT Au
BK/IIOYATb MCXOLHOTO OTNPABUTENSA, aAPEC INEKTPOHHOM NOYThI, AaTy, BpeMA U MAeHTUPUKATOP
coobueHma. Ytobbl BMECTO 3TOro YKa3aTb UCXOA4HOTO OTNPABUTENSA, MOAyYaTeNs, AaTy, Bpema 1
Temy, BbibepuTe napameTp BroUaTb 3aroIoBKM.
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Momelwatb oTBeT: Bbibepute Ceepxy Man CHU3y, eCAun paHee BbiGpann napameTp YayullieHHbIN
HTML.

5 Haxkmute KHoMKy OK.

HacTpoiika aBTOMaTU3MPOBAHHOIO OTBeTa

Ecau Bbl NNaHMpyeTe OTCYyTCTBOBaTb Ha paboyem mecTe B Te4EHME AINTENIBHOTO BPEMEHH, Bbl
MOKeTe Co34aTb NPaBU/IO OTBETA HA COOBLLEHMSA, MONYYEHHbIE BO BPEMSA BaLLEro OTCYTCTBUA.
MHCTPYKLMM NO HAcTpOlKe cM. B pasgene CosaaHue npasuia «Hert B oduce».

OTBeT Ha COOGI.I.I,EHME B COBMEeCTHO MCHOﬂbBVEMOﬁ nanke

Y106bI OTBETUTH Ha COOGLLI,EHVIe B O6LLI,EI?1 nanke, BbINO/IHUTE YKAa3aHHblE€ HUXKE ,D,EVICTBMﬂ.

1 OTKpoiiTe nan BbibepuTe 3N1eMeHT B COBMECTHO MCMOJIb3yeMO nanke.
2 UlenkHuTe OTBeTUTH HA NAaHeNN MHCTPYMEHTOB.

nnu

LLlenKHUTE NpaBOM KHOMKOM MbILIM MO COOBLLEHMIO U BbIOEpUTE NYHKT OTBETUTD.
3 B ckonb3Alem meHto «llapameTpbl cO3a4aHMAY» WENKHUTE NYHKT «OTBETUTbLY.

Bbl MOXKeTe OTBETUTb HA MCXOAHYI0 TEMY MW HA NoC/e[ylowmne oTeeTbl B LEeno4vke COO6LLI,eHMl7|.
B ntobom C/ly4ae 3T OTBETbI MOMELLATCA B COBMECTHO UCMO/Ib3yeMYIO Nanky, a He
OTNPaBAAKOTCA OTAE/IbHbIM INLUaM.

Ecnv Bbl OTBEYaETE IMYHO aBTOPY 3/IEMEHTA, TO OTBET He ByaeT nomelleH B COBMECTHO
MCMONb3yEMYIO MankKy.

4 Haxmunte KHonky OK.

BeeauTte oTBET M BbiIbEpUTE KOMaHAY OTnpaska Uan OTNpPaBuTb Ha NAHEAN UHCTPYMEHTOB.

Ucnonb3oBaHue 6bicTporo oreera

C nomoLbto GYHKLMM BbICTPOrO OTBETA MOXKHO OTBEYaTb Ha COOBLLEHNA, HE OTNPaBAAA OTBET
BPYYHYIO. BbICTPbIN OTBET MOXKHO BblIOpaTb B NPAaBOM HUKHEM YINly OKHe YTeHus. Ero Bbl ero
BblbepuTe, OTNPABUTENb COOBLLEHMA NOYYUT COOTBETCTBYIOLEE onoBeleHMe. OH CMOXKET yBUAETb
ObICTPbIN OTBET B 3ar0/IOBKE OTMPAB/AEHHOIO 3/1IEMEHTa.

1 B npaBom BepXHEM yI/ly OKHa YTeHMA COOBLEHNS LWENKHUTE He BbibpaHo pPAAOM C Nonem
6bICTpbIii OTBET.
2 BbibepuTe NnoaxoaALLMiA OTBET U3 CMMCKa CTaHAAPTHbIX BAPUAHTOB.

3 HeobAszaTtenbHO: 414 BapuaHTa OTBETUTb C KOMMEHTapMEM... MOMKHO A06aBUTb K BbIBpaHHOMY
oTBeTy cobcTBEHHOE NpUMeYaHme. YKasaB KOMMEHTapWiA U BbibpaB OTBET, HAXKMUTE KHOMKY
OK.
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YTeHne nepenmnucku 1 oTeeTbl B NpeacTaBNeHUM LLenoUKu
pa3rosopos

Tenepb Npu BKAHOYEHHOM NPeACcTaBAeHMM LLeNOYKM Pa3sroBOPOB OTBETbI B CIMCKE 3/1EMEHTOB
oTobparkatoTca Kak ogHa 6ecea. [1ns Kax4oro pasrosopa B CNMCKe 3n1emMeHToB oTobparkaeTca
obLee KOIMYECTBO HEMPOYMTaHHbIX OTBETOB, BblAe/IeHHOE 3e/1eHbIM, U 0bLLee KOMYecTBo
OTBETOB, BblAe/IEHHOE CUHUM. YTOBbI MPOCMOTPETL BCE OTBETbI, OTKPOMUTE Pa3roBOp MU
BOCMO/Ib3yTeCh CPeacTBOM 6bICTPOro NPOCMOTpPA.

Mpumep pasrosopa:

2 Mail From: Blissy Pokemon - O *
File Edit View Actions Tools Accounts Window Help

3 Close 4y Reply 4 ReplyAll @ Forward = - m -y 4 |%|§|

Mail lProper‘tiesl Discussion Thread]

Scott Stevensen 8/22/2017 1:21 PM | ¢
Hey, let's have another conversation #*

.

to: Tony Carter; Carlos Gomingez; Kiki Rossinni; Samantha Hoshido, Connar Smith; Sandy O'Rourke; Jason Giannis, Shiguri Mittzu;  #°
Marcus Chamberlain

Cras in porta lacus. Integer et lorem sed felis euismod tristique. Aenean omare vel erat ut placerat. Integer vel ante quis enim semper blandit. Donec venenatis massa
sed orci placerat, eu congue magna feugiat. Ut commodao tempor dolor quis scelerisque. Pellentesque maximus lorem diam, vel varius tellus sollicitudin ut. Nunc
dapibus id sem dapibus mollis. Sed mattis iaculis varius.

Praesent congue, est sed ullamcorper egestas, nisl diam rhoncus nisi, non posuere magna ligula vitae risus. Pellentesque sem est, interdum sit amet consectetur

Shaow All
1 Unread

> 0 Jimmy Clarkson 9/7/2017 %13 AM
a

Reply~

‘ Scott Stevensen replied - 2 replies

_’ Happy Jones 9/14/2017 11:06 AM
Let's work on sprucing up this conversation.

What do you all say?
Reply~

Scott Stevensen added Sandy O'Rourke to the conversation

- ~

A Q Jimmy Clarkson 9/14/2017 3:23 PM
New reply

Reply~

Happy Jones Just now

This is great. | love it!

Reply~ v

A ].‘_].' @
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HoBble O0TBETbI B pa3roBope BblAeNeHbl 3€/IeHON pamMKol. PamKa OCTaeTcs 3e/1IeHOM B TEHEHME TPEX
MWHYT Nocae TOro, Kak Bbl NpoynTaeTe coobueHne. YTobbl yaanuTb HeNpoUYUTaHHbIE COOBLEHNUS,
LLLENKHUTE NPaBON KHOMKOM MbILWM NO 3e/IEHOMY YMCY HEMPOUYUTAHHbBIX COOBLLLEHWNI PAAOM C
pa3roBopom B CMIUCKE 3/1EMEHTOB.

+ "OtBeT B pasroBope" Ha cTp. 171
+ "[lobaBneHune nonb3oBaTesielt B pasrosop"” Ha cTp. 171

+ "BK/AtOYeHME U BbIKIOYEHME NpeacTaBAeHUs LLenoYKkn pa3rosopos” Ha cTp. 171

OTBeT B pasrosope

Kak oTBeTMTb B pasrosope

1 Bbl6epMTe coo6u.|,eHme, Ha KOTOpOeE Bbl XOTUTE OTBETUTD.

2 BBeawuTe TEKCT B NoJie OTBETa BHU3Y pa3roBopa. Ecau Bbl oTBeYaeTe Ha OTBET, LENKHUTE KHOMKY
OTBeTUTb NOA TEIOM CO0bLLEeHMs, YTOObI OTKPbLITL NOE OTBETa.

3 BBeauTe OTBET M LWENKHUTE KHOMKY OTnpasuTb CNpasa.

Y1obbI ,EI,06aBVITb npuKkpenaeHna, WenKHUTe 3Ha4Y0K NpuKpenieHna cnpasa. TakKe MOXHO

BOCM0/1b30BaTbCA PyHKLUMEN bbicTporo oteerta. [15 3TOro WEAKHUTE KHOMKY 427 ja nanenn
oTBETa.

[DobaBneHne nonb3oBartenei B pasroBop

Kak gobaButb nnaun yganutb nonb3osatenen

1 HaxkmuTe KHONKY 427 3 nanenv oteeta n Bbl6epUTe NYHKT U3MeHUTb nonyyaTenen.

2 BseguTte nmeHa I'IOI'Ib3OBaTEJ'IEVI, KOTOPbIX Bbl XOTUTE LI,OGBBMTb, WAn yoannte nmeHa
ﬂOﬂb3OBaT8ﬂeﬁ, KOTOPbIX Bbl XOTUTE YOA/INUTb.

BKAloueHue U BblKNlOYEeHUe NpeacTaBieHNsA Lenovku
pa3rosopos

KaK BKAOYUTb MW BbIKAOUYUTD npeacrasseHne Leno4Ykn pasroeopos

1 Nepeiante B pasaen Cepsuc > Mapamertp > Cpega.

2 Ha BKknagke O6uime BHM3Y NPaBOro CTon16LUa YCTaHOBUTE AN CHUMUTE GIaXKOK BKAOUMTb
LLEeNOYKM pasrosopos.

MepecbiniKa cOObLEHWNIT INEKTPOHHOM NOYTDI

CDyHKLI,VIFI NnepecblZIKN NO3BONAET OTNPABAATb 3 /1IEMEHTbI /TN CCbITIKU Ha AOKYMEHTbI APYyrMm
nonb3oBaTenaAM. ITO NOYTOBOE COO6LL|,€HVI€ BKJ/IIOYAET Balle MMs U tobble Balmn KOMMEHTapun.

+ "MepecblNKka coobLeHnA 3NeKTPOHHOM noyTbl" Ha cTp. 172

+ "lepecblNiKa HECKONbKMX COOBLLLEHMI 9NEKTPOHHOM NoyThbl" Ha cTp. 172
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Ecau TpebyeTca aBTOMaTUYECKM NepechiNaTb HEKOTOPbIE UM BCE COOBLLEHMA B APYTYIO YYETHYIO
3anNunCb 31IEKTPOHHOM NoYThI, CM. pa3gen CosaaHue npasuia A5 NepechisIKK BCeW NoYTbl B APYryto
YYETHYHO 3amnuchb.

MepecbinKa coobLWweHNA 3N1eKTPOHHOU NOUTDI

YT106bI nepecnaTtb COO6LU,eHMe, BbIMNO/IHNTE YKa3aHHbIE HKNXKe AEVICTBMH.

1 OtkpoiiTe coobuieHne, KOTOPOe XOTMTe nepecnaThb.

2 (HeobnaszatenbHo) LLlenKHUTE NO CTpesike pacKpbiBaloLLEroca CNmncka Ha KHormKe Mepecnatb U
BblOEpUTE HYXKHbIN NapameTp NepecbIKn.

Bbl6paHHbI NapameTp COXpaHAETCA AN UCNOAb30BAHUA MO YMONYAHUIO NPU CAeayioLLem
NPUMEHEHMM KHOMKM Mepecnatb.

3 LlenkHuTe 3HaYOK MNepecnatb Ha NAaHENIM UHCTPYMEHTOB.
nnu
LLenkHuTe Oencreua > MNepecnatb B BUAE NPUKpPeNnneHus.

4 [o6aBbTe MMeHa No/ib30oBaTesiei, KOTOPbIM Bbl XOTUTE NEPEecnaTbh 3/1EeMEHT.
(HeobasaTtenbHo) Hanuwmnte cooblieHume.

6 LWenkHuTe OTnpasuTb HA NAaHENN UHCTPYMEHTOB.

MPUMEYAHME. MNapameTpbl NepecbiIKM AOCTYMNHbI TAK}Ke B pacKpblBatoLemca meHto Mapamertpbl B
CKONb3ALWEM MeHo «[TapameTpbl CO34aHUAR.

MepecbiNKa HECKONbKUX COOOLEHNUMN 3N1EKTPOHHOMN NOYTDI

YT106bI NEepecnaTb HECKONbKO COOBLLEHUIA SNEKTPOHHOWM NOYTbI, BbINOJHUTE YKa3aHHble HUKe
AencTems.

1 B noutoBOM fiLLMKe BblibepUTE COOBLLEHNA ANSA NEePECLINIKM, YAEPKMBAA HAXKATON KNaBuLly
Ctrl v WenKas no Kaxgomy ns coobLeHUN.

2 UWenkHuTe Oeicreua > Mepecnatb B BUAE NpUKpenneHus.

3 [lobaBbTe MMeHa No/ib30BaTe/Nei, KOTOPbIM Bbl XOTUTE NepecaaTb 3/IEMEHT.

4 (Heobs3zatenbHo) HanuwuTe coobuieHue.

5 LLenkHuTe OTNpaeBuTb Ha NaHeNN MHCTPYMEHTOB.
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Ucnonb3oBaHue TenedoHHOI CBA3U B 3NEKTPOHHOM nouTe

Koraa B co0bLLeHNAX 31eKTPOHHOM nouTbl ecTb 10- nan 11-3HayHble Homepa, TaKo HOMEpP MOXKET
oTob6parkaTbCA KaK rMnepcchblika, KOTOPYH MOMHO LWE/KHYTb, YTO6bl MO3BOHUTb Ha 3TOT HOMEp
yepes Skype unu cnyxby Mcnosb3yemoro B onepaLyMoHHOM cucTeMe nocTaBLMKa TenedoHHoM
CBA3M NO YMONYAHMIO.

YT106bI 10- Man 11-3HayHble HOMepa onpeaensnnch Kak TenepoHHble HOMepa, cieayeT BblbpaTb
NocTaBLLMKa TesledOHHOM CBS3M MO YMOYaHMIO.

1 UWenkHute Cepsuc > MapameTpbl.

2 [Ba)kabl WenkHMTe no anemeHTy Cpeaa U nepeianTte Ha BKNaAKy [eicTensa no ymonuaHuio.

3 B pacKpblBatoLemcs cnuncke MNocrasymk tenedoHHOM CBA3MU No ymonyaHuio BblbepuTte oguH 13
cneayowmnx napameTpos.

+ Hert. Homepa TenedpoHOB 0TOBPAXKAOTCA KaK 0ObIYHbIN TEKCT, @ HE KaK rMNepCcCblIKK.

+ Habupatenb Homepa No yMoA4aHUI0. Mcnonb3yeTca NocTaBLWMK TenedoHHOW CBA3K No
YMO/IYaHUIO B Ballel onepaumnoHHOoN cucteme.

+ Skype. MNpw wenyke Homepa TenedpoHa NPOM3BOAUTCA BbI3OB C UCMONb30BaHWeEM Skype.

[ononHutenbHble cBeAEHMA O BbI30Bax M3 cucTeMbl GroupWise ¢ nomoupto Skype cm. B
[OKyMeHTe Kpamkoe pykosodcmeo ro GroupWise u Skype.
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YnpaBaeHue nosiy4yeHHbIMMU
coobLeHuamm

B cneaytowmx pasgenax cogepmtca nHbopmauma o pabote ¢ nonydyeHHoM noyton B GroupWise.

+ "HacTpolika oTnpaBieHHOW UaW NOAYYEHHOMN 3NEKTPOHHOM NoyTbl" Ha cTp. 175
+ "MpeobpasoBaHuMe 3N1EKTPOHHOIO NMCbMa B APYroi Tun anemeHTa" Ha cTp. 178

+ "CoxpaHeHue nosy4yeHHOoM 3/IeKTPOHHOM NoYTbl Ha ANUCK UK B BubamnoTteky GroupWise" Ha cTp.
178
+ "YnaneHue coobuweHunin" Ha cTp. 179
+ "TMpocmoTp LenoYkn obeyKaeHns B 3SN1EKTPOHHOM noyTte" Ha cTp. 180
+ "OTobpaxKeHMe TONbKO HENPOYNTAHHbIX coobueHmnn" Ha cTp. 180
~n

+ "[IpOCMOTP UCTOUYHMKA BHELLIHUX CO0bLEeHnI" Ha cTp. 180

+ "ApxMBMPOBaHME N pe3epBHOE KOMMPOBAHME 3NEKTPOHHOM noyTbl" Ha cTp. 180

HacTtpoiika oTnpasneHHO Nan NONY4EeHHOM 3N1eKTPOHHOMU
nouyThbl

Mpw oTNpaBKe UAKU MNONYYEHUN COOBLLEHNI SNEKTPOHHOM NOYTLI Bbl MOXKETE OTKPbITL NaHeNb
napameTpoB M BbIbpaTb KOMaHAy MNepcoHannsmMpoBaTth B PaCKPbIBAOWEMCS CMMCKE, YTOObI
£06aBUTb K NUCbMY NepCcoHasibHble CBeAeHMA. B COOBLLEHNN MOXKHO U3MEHUTb TEMY, 06aBUTb
3aMeTKy, BblbpaTb KaTeropunio U A06aBUTb CBA3AHHbIE KOHTAKTbI.

+ "M3meHeHne TeMbl OTMPaBJEHHOIO WU MOJIY4EHHOTO COODLLEHMA 3/TEKTPOHHOM NoYTbl" Ha cTp.
176

+ "NlobaBneHMe 3aN1CKM BO BXOAALLEE NN UCXOAALLEE COODLLEHME 3NEKTPOHHOM NoYTbl" Ha CTp.
176

+ "MpukpenneHne danna K BXogaLWEMY UAN UCXOAALLLEMY cOObLEeHUto" Ha cTp. 176

+ "HasHauyeHue KaTeropmm BXOAALLMM UAWN UCXOAALLMM COODLLEHUAM SNEKTPOHHOW NOYTbI" Ha
ctp. 177

+ "[lob6aBneHMe KOHTAKTa BO BXOAALLEE WU UCXOAALLEE COODLLEHME 3IEKTPOHHOM NoYThbl" Ha
ctp. 177
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N3meHeHne TeMbl OTNPaBAEHHOIO WY NOIYYEHHOTo
Cco0b6LWEeHNA 3NEeKTPOHHOM NOYTbI

Mpun nepcoHanM3umMmM Tembl B Ballem NOYTOBOM ALLMKE U KaneHaape, a TaKKe B MOYTOBOM ALLMKE U
KasneHzape BalmMx A0BepPeHHbIX UL, 0TObpasnTca HoBasa Tema. MNpu M3MeHeHUM TeMbI SNEMEHTA B
COBMECTHO MCMNONb3YEMOM Nanke Apyrue Noab3oBaTen 3ToM nanku byayT BUAETb NepBoHaYabHYHO
Temy.
1 OTKpoOIiTe 31eMEHT NOYTOBOTO ALLMKA, NANKKU OTNPaB/IEHHbIX COOBLWEHNI AN KaneHaapsA.
2 LLlenKHUTe 3HAYOK peaaKkTMPOBaHMA PAAOM CO CTPOKON TEMbl U BBEAUTE HOBYIO TEMY B NoJie
Mosa Tema

Ona npocmotpa nepBOHaqaanoﬁ TEMbI OTKpOi/JITe 3/1eMEHT N NPOCMOTPUTE None Tema B 3aro/IoBKe
3/1EMEHTA.

Mpw BbINOAHEHMM NOUCKA NO Onpeae/IeHHOMY C/I0BY B Nnosie Tema B OKHe pe3ynbTaToB NoucKa byayT
oTObpaKaTbCs 3/1eMEHTbI, NepPBOHaYabHAA UAN NEPCOHANN3UPOBAHHAA TEMbI KOTOPbIX COAEepPrKaT
3TO cN10BO. [pK BbINONHEHMW PACLUMPEHHOTO MOWUCKA UCNOb3YITe NoJie Tema, YTobbl HANTH
nepBoHavabHyto TeMy. YTob6bl HANTM NEPCOHANU3UPOBAHHYIO TEMY, UCMONb3YNTe None Mos Tema.

Mpu co3gaHuKn npaBMaa, KOTOPOE NPOCMaTPUBAET OTAENbHOE CNOBO, B none Tema byaeT
OCYLLECTBAATLCA NOUCK TONbKO CPeay NepBoHayaibHbIX TEM.

[Aob6aBneHune 3anMCKK BO BXOAALLEE UK UCXo4ALLee
coobLieHne 3N1eKTPOHHOMN NOoYTDI

Mpu gobaBneHUM 3aNUCKN BO BXOASALLEE UIN UCXOAsALLEe COODLLEHNE 3/IEKTPOHHOM NOYTbI 3Ta
3anmncKa CTaHOBUTCA BUAMMOMN Bam U BaLMM A0BEPEHHbIM AnLam. YTobbl MOCMOTPETL 3aMNMCKY,
HeobX0AMMO OTKPbITb COODLLLEHME 3/1IEKTPOHHOM NOYTbI U BOCNO/b30BATbLCA PACKPbIBAOLWMMCA
MeHt0 MHamBuayanbHO B CKOMb3ALWEM MeHto «[lapameTpbi».

1 OTKpoiTe 3n1eMEeHT NOYTOBOTO ALLUMKA, NanKu OTNPaBJEHHbIX COODLIEHNIA N KaneHaaps.

2 OTKpoMiTe cKob3swee MeHto «lapameTpbl» U WeSKHUTE PacKpblBatoWweecs MeHo
UHgmueuayanbHo.

3 BseauTte TEKCT 3aMeTKM B nosie Mow 3ameTku. 3aMeTKa aBTOMaTUYECKU COXPaHAETCA nocse
BbIXO4a U3 PaCKPbIBAOLWErocs MeHo UHAUBUAYaNbHO.

MpuKkpenneHue ¢panna K BXoAALEMY UIN UCXOZALLEMY
coobueHunto

Mo3HO A06aBUTb NepCoHaNbHOE NPUKPEnaeHUe K BXOAALLMM AN UCXOAALLMM COOBLLEHNAM.
MpuKpenaeHne cMoKeTe BUAETb TONbKO Bbl, U OHO He ByAeT OTNpaB/ieHo Npu OTBETE U Nepecblike
coobuleHuns.

YT106bI NPMKPENUTL Paiia K COOOLLEHMIO, BbIMOAHUTE CeAytoLWme AeNCTBUA:

1 MpaBoi KHOMKOM MblLUM LWEIKHUTE B OKHE NPUKPENIEHUA N BbibepuTe NyHKT Mpukpenutb
nepcoHanbHbIN ¢paiin.

2 Haiigute v Bbibepute dainbl, KOTOpPbIE XOTUTE NPUKPENUTb.
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YT106bI YAANUTL NPUKPENAEHHbIV $hain, LWEAKHUTE NPAaBOI KHOMKOW MbILIN MO NPUKPENAEHUIO,
a 3aTem BblbepuTe KoMaHAy Yaanutb nepcoHanbHbIi daiin.

3 HaxkmuTe KHoMKy OK.
Bbl MoKeTe TaKKe NPOCTO nepeTackmMBaTb Gpaiisibl B OKHO NPUKPEnIeHus.

MepeHoc unu yaaneHue danmna Ha gUCKe MU CETEBOM YCTPOMCTBE He BAUAET Ha daiin, KOTOPbIN
6bln NPUKPENAeH K COObLLEHMIO.

Mpu yaaneHuy NpUKpenaeHHoro ¢paiina oH byaeT yaaneH ToNbKO U3 CNUCKA NPUKPENAeHUH, a He C
YKECTKOro UM CETEBOTO AMCKOB.

Ha3HauyeHue KaTeropum BXOAALMM UIN UCXOAALLUM
COO6LLEeHUAM 3N1eKTPOHHOMU NOoYTHI

KaTeropuu siBnstoTca cpeacTBoM OpraHu3aumnmn anemeHToB. Kateropmio MoXHO NpucBounTb tobomy
31eMEHTY, B TOM YMCae OTNPaBAEHHbIM UM NONAYYEHHbIM KOHTaKTam. MOXKHO c034aBaTb U
[06aBNATb KaTeropum, NPUCBanBan Kaxkaoh Kateropum naeHTMOUKaunMoHHbIn UBeT. LiBeTa
oTobpakaloTca B CMUCKE 31EMEHTOB M B KafeHaape.

JononHuTenbHo o cnocobax HasHaAYeHUA KaTEropum aIeMeHTY CM. B pasaene HasHaueHune
KaTeropum afemeHTam.

[o6aBneHne KOHTaKTa BO BXoAALLee UK Ucxogdallee
coobueHne 3NeKTPOHHOM NoYTbI

Ecnm Ko Bxogalemy nam ncxogsawemy CoobLLEHMIO 3NEKTPOHHOM NoUTbl 406aBUTL KOHTAKT, B
AanbHelLweMm 3To cooblieHne byaeT accoummpoBaTbea ¢ 406aBAEHHbIM B HETO KOHTaKToM. Npu
NPOCMOTPE KYPHana A4s1a onpeae/sIeHHOro KOHTaKTa Takasa QyHKLUS MOXKeT ObITb MO/1IE3HOM, TaK Kak
aApec 31eKTPOHHOM MOoYTbl OTOBPArKaeTCA B KypHaie KOHTaKTHbIX JINL, A1 KOHKPETHOTO
KOHTAKTHOTO /1ML, AaKe eC/IN 3TO KOHTAKT He Mocblaan cooblieHne no a/1eKTPOHHOM nouTe.
JononHUTeNbHY0 MHGOPMALMIO O KypPHane KOHTAKTHbIX INL, CM. B pa3gene lNpocmoTp Bcen
KOPPECNOHAEHLMM C KOHTAKTHbIM /IULLOM.

[06aBnATb N0Nb30BaTENIEN KaK KOHTaKTbl B 3/1IEKTPOHHYHO NOYTY MOYKHO NPW CO34aHMM COOBLIEHMS,
KaK onucaHo B pasaesne [lo6aBneHne KOHTaKTa B 3/IEKTPOHHYIO MoYTY.

Y106bl 406aBUTb KOHTAKT B YXKe NOJYYEHHOE UM OTMNPaBAeHHOE COO0bLEeHME 3NEKTPOHHOM NOYTbI,
BbINOAHUTE CAeAyoWwme AeNCcTBUA:
1 OTKpoliTe 3N1eMeHT NOYTOBOTO ALWMKA, NaNKM OTNPaBAEHHbIX COOOLLEHUI AW KaneHaaps.

2 OTKpoMTe CKoMb3Alee MeHIo «MapameTpbi» U BOMAUTE B PaCKpbIBatOLWLEeCcs MEHHO
UHgusmuayanbHo.

3 B none KoHTakT BBEAMTE MMA NONb30BaTE/A, @ 3aTEM Ha)KMUTe Knasuwy Enter. MoBTopUTE 3TH
OEeNCcTBMA oA ApYrux nosb3oBatenei.

nnn

YT106bI BbIBPATH M3 CMMCKa HEOBXOAMMbIE MMEHa NOJIb30BaTeNeM, LWEeNKHUTE NO 3HaYKy Agpec >
Bbi6op, pacnonoxKeHHoMy paaom c nonem Kourtakr. [BakAbl WENKHUTE MO KaXKaoMy
No/Ib30BaTE/O U HAaXKMUTE KHOMKY OK.
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MpeobpasoBaHue 31EKTPOHHOro NUCbMa B APYrou Tvn
3/1eMeHTa

TN anemeHTa B MOYTOBOM ALLMKE MOMKHO M3MEHUTb. Hanpumep, Bbl MOXeTe npeobpa3osaTb
NMUCbMO B MOYTOBOM fILLIMKE B MEPOMPUATUE U MOMECTUTb ero B KaneHaapb. HoBoe meponpusaTtune
byaeT cogeprkatb BCo MHGoOpMaLUIo U3 Nucbma (Hanpumep, cnnckn Komy, Konua n Ckpbitaa Konus,
TEMY U TEKCT CO0bLLEeHUSA), NPUMEHMMYIO 414 MEPONPUATUA.

Mpu npeobpasoBaHUM NUCbMa UK TeniehoHOrpaMmbl B cooblLLieHMe Apyroro Tuna (Hanpumep, B
MeponpuaTUE UAK 3aflaHNe), UCXOAHOE COObLLEeHWE YaaNAeTCa U3 NOYTOBOrO ALLMKA, @ HOBOE
[06aBnsAeTca B COOTBETCTBYHOLLLEE MECTONOIOKEHME (HanpUMep, B KafeHaaphb).

Koraa Bbl Nnpeobpa3soBbiBaeTe coobuieHne, GroupWise oTobparkaeT 6naHK coobLeHNA, BbIOPaHHbIN
B MPaMeTpax Opy>KeHUs.
1 B cBOem NoYTOBOM ALLMKe BbibepuTe cooblieHme, TUN KOTOPOro XOTUTE U3MEHUTD.
2 BbibepuTte NyHKT MpaBka > MU3meHUTb Ha , @ 3aTeM BblbepuTe TN coobLeHUs.
nnmn

BbibepuTe NyHKT lMNpaBka > M3meHnTb Ha > Elle, a 3aTem Bblbepute TMN cooblieHuna. MoxeTe
BbIOpPaTb NepPCOHaNbHbIE UAW TPYMNNOBbLIE 31EMEHTI.

MepcoHanbHble 3/1eMeHTbl 0TnpasnAoTca B «KaneHaapby. CoobLieHMsA rpynnbl OTNPaBAAOTCA
B MNOYTOBbIE ALMKM NOMb30BATE/NEN M rPYNN NoNb30BaTeNei, KOTOPbIM BblM OTNPABAEHbI.

3 BeauTe Heobxogumyto MHbOpPMaUMio.

4 LllenkHnUTe Ha NAaHeNAN MHCTPYMEHTOB KHOMKY OTnpasutb UAn NMomectutsb.

Mpu npeobpasoBaHUM NUCbMa UK TeniehoHOrpaMmbl B coobLLieHWe apyroro Tuna (Hanpumep, B
MeponpuaTUE UK 3aflaHne), UCXOAHOE COObLLEeHWE YaaNAeTCa U3 NOYTOBOrO ALLMKa, @ HOBOE
[06aBnsAeTca B COOTBETCTBYHOLLLEE MECTONOIOKEHME (HanpUMep, B KafeHaaphb).

CoxpaHeHue NoNy4YeHHOU 3/IEKTPOHHOM NMOYTbI HA AUCK
wnu B 6ubnnorexky GroupWise

CoxpaHsiemble co0bLEeHMA OCTalOTCA B Nankax «[o4YToBbIM AWMKY U «KaneHgapb», a TakKe

KOMUPYIOTCA B YKa3aHHOE MECTOMNOIOXKEHME. DINEMEHTbI MOXKHO COXPaHATbL Ha AUCKe B BUAE
TeKcToBbIX dpalinos, daitnos c opmaTMpoBaHHbIM TekcToMm, pdf-dainnos nnm B Buae dalinos
WMHTEPHET-NOYTLI. [PUKPENNEHNA COXPAHAIOTCA B CBOEM NepBoHaYvaibHOM dopmarTe.

1 B nanke «[oyToBbIl AWMK» AN «KaneHpapb» BbibepuTe CoObLLIEHNE, KOTOPOE XOTUTE
COXPaHUTb, U BbibepuTe B MeHIo ®aiinl NYHKT CoXpaHuTb KaK.

2 YmepxmuBas HaxaToM kjaBuimy «Ctrl», mMEeJKHUTEe COoOOmeHMe ¥ NPUKPEIJIeHUS,
KOTOPHE XOTUTE COXPAHUTE.

3 YKaXuTe, COXpaHUTb coobLieHne Ha gucke nam B bubamnoteke GroupWise.
4 B none Umsa daiina ykaxute uma daina ana snemeHTa.

nnu

B none Tema yKa*knte Ha3BaHME TEMbI.

5 Y106bl COXPaHUTb 3/1EMEHT B MECTe, OT/IMYHOM OT TEKYLLLErO, MepeinaunTe B 4pyroi KaTanor.
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YT106bI COXpaHUTbL cooblLieHMe B gpyroit bubnnoteke GroupWise, BbibepuTe B
PACKPbIBAOLLEMCA CNIUCKE MMA BUBAINOTEKN.

6 [pu coxpaHeHun B BubAMoTeKe GroupWise ycTaHOBUTE GNAXKOK YCTaHOBUTL CBOICTEA,
MCNonb3yA 3Ha4YeHUsA No yMon4aHuio, ecn He cobmpaeTtech cpasy 3a4aBaTb CBOMCTBA
[OKYMEHTa.

7 Ha)XmuTte KHOMNKY Ypanutb, @ 3aTem — 3aKpbiThb.

MepetackuBaHue co06LWEHNUMN 3INEKTPOHHOMN NOYTDI

dnemeHT B cocTaBe GroupWise MOXKHO NepeTaLLnTb B MECTO, FAE HYKHO COXPaHUTb dalin.
Hanpumep, MOXKHO NepeTaLlmnTb coobLLeHMe B NANKy NPOeKTa Ha paboyem ctone Windows nnu B
APYron NOYTOBbIN KNEHT.

MepeTackmMBaemble paitibl COXPaHAOTCA B O4HOM U3 ABYX GOPMATOB: AP/bIK A1 UCXOAHOIO
coobleHnn B popmaTe . gwi UM KONUS UCXOLHOTO coobLLeHna B popmaTe . eml.

Y106bI M3MEHUTb hopmaT:

1 WenkHute Cepsuc > MNapameTpbl.
2 [BakAbl WENKHUTE NOo 3nemMeHTy Cpeaa 1M nepenanTe Ha BKAAAKY [eiicTBUA No ymoadYaHuio.

3 Nopg pasgenom Mepetawmutb coobuieHue Ha pabounii cton BblbepuTe Co3patb ApAbIK (.gWi) UK
Co3pgatb Konuio (.eml) nnn Cospatb pdf-dpaiin (.pdf).

YpaneHue coobuieHum

[na ynaneHus BbibpaHHbIX COOBLLEHMIA M3 NOYTOBOTO ALLMKA UCMNONb3YNTE KOMaHAY «YAanuTb».

KomaHay «Yaanntby TaKyKe MOXHO MCNO/1b30BaTh A5 0T3blBa OTNPaB/EHHbIX COOBLLEHUA.
MoyToBble coobLEeHNA U TenedOHOrPaMMbl MOXKHO OT3bIBaTb, EC/IN NOJIyYaTeNlb HE NPOYUTAN UX UK
OHM He bblnu oTnpasneHbl Yepes MHTepHeT. MeponpuaTMA, HANOMWUHAHWUA W 3a4aHUA MOXKHO
OT3bIBaTb B /10601 MOMeEHT. CBeAeHMA O TOM, Kak 0TO3BaTb OTNPAB/IEHHbIE 3/IEMEHTbI, CM. B
pasgene OT3bIB OTNPABAEHHbIX MUCEM.

Ecnuv Bam nocTynaeT MHOTO HexenaTe/ibHOM MoYTbl, KOTOPYHO NMPUXOAUTCA YAANATb BPYYHYIO, Bbl
MOMKeTe HacTPouTb GUALTP HeXenaTenbHoM noyTbl. JonoaHuTenbHan HPopmauma: ObpaboTka
HexkenatenbHol noytbl (Cnam).

Y1066l YAANUTb 3N1EMEHTbI U3 MOYTOBOrO ALLMKA:

1 B oCHOBHOM OKHe Bbl6epVITe OANH NN HECKOJIbKO 3/IEMEHTOB U HAXKMUTE KNaBULWy Delete.

2 [pu yganeHum oTNpaBAEHHOTO 3/1eMEHTa OTKPOETCA AMANOrOBOE OKHO «YAaseHue afiemeHTay.
BblbepuTe HY)KHbIN BapuUaHT B pasaene Yaanutb U3 U HaXmute KHonky OK.

Mo3KHO BblIBPaTb OAMH U3 CNeAYIOLIMX MapaMEeTPOB:
+ Moero no4YToBOro ALLMKa
+ [MoyTOBOrO fAWMKa NosyyaTens

+ Bcex NoYTOBbIX ALWMKOB
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Mpun yaaneHnm cCblNkM Ha OKYMEHT U3 NOYTOBOIO ALLMKA yAANAETCA TONbKO CCbl/IKa. JOKYMEHT
ocTaeTca B bubnunoreke.

yﬂ,al'IEHHble 3/1IeMEHTbl MOMELLAOTCA B NManky ((K0p3VIHa» N OCTAlOTCA TaM 0 €€ OYUCTKMU.

MpocmoTp LenovKkn obcyKaeHua B 3/IEKTPOHHOM noyTe

Llenoykn obcy:kaeHMA oTobparkatoT 3N1eKTPOHHOEe 0bCyXKAeHNE UCXOAHOTO 3/1EMEHTA U BCEX
CBA3aHHbIX C HUM OTBETOB B Mepapxuyeckom nopagke. Mpun NpocmoTpe Lenodek obcy»aeHns
BXOAALLMX COOBLLEHMIA CMUCOK BCEX OTNPABAEHHbIX M NOMYYEHHbIX 31eMEHTOB oTobparkaeTcs Hag,
coobLeHnem 31eKTPOHHOM NoYTbI.

1 [1Bakabl LIENKHWUTE 3/IEMEHT, KOTOPbI HEOBX0AMMO NMPOCMOTPETb.

2 BbibepuTte BKNaAKy Lienouka obeykaeHus.

OTobpakeHne TONbKO HEMPOUUTAHHbIX COObLLEHMIA

Y106bl OLICTPO NPOCMOTPETH BCE HEMPOUYUTAHHbIE COOBLLEHUA, MOXKHO CO34aTb NankKy, B KOTOPOW
0oTO6paXKaloTCA TONbKO HENPOUYUTaHHbIe coobLeHna. [lononHUTENbHbIE CBEAEHUA CM. B pasaene
Co3paaHue nanku, B KOTOPOM OTOBParKaOTCA HEMPOUYUTAHHbIE NUCbMA.

MpocMmoTp UCTOUHUKA BHELWHUX coobueHumn

|-|pl/| nony4eHnUn nnm oTnpaBke COOGLLI,EHMﬁ B N U3 BHEWHUX CUCTEM MOXKHO MPOCMATPUBATb
NUCTOYHUK COOGLLI,EHMH. MCTOYHMK BKAOYAET BCE AadHHble, KOTOPblE COAEePHKATCA B COOGLLI,eHMVI.

1 [BaxAbl WENKHUTE 3/IEMEHT, NOJIy4EeHHbIN OT BHELLIHEro UCTOYHMKa.

2 BbibepuTe BKIagKy NcTOUHMK coobLeHuA.

ApXuBupoBaHue U pe3epBHOE KONUPOBAaHWUE 3/1IEKTPOHHOM
nouTbl

dNeKTPOHHaA NOYTa MOMKET BbICTPO HaKanAMBaTbCA. nA noayvyeHmAa MHPopmaLumm o AOAFOCPOUHbIX
cTpaTernsax ynpasneHusa cm. O6cnyxkusaHmne GroupWise.
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Neyatb cOObOLLEHUMN

GroupWise nosBoaseT pacneyataTb 1060V 3NeMEHT UM €ro NPUKPENIEHUA.

Mpu NeyaT anemeHTa B BEPXHEW YacTM CTPaAHULLbI NOABAAETCA coaepKumoe nonei Ot, Komy, [ara,
Tema, Konusa 1 umeHa npuKpenaeHni.

+ "Bblbop npuHTEpa" Ha cTp. 181

+ "MeyaTb COOOLLEHWNI INEKTPOHHOM NOYTbI C NpUKpenaeHMamn" Ha cTp. 181

+ "OTobpaxeHune 3aronoBKa" Ha cTp. 182

+ "MameHeHMe pasmepa WpndTa No yMOJYaHMIO MNPU NEYaTU 3/IEMEHTOB C MPOCTbIM TEKCTOM" Ha
cTp. 182

+ "lMeyaTb cN1CKa 3/1emeHToB" Ha cTp. 182

+ "HacTtpoiika napameTtpa ne4yaTtv no ymon4aHuio ans 60/bLIOoro cnucka paccbiiku' Ha ctp. 182

Bbli6op NnpuHTEpPa

YT106bI BbIOPATL NPUHTEP AN1A NEeYaTH, BbINOJHUTE YKa3aHHbIE HUXKe AeUCTBUA.
1 B cpeacTse H6bICTPOro NPOCMOTPA MK B OTKPBITOM 3/1EMEHTE LWESIKHUTE NPaBoii KHOMKOM
MbILLW MO COOBLLEHUIO U BbIDEPUTE NYHKT lMNevaTs.
2 B pasgene Bbi6op npuHTEPa BblIOEPUTE HYXKHbIN NPUHTEP.

3 UWenkHute Meuatb.

MeyaTb cOO6LLEHNI 31eKTPOHHOM NOUTDbI C
npuUKpenaeHuamm

YT106bI pacneyataTb COOOLLEHNA INEKTPOHHOM MOYTLI C NPUKPENIEHUSMM, BbINOHUTE YKa3aHHble
HUXKe AencTBuA.

1 B cnucKe aNemMeHTOB NOYTOBOTO ALWMKA OTKPOMTE 3/1IEMEHT, KOTOPbIN HYKHO Hane4yaTaTb.

2 UWenkHute ®aiin > MNeyathb.

3 BbibepuTte anemeHTbl U NPUKPENIEHUs, KOTopble TpebyeTcA HaneyvaTaTb.

BbibepuTe napameTp MNeyataTtb NPUKPENIEHUA U3 aCCOLMMPOBAHHOIO MPUIOXKEHUA AN1A 3aMyCKa
NPUIOXKEHMSA, B KOTOPOM Bbln co3aaH dalin NpuKpenaeHuns (ecam sTo NPUNONKEHME AOCTYMHO).
3TO MOXKET YBEANYUTL BPEMA MeYvaT, Ho obecneunT npasuabHoe popmaTupoBaHue dalina.
MeyaTtb M3 GroupWise MOXKeT COKPATUTb BPEMSA MeYaTn, HO NPU 3TOM MOMKET U3MEHUTLCA
dopmaTupoBaHUe NPUKpPeneHHOro ¢amnna.

4 |lenkHuTte Meyatb.

Ecnu Bbl 3anycKaeTe acCOUMNPOBAHHOE NPUNOKEHME, HE0bX0AMMO BbIOpaTh Nevatb daiina
nocne oTKPbITUA NpunoxkeHua. Korga nevatb byaert 3aBeplueHa, 3aKpoiTe NPUNONKeEHME.

Meuyatb coobuweHnin 181



182

OTo6parkeHue 3aronoBKa

[na oTobparkeHuns 3aronoBKa Ha CTPaHWULLE MPU NeYaTh 3NeMeHTa BbINOAHUTE CaeayloLLee:
1 LLenkHUTe NpaBoW KHOMKOM MbIWKW NO TEKCTOBOMY 3/IEMEHTY U BbibepuTe NyHKT MpuHTep >
Mapametpbl neyaTu.

2 B none Ums saganua gobasbTe CUMBONbI % £ ANA oToBparkeHUa MMeHun daiina u $p ana
oTobparKeHUaA NyTu.

3 Ha)kmwute KHONKy OK.

N3meHeHue pasmepa wpudTa No yMOAYAHUIO NPU NeYaTH
3/1eMEHTOB C NPOCTbIM TEKCTOM

Y106bI U3MEHUTD pa3smep LLlqu)Ta NoO YMOJIYaHUIO NpPU nNeYvyaTh a/ieMeHTOB C MPOCTbIM TEKCTOM:

1 OTKkpoliTe cooblueHne, KoTopoe HeobxoANMMO HaneyaTaTb.
2 Bbibepute nyHKT ®Paitn > Meuatb > MNapameTpbl neyaTu.

3 HarkmuTe KHOMKY U3meHuTb B pasgene LLpudt no ymonyaHuio U BbIGepUTE HYKHbIN LWPUDT U
ero pasmep.

4 Haxmute KHoMKy OK, a 3aTem Haxkmute KHonKy OK ewte pas, YTobbl COXPAaHUTb U3MEHEHMUS.

NMeyaTb cNUCKa 31eMmeHTOoB

®YHKUMA NeYaT Crmncka nevaTtaeT CIMCOK BCEX COOBLIEHMI 31EKTPOHHOW NOYTbl, NePEeYNCNEHHbIX B
BbIOpaHHOM Nanke.

1 BbibepuTe nanky.

2 BbibepuTte anemeHT B Nanke.

3 MocnepoBaTenbHO BbibepuTe NYHKTbI ®aiin > Meyatb > MNeyaTb crivcka.

Hactpoiika napameTpa neyat Nno ymona4yaHuio ans
60/1bLLOro CNUCKA PacCbiNIKK

Mpwu pacneyaTKe anemeHTa ¢ 60bLMM YNCNOM NosydaTenein nam c 60abLLMM CIIMCKOM PaCCbIIKK
MOXKHO BbIOpPaTb MeXAY pacneyaTKon BCero Cnmncka nam otaesbHblx noaydatenei. Npu soibope
neyaTy KOPOTKOrO CNMCKA PAcCblIKM ByaeT pacneyaTaHa of4Ha IMHMA CNIMCKA PaCcCbIKN.

1 MNocnepoBaTenbHO BbibepuTe NyHKTbI Cepeuc > MapameTpbl, @ 3aTeM ABaXKAbl WENKHUTE No
anemeHTy Cpepa.

2 lMepeiguTe Ha BKNAAKY [eicTBUA Mo ymonuaHuio, 3aTem B rpynne Meuyatb BbiI6epuTe NyHKT
MeuwaTb KpaT. cn. paccbiKK UK MNeyaTtb NOAH. CN. PACCbIIKMU.

MeyaTb coobLieHmni



O6paboTKka HexenarenbHou noutbl (Cnam)

®YHKUMA 06pa