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AHHoOTauus

MHorne nonb3oBatenn Microsoft Outlook paxe He nogospeBaldT 06 OrpoMHbIX
BO3MOXHOCTAX 3TOW NporpamMmmbl B NiiaHe opraHM3aumm BpeMeEHN — BpeEMEHW, KOTOPOro Ham BCEM
TaK He XBaTaer.

Ceoumn HapaboTkamm B 3ToM obnactm genutca [Nebd ApxaHrenbCkum — UHUUMaTop
poccuiickoro TM-aBuxeHUs, ocHoBaTenb TaiM-MeHemXepCKoro coobliecTBa, pykoBOoauTEmNb
kopnopatneHbix TM-npoektoB B PAO «ESC Poccuny», PricewaterhouseCoopers, «Bumm-bunns-
[aHH» 1 gp., reHOMPEKTOpP KOHCANTUHIOBOM KomnaHun «OpraHnsauus BpeMeHM», aBTOp KHUMK
«OpraHusauusa spemeHmn» (2003 r.) u 6ectcennepa « Tanm-gpans» (2005 r.).

Bbl y3HaeTe, kak Haubonee pauMOHanNbLHO HacTpouTb pasnuyHble pasgensl Outlook,
Kak Haunyywmm obpasoM opraHM3oBaTb BaluM BCTPEYM, 3a4ayu, KOHTaKTbl, MOYTY, Kak BECTU
XPOHOMETpPAaX BbINOMHEHUS pasnnyHbIX 3a4ady, Kak co3daTb Nnonb3oBaTenbCckne npeacTaBneHns
noJ CBOMW HYXAbl U MHOroe-MHoroe gpyroe.

KHUry MOXHO pekoMeHOoBaTb BCEM KaTeropusiv pykoBoguTenen, UX MNOMOLUHWKaM U
NPOCTO 3aHATbIM NOAAM, KOTOPbIM HE06X0ANMO 3 HEKTMBHO pacnopsiKaTbCs CBOMM BPEMEHEM.
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'med ApxaHrenbCckumn
dopmyna BpemMeHU. Taum-
MeHeaXMeHT Ha Outlook 2007-2010

YutanTte n npodbyure!

CoBpeMeHHast )KU3Hb, TeM 0oJiee )KU3Hb B OM3HECE — 3TO MOCTOSHHAS JUHAMHUKA.

Temn Hammx paboumx OymaHEH ¢ KaXKIbIM JTHEM CTAHOBUTCSI BCE JKECTYE W WHTCHCUBHEE.
YToOBI CHOKOWHO U YBEPEHHO CIIPABIISATHCS C HOBBIMH 3a/1auaMK, HaM HY>KHBI [TPABUIIbHBIC HHCTPY-
MEHTBI U YMEHHE UMHU T0JIb30BAThHCSI.

S pag mpencTaBUTh BHUMAHUIO YUTATEJICH MEPBYI0 POCCHUICKYIO KHUTY O TaliM-MEHEIK-
MeHTe Ha 6a3e mporpammel Microsoft Outlook 2010. TIporpammsl, genaroieit KU3Hb COBPEMEH-
HOTO YeJIOBeKa TUHAMUYHEE U MOOMIIbHEE, M ITPH ATOM €IIe U KOM(OpTHEE.

Microsoft Outlook naBHO 3HAKOM POCCHUICKOMY MOJB30BATENI0, HO 3a4aCTyI0 €T0 MPaKTH-
YEeCKOe MPUMEHEHHE PEalIM3yeT JIUIIb MalIyl 4acTh 3aJIOKEHHBIX B HEM BO3MOXKHOCTEW. [11ed
ApXaHreNbCKUH, BEMYIIUH POCCUICKHIA SKCIIEPT B 00JACTH YIPABJICHUS BPEMEHEM, TICPEBEPHYIT
NPUBBIYHBIN TIOAXO/I K ONMMCAHHIO MTPOTPAMMBI: B35B 32 OCHOBY TEXHOJIOTHIO d3PPEKTUBHOM caMo-
OpraHu3aIiK, OH IMOKa3aJl, HACKOJIBKO YHHUBEPCAIbHBIM, MHOTO3HAUYHBIM, THOKUM MHCTPYMEHTOM
MoxeT ObITh Microsoft Outlook, oco6enHo B ero HOBeliIIel BEpCHH.

JlaHHasi KHUTA YHUKAJIbHA HE TOJIBKO TEM, YTO IIEJIOCTHO U OTHOBPEMEHHO JOCTYITHO OObsIC-
HSET KaK OCHOBHBIC MTPUEMBI COBPEMEHHOT'O TaliM-MEHE/DKMEHTA, TaK M MX peau3aliio Ha 0ase
Microsoft Outlook. «®opmyna BpeMeHn» MOKa3bIBa€T HAM MPEEMCTBEHHOCTh KYJIBTYPhI MBICIH,
KYJIBTYPbI IJTAHUPOBAHUSI, KYJIBTYPHI [IEJICHAPABICHHOTO JICHCTBUS CKBO3b BCE BPEMEHA U TTOXH.
TonbKO YHUKAJIBHBIN POrPaMMHBIN MPOAYKT, MPEACTABIISIFOIINI OO0 HEUTO OOJIbIIIee, YEM TTPO-
CTO HEKYH) COBOKYITHOCTh TEXHHUECKUX YCOBEPIICHCTBOBAHUI, MOXKET MOPOIUTh TAKOH HEOXKH-
JIAHHBIN U SIPKUNA COIMOKYIBTYPHBIN pPE30HAHC.

XKenaro BceM unraresnsiMm «DopMyIibl BpeMEHI» MOTYYUTh YIOBOJIBCTBHE OT OPUTHHAIBHBIX
UCTOPHI1 O TOM, KaK MOIJIH ObI uciob30BaTh Microsoft Outlook I"ait FOnmii Le3aps, EBrennii One-
rvH, 0apoH MIOHXray3eH U Ipyrue 3aMedare/ibHbIC JIFOIH U TUTepaTypHble nepcoHaku. [ToMmuuTe
IJIABHOE: 3HAHUS JTOJDKHBI TIOOYKAATh K AeUCTBUIO. [IpounTaB 0 TEXHOIOTHH, KOTOpasi BaM MOHpa-
BUJIACh, 00 AJIEMEHTE MPOTPAMMBI, KOTOPBIH HE TOTaIbIBAIUCH paHee 3(p(PEeKTHBHO UCTIONB30BaTh,
MIOCTapalTECh UX ONMPOOOBATh M BHEIIPHUTH B CBOIO €XKEIHEBHYIO pa0boTy. U Koria BbI HAYHETE MPH-
MEHSITh 3TH TEXHOJIOTHH, TO CTAHETE 3HAUUTEIILHO HCKYCHEE B TOM, YeM BbI 3aHUMACTECh CETOIHS,
Oyab To OusHec, yueba uinu emie 4ro-nu6o. [losromy unraiite u npoOyiite!

C Haunyuwumu noxcenaHusamu,
bupeep Cmen, cenepanvhwiii oupekmop Microsoft 6 Poccuu u cmpanax CHI'
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OT aBTOpPAa

Bo MHorux o0mactsx Haimiel »KU3HU, YTOOBI MOTYUYUTh PE3YNbTaT, HYKHO MPUAECPKUBATHCS
HEKOTOPOM YETKO OMpeneneHHON cucTembl. Hampumep, B cropte, My3bike, GUTYPHOM KaTaHUU,
KJIaCCHUYECKOM Xopeorpaduu, maxmarax, myOTHYHbIX BEICTYIUICHUSX, MACTEPCTBE MIPOIAXK, UCKYC-
CTBE€ YIPABJICHUS U T. II.

BcenomuuTe omymienre MaieHbKoi mooeasl — B 1I000M U3 3TUX UCKyccTB. He kyOka u mep-
BOTO MECTa: OHU HE BCeraa ObIBAIOT, ]a M HE BCETNa HY)KHBIL. BcrmoMHUTE olnyIieHne Toii moodesl
HaJl caMUM cO0O0ii, KOTOPYIO BBl OJIEP>KHBAJIH, CJIENIaB Ha AECATh OT)KUMaHUN OOJbIlle, 4eM BUepa.

BonbuimHCTBY HpaBUTCS SHEPrus MOOEbl, MEePENOTHSIONIas HAC MPH JOCTHKCHUH IIEIIH.
lopa3no menblnee yncno atonei CocOOHO UCTIBITHIBATEH YAOBOJIBLCTBUE OT CaMOTO MpoIecca ABH-
KEHHSI K 1IeTTH, OT YCHJIHS, KOTOPOE JIJIsl ATOro HeoOXoaumMo mpuiokuTh. OT enodku nodea Haj
caMuM co00ii. OT coOCpeOTOYEHHOCTH, HACTPOCHHOCTH, BKIIFOYUCHHOCTH, KOTOPBIC TPOHU3BIBAIOT
KakJ10€ JEeHCTBHE.

TailM-MEeHEeI)KMEHT, ypaBJI€HUE BPEMEHEM, — 3TO HEKUH PO/l aCKETUYECKOM MPAKTUKH, TEX-
HOJIOTMHM CaMOCOBEPILEHCTBOBAHMS, OCO3HAHHOTO U OCMBICIICHHOTO YIIPaBJICHUS CBOEH JKU3HBIO.
OH TpebyeT Takol ke CIIOKOMHOM, YBEPEHHOI BKIIOUEHHOCTH M CAMOJIMCIIUTUIMHEI, KaK BOUHCKOE
MCKYCCTBO WJIM MOHAILECTBO.

B GonblmHCTBE MUPOBBIX PEIUTUI acKe3a MPEArnoiaraeT eqUHCTBO BHYTPEHHETO U BHEIII-
Hero. J[BOp MOHACTHIPS TOJDKEH OBITh TOJMETEH HE MEHEE TIATEIbHO, YeM IMPOYNTAHBI BEUCPHUE
MONUTBBL. OHO 6€3 IPyroro HEBO3MOXKHO.

Hama >xu3Hp HUKOrIa He OyaeT yCHEIIHO#, ecnu B Jenax IapuT xaoc. Hamm BcTpeuu,
3a/1a4M, KOHTAKThl, MBICIIM JOJIKHBI OBITh BBICTPOCHBI. JTOT MOPSAOK HE MEIIACT JKU3HH —
HA000pOT, KaK 00pe3Ka JUIIHUX BETOK Y IepeBa, OH IIOMOTAET €ii IBECTU U 3€JICHETb.

Outlook — neanbHOE TEXHUYECKOE BOILIOIICHHE JIJIs1 0030pa BCEX DIIEMEHTOB Halllel pabOThI
u xu3Hu. Outlook Benb u 03HavaeT «0030p». C ero MoMoIIBI0 MOXKHO CO3/1aTh MOJIHYI0 KapTHHY
BAIIKX JIeJ1 — U IPUJIATh UM JAE€TalbHOCTbD, KPACOTY, TIIATEIbHOCTh, IPOPa00TaHHOCTh, B TPUHIIUIIE
HEIOCTH)KUMBbIE B OyMaKHOM €KEeTHEBHUKE.

D10 moTpedyeT OMpPEEeNeHHBIX YCHJIMHA, HEKOTOPOH CaMOIUCIUIUIMHBI B BBIOJHEHUU
UHCTpYyKIMH. Ho, Kak TOBOPUITU OTIIBI-ACKETHI, BOJa, CBOOOJHO pa3NUBAIOLIAsCs MO0 paBHUHE, HE
uMeeT cBOOO/IbI IBUTaThes BBepX. Korma ke ee cB0OOY OrpaHUYHBAIOT, CTaBs TUNIOTHHY, — Y BOZbI
HOSABIISIETCS. Ho6asl cBoOoAa. CBOOOIA NBIKEHUS B HAMpaBICHHUH, KOTOPOE paHblie ObUIO HEIo-
CTYIIHO.

B namewm cnyuae 3Ta cBo601a — cBOOOa TOCTHKEHUS pe3ynbTaroB. CBoOOIa BCeraa HalTH
BpeMsl Ha TO, UTO XOYelllb. B koHeYHOM HuTore — cBOOOMAa yrpaBieHus: coooi. CBOUM BpeMEHEM.
CBoei JXKHU3HBIO.

Kax ckazanu Ha oqgHoM 3 TM-Tpenunros: «Ha oqHoit yaiie BecoB — TBos »ku3Hb. Ha npyroit
— TBOS JIEHb. UTO ThI BEIOMpALIIh?)

Yenexos!

I1e6 Apxaneenvckui,
eenepanvhulli oupexkmop OAO «Opeanuzayus Bpemenuy,
Microsoft Outlook MVP (Most Valuable Professional)
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OGpaTtHasn cBA3b

ABTOp OyzeT mpu3HaTeNeH 3a Ballli KOMMEHTApUH, JOTIOHEHUS, ¥ TJIaBHOE — 3a Balll JIHY-
HBII OMBIT HACTPOMKHU TalM-meHemxMeHTa Ha Outlook. Takke ¢ OGmaromapHOCTBIO OyaeT mpu-
HATa WHPOPMAIKs 000 BCEX BO3ZMOXHBIX MPOOETax WM HETOUHOCTSX. [IuimuTe MHE 1o aapecy
info@improvement.ru, 3BoHUTE 110 Tenedony (495) 228-17-47, 950-83-85, 3anaBaiiTe BOPOCH B
6mnore http://glebarhangelsky.livejournal.com.

«lIpeocmasvme cebs na mecme Eeeenusa Onecuna. Xmypoe nemepbypackoe ympo nomeoen-
Huxa. IIpocmopHulii kabunem, 0y606bill CIMOI, NOKPLIMbLIL 3€/IeHbIM CYKHOM, MANCEN0e KOHCAHOEe
Kkpecno. Yawka xopowezo koge. Bvl cmompume na 0030pHblil KarieHOApsb Hedenu — U MOYHO 3HA-
eme, umo u 6 Kakoul 0envb 6am npedcmoum. Ha umo neobxooumo naiimu épems obszamenvHo, a
Umo MOJCHO U omaodcume. I 0e cmoum nobvieams u k yemy noo2omosumucsi. B éauem nedenvrnom
Kpy2e ecmb Mecmo u OJis OnpeoeslenHOCMU, NPeoCcKa3yeMoCmu, U — 0151 c60000bl».


http://glebarhangelsky.livejournal.com/
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1. HeaenbHbIN Kpyr
Co3paunTte Bawle pacnucaHue
c nomouwibio «KaneHaapsa»

«MBI )XMBEM B BEJIMKOM KpPYTe KU3HI — TOMHUTE MECHIO, KOTOPOH HAYMHAETCS U3BECTHBIN
MyIbTHUIBM? DTOT BEJIUKUI KPYT AETUTCS Ha HECKOJIBKO IIUKJIOB — KPYTOB MEHBIIIET0 MaciiTada:
JTHEBHOM, HEJICILHBIN, TOIOBOM.

Korna-to 1aBHO HeaenbHBINM KpyT OONBIIMHCTBA JIFOACH ObLT JOCTATOYHO YE€TKO OMpPE/EIICH.
B Bockpecenbe miu cy000Ty — 00Trociy:KeHUE U OTJBIX, B HA3HAYEHHBIE THU — ITOCT, KX IbIil BTOP-
HUK MEKYT MUPOKKU U KaXKJIbIM YETBEPT UAYT HA PEKYy CTUPATh Oenbe. MI3MeHeHus eciiu U pouc-
XOJIWJIH, TO KpaitHe peaKo — HalpuMep, B CEJO0 3aiien Oposunii MPOMOBEAHHK, U HApoa, OpOCUB
BCE Jienia, coOpasics Ha MJIOUIaN €ro MOCTyIaTh.

Ho temneps uenoBek BbINan U3 CPeIHEBEKOBOTO KPyTa KU3HU, B KOTOPOM BpeMsi ObLITO YETKO
pacnpeneNieH0 PETUTHO3HBIM YCTaBOM, MOPSAKOM TOPOACKUX WM CEIbCKUX PaboT, oObuasMu
u TpaguiusamMu. OpUeHTHPBI MOTEPSUTHCh. MHOXKECTBO JIO/ICH B Hallle BpeMsl HE KHUBET B KpyTe
Hezenu, a 0eXXHT B HeM, Kak Oelka B Kosece. B moHeaensHuK Takol yenoBek qymaet: «Ckopee Obl
nsATHUIA!», B IATHUILY — «boke MO, HeYy»elu ellle OHa HEeJeIs )KU3HHU MPoIiia?y», B BOCKPECEHbE
— «OX, OIATH 3aBTpa HA PabOTy».

BryTpu Hemenu mpu 3TOM LAPUT IMOJHAS HEOMPEAESICHHOCTh. B maTHUILY, 32 4ac 0 coBe-
[IaHUS y TeHepaJbHOTO AUPEKTOPA, BCIIOMUHAETCS, YTO HYKHO OBLIO OATOTOBUTH K 3TOMY COBE-
IIAHUIO TIPOTHO3 MO PETHOHANBHBIM Ipoaaxam. J{iis 3Toro kpaiiHe HeoOX0JUMO MEPErOBOPUTH C
TEPPUTOPUATBHBIM MEHEKEPOM, KOTOPBIH, KaK Ha3lo, B Cpely yexad B KOMaHIUPOBKY U HEIO-
CTYIIEH 110 MOOUIIbHOMY TenedoHy (ax, ecau Obl BCMOMHUTH 00 3TOM JieJie XOTs ObI BO BTOPHUK!..).
A TIOTYMHEHHBIE 3a/IeP>KUBAIOT MOJATOTOBKY K BBICTABKE, IOTOMY YTO Bbl HUKAK HE MOXKETE BbIJC-
JIUTH Mapy YacoB HA pa3pelleHue ux Borpocos. 1 npyr obuaencs: crenuanbHO paayu Bac IepeHec
Mpa3IHOBaHME JTHS POXKIEHUS CO CPENIbI Ha YETBEPT, BBl 00emIany, 4rto Oynere, HO UMEHHO Ha 3TO
BpeMsl BaXKHBIN KIIMEHT HA3HA4YUJ BaM BcTpeuy. M Beab OH mpeaynpeskaal, 4To «CKopee BCEero, B
4yeTBepr Beuepom»... B obiem, Hepazbepuxa U 3aBaj, U Ballld JETH MMOMHAT Bac MO CEMEIHBIM
(dhoTorpadusm.

Kak ObITh, ecniu B BallleM HEJEIbHOM KPyTe HET CTOJIb KEeJIaHHOW OMPEeIEHHOCTH U MPe-
ckazyemoctu? Kak cymeTh nmpeaycMOTpEeTh BCE BaXKHOE, BBIJICIUTH BpEMs Ha BCE HEOOXOAMMOE U
IIPU 3TOM HAWTH BpeMs Ha TO, YTO XOUYeTCs?
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Kak ycneTb Ha 6an ¢ rocyaapem

OcTaBuM U CpeHEBEKOBBE, U Hallle CYMAaTOIIHOE BpeMsl — IIEPEHECEMCS] MBICIIbIO B OJiaro-
cinoeHHbd XIX Bek. Briciiee 001IECTBO KUBET HACBIIIEHHON KYJIBTYPHOW M JEIOBOM >KU3HBIO.
CrposiTcs JKene3Hble TOpOoTy U 3aBOJIbl. J{uiomMarsl IIeTyT CBOM CETH, YKperuisis no3uuuu Poc-
CUICKON MMITeprH B MUPOBOH monuTHKe. Ha 6amax o0Cy)Tar0Tcst IpeMbephl ONep | TMOCIICTHNC
cOOBITHS OOJIBIION €BPONIEHCKOM U a3uarckoi noautuku. Ctpana mpouseTaeT. YenoBeky, sxemnaro-
IIeMy BHOCHTH CBOW BKJIJ B OOIIee JeNI0, 3aHUMATh TOCTOMHOE MECTO B KH3HH BEITUKON UMIIE-
puH, HEOOXOIMMO MHOTO€ YCIIEBATh.

BpeMmsi u neHpru miaHuUpyIOTCS, U IUIAHUPYIOTCST BAYMYMBO. ExkerofHo m3narorcs aapec-
KaJIeH/IapH C MOJIHBIM NEPEYHEM YMHOBHUKOB OINpesesieHHOro paHra. [lo kaxxaoil nepcoHaninu —
KpYT pellaeMbIX BOIIPOCOB, MOYTOBBIA aJpec U Aaxe JeHb UMEeHHH. [IpennpuHumMareny miaHu-
PYIOT IIOCTABKHU B CIIEUAbHBIX KHUraxX. Beab Kyneueckoe ClI0BO TBEP/O, HE MOCTAaBUIIbL TOBAp
B CPOK — [IOTepsiellb permyTaluio HaBceraa. [lambl Ha Oanax 3aHOCST KaBaJIepOB B «KapPTOUKY TaH-
LIEB» — KOMY OTJlaHa KaJIpH1Jib, KOMY TOJIOHE3, KOMY Ma3ypka. Hukakol myTaHUIIbI U HEpa30epuXu.

[IpencraBum cebe 3aHATOrO YenOBEKa BBICIIETO cBeTa Toro BpemeHu. [lodanTtazupyem
HeMmHoro. Bort, Hanpumep, Esrenuit Onerun. OHerus Toii nopsl, korna TaTtbsiHa yke ckaszana: «Ho
sl IpyroMy OT/AaHa, g Oyzny Bek emy BepHa». [IpoiiieHpl MeTaHUs U IIaTaHUS MOJIOJOCTH: IyCTOE
0e3nenbHOE yOMBaHUE BPEMEHH, YBIICUEHUE UJIEIMU J1eKaOpUCTOB, myTemecTBus... Celtuac EBre-
HUI — HaYaJIbHUK JlenapTaMeHTa B MUHUCTEpCTBE MHOCTPaHHBIX Jei. OH B paciBeTe CHJI U BO3-
MOYKHOCTEH, eMy HpPaBUTCS /€0, KOTOPbIM OH 3aHuUMaeTcs. [loAunHEeHHbIE YBa)KaIOT €ro U Kak
3HAIOILIETO YEJIOBEKA, pa30MparoIIerocs BO BCEX TOHKOCTSAX BHEIIHEN MOJIUTUKHU, U KaK JOCTOMHOTO
PYKOBOJIUTEIIS.

Kak u npyrum mozasiMm ero mojioKeHHs, BCe YCIEBaTh €My IMOMOTraeT aJpec-KajeHaaph, B
KOTOPOM paclMCaHbl 3HAYUMBbIE JaThl, 1eJ1a U BCTPEUH Ha MPEJICTOSALIYIO HEEIO.

[IpencraBere cebs Ha mecte EBrenns. Xmypoe nerepOyprckoe yrpo noneaenbauka. [Ipo-
CTOPHBIN KaOMHET, 1yOOBBIH CTOJI, TOKPHITHIN 3€JIEHBIM CYKHOM, TSKEJI0€ KOKaHoe Kpecio. Yamka
xopomiero kode. Bel cmoTpuTe Ha 0030pHBINA KaleHIaph HEJEIN — M TOYHO 3HAETE, YTO U B KAKOH
JICHb BaM MPeCTOUT. Ha 4To HeoOXoanMo HalTH BpeMs 00513aTeNIbHO, 8 YTO MOXKHO OTIIOKUTE. [ e
CTOUT NOOBIBAaTh U K Y€MY MOJITOTOBUTHLCS. B BallleM HeleIbHOM Kpyre eCTh MECTO U AJIsl Olpesie-
JICHHOCTH, TIPE/ICKa3yeMOCTH, ¥ — JIJIsl CBOOOIBI.

HepenbHoe pacnucaHue EBreHusa OHermHa
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Baw nNUYHbIN HeaenbHbIN KpYr

YHUBEpCAIBHOTO «HEJETFHOTO KPyTay He CYIIeCTBYET: OOIIHe MPaBUila OCTAINCH B CPEIHUX
BEKaX, BMECTE C YIIOPSA0UYEHHBIM COCIOBHO-KaCTOBBIM YKJIaJIOM KU3HU. JlaBaiiTe onpenenum cBou
npaBuiIa ¥ CHOPMUPYEM Balll TUUHBIA 0030pHBIH Tpaduk Henenu. [ 3Toro cHavyana pasieinum
BCE JIeJ1a Ha HECKOJIBbKO OCHOBHBIX THIIOB.

1. ’KecTkue BCTpeun — Jiei1a, NCTIOHEHNE KOTOPHIX HA3HAYCHO HA 3apaHee ONMpeesICHHOE
ToyHOe Bpems 1HsA. Hanpumep, «marauua, ¢ 15.00 no 17.00», «cy066ota, 21.00». Kak npasuio,
KECTKHE BCTPEUH MOAPA3yMEBAIOT JOTOBOPEHHOCTH O TOUHOM BPEMEHH € KEM-JIN0O0: BAIIIM PYyKO-
BOJIMTEJIEM, KIIMEHTOM, IIOMYMHEHHBIMU, puTHEC-KITyOOM U T. 1. K %KEeCTKMM BCTpEe4aM MOTYT OTHO-
CHUTBCSI, HAIIPUMEP, TAKUE JIeIa:

* cobeceioBaHme ¢ coruckarenaeM Bakancuu: yersepr, ¢ 17.00 mo 18.00;

* [IEPETrOBOPHI C KIMEHTOM: 25 Mas, 15.00;

* [TOXOJI C AICTBMH B TeaTp: cyboora, ¢ 18.00 no 22.00.

XKecrtkue BcTpeun B KaleHIape Mbl Oy/ieM BBIACTSATh CHHUM [BeToM. CHHUH — IIBET CTPOTO-
CTH, JUCIUTUTAHBI, YETKOTO UCTIONTHEHUS 00513aTeIIbCTB M COOITIOICHUS HA3HAYEHHOTO BPEMEHH. |

Obed vy
AHZAULCK020 MOCAd

2. PeryusipHble ’KeCTKHe BCTPe4YH — KECTKUE BCTPEUHU, UMEIOIINE CTPOrO OIPEIEICHHYIO
nepuoanYHOCTh. Harpumep:

* [IJJaHEpKa C MOAYMHEHHBIMU: KaXaAbli noHeaenbHuk ¢ 11.00 no 12.00;

= TeniehoHHAsT KOH(PEPEHIHS ¢ perHoOHaMHM: Kaxas Bropas cpena B 15.00;

* 0acCeifH: KaxK/Iple BTOPHUK, YeTBepT U cy0ooTa B 19.00.

[oBropstommecs BcTpeun yaoOoHbI TeM, uTo B Outlook Mx MOXKHO 3a1s1aHIPOBATh BCETO OJUH
pa3. OH aBTOMaTH4YEeCKH PACCTAaBUT UX MO BCEM OyAyIIMM HEIEIsIM Ballero KaneHaaps. OTKpbIBast
KaJeH/1apb B IIOHE/EIbHUK, Bbl YK€ YBUINUTE KIIIOUEBBIE MIPEICTOAIIMUE €A, CO3/IaI0IINE KOCTSIK
HenenbHOTro Kpyra. [ToBropsirommecst Berpeun B Outlook ommmuaroTcst cienuanbHbIM 3HAYKOM —
KPYTOBBIMH CTpEJIKaMH B IIPABOM HUYKHEM YIJTy BCTPEUH.

"Bce WUTIOCTPALMH B KHUT€ CO3/1aHbI Ha 6asze mporpaMmbl Microsoft Outlook 2010, conepkareit psiJt HOBBIX ITOJIE3HBIX «TaiiM-
MeHeLKepckux» (yHkuuii. Ho mockonbky Hanbosee pacpocTpaHeHHOH BepcHeil Ha MOMEHT BbIxofa KHUTH siBisiercst Outlook
2007, oTinu4ust 3TUX IBYX BEPCHH KOMMEHTHPYIOTCS TaM, TZe 3TO HEOOXOIUMO.
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I ApxaHrenbckunin. «Popmyna BpemeHun. Tanm-meHemkmeHT Ha Outlook 2007-2010»

15 nNOHEOEABHUK

cﬁ-ﬂﬂ

gﬂﬂ

16 00 | PacnopaxgHus no
DendpmMAMEHNMY HA
HEDEAND

_]'_‘_]‘_‘Gﬂ

IEGG

3. MHorogHeBHbIe COOBITHSI — MPOJOJDKAIOIIMECS HECKOJIBKO JTHEM M He Tpelyromue
BallIEro JIMYHOT'O YYacTus B CTPOTO OIpeaesieHHoe BpeMs. Hampumep:

* BEICTABKa: HETJIOXO OBl TOCETUTH, HO HE MPUHIIMITHAIBHO, B KAKOH JIEHb M B KAKOE BPEMSI;

= KOMaHAMPOBKA: HY)KHO 3apaHee UMETh B BUJLY;

* OTILYCK KOJUIETH: 3HAEM, YTO HE CMOXKEM B 3TO BpEMs K HEMY oOpaliarhCsl.

B Outlook Takue coObITHS N300paXar0TCS TOPHU30OHTAIBHBIMHU TTOJIOCAMH B BEPXHEH YacTH
kanengaps. Hanpumep, «Macnenuna B Ilereprode» y Errenuss Onernna. He mepemyraenis ¢
YKECTKO 3aIUIAHUPOBAHHBIMHU JI€JIaMH, HO U HE 3a0y/ellib.

15 mnouedeAbHuUR, 16 SMOPHUE, 17 tpeda 18 uemeepa 19 NAMHULI

| Macaenuua 8 Jlemepzode

4. «I'mOkme» 3agaum — 1iey1a, HE UMEIOILNE )KECTKO OIPEIETIEHHOIO MOMEHTA BBIITOJIHEHUSI.
Hamnpuwmep:

* YTOYHUTBH MECTO IPOBEJIECHUS IIEPETOBOPOB: CETOIHS;

* IPOKOHTPOJINPOBATh MOATOTOBKY K COBETY AUPEKTOPOB: K 15 mas;

" U3yYUTb KOMMEPYECKUE MPEUIOKEHHS TIOCTABIIUKOB: 10 KOHIA MECALA.

[Ipu 5TOM «THOKHME» HE O03HAYAET «HE MMEIOIIME CPOKa HMCIOTHEHUS WU «HEBAKHBICY.
3amaua MOXXET UIMETh CPOK UCTIOJTHEHHSI; 00JIee TOTO, OHA MOXKET OBITh Topsiieii, HeoTaoxHOU. Ho
y HEe HEeT YeTKOW MPUBS3KU KO BpEMEHH, ee MoxkHO cenath U B 11.00, u B 13.50 — B mr060e Bpems
JTHSI.
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I ApxaHrenbckunin. «Popmyna BpemeHun. Tanm-meHemkmeHT Ha Outlook 2007-2010»

B Outlook Takue 3amaun 0ToOpakaroTCsl CIipaBa OT KaJleHAaps, B TTAHEU 3a1a4 (0 Hel Toii-
JIeT pedb B ciieaylomie rase). Ecnu y 3amaun ycranoBineH cpok ucnoinHenus — B Outlook 2007 u
2010 ona oToOpakaeTcst TaKk»Ke MOoJ] COOTBETCTBYIOIIUM JHEM KaJeHIaapsl.

'2 0 0 0 NARMHULHOMY q:omap 0651

- bavry
21:00

MokazelEaTE 33434K N2 Cpok
MocTaenTe 33g34m J.. \ ¥TOYHWTE, BYAET AW.., \ MogoBpaTe NOATEER... \

B3ATb 40KYMEHT O H... \ MpOoKOHTPOAWP OEAT... \

Sadauu

5. bromxkerupyemblie («IUIaBalolMe») 3aJa4yd — Je€jla, HE HMMEIOIIHNE >KECTKOTO CpoKa
BBITIOJTHEHHUSI, HO TPEOYIOIINE BhIICIECHUS HEKOTOPOTro OropkeTa BpeMenu. Hampumep:

* [IOATOTOBUTH OTYET — MOTpedyeTcs 2—3 Jaca,

* cZIeIaTh CJIAWIbI K PE3eHTAlUuN — TIOTPEOYETCsT OKOJIO Yaca;

* HalKCaTh CTaThIO — HEOOXOAUMO 2 yaca.

Ecnu 3amada He oueHb CpOYHast WIIM CPOYHAS, HO 3aMMET HE CITUIIIKOM MHOTO BpeMeHH (Kpart-
K TeeOHHBIN 3BOHOK), MBI 3allMChIBaEM €€ Kak THOKyto, B «3amgaun». Ecioum ke 3amaua Tpe-
OyeT 3aMeTHOTO pecypca BpeMeHH (OoJbIle yaca) U IMPH 3TOM SIBIISIETCS JTOCTaTOYHO CPOYHOU, e
MOJIC3HO 3aHECTH B KaJICHIAph B KaueCTBE OrOHKeTHpyeMoi. TakuM oOpa3oM, MBI CMOXKEM YBH-
JIETh, XBaTAEeT JIM HaM BPEMEHHU Ha €€ UCIOJIHEHUE, PEATMCTUYHO JIM PACTIPEIeIICH Halll pabodnii
neHb. UTOOBI OTINYHTH OIOMKETHPYEMbIE 3a7a4i OT JKECTKUX BCTped, OylaeM BBIACIATh UX 3el1e-
HBIM I[BETOM.

jjﬂﬂ

1300 JipocMompems
Jenewy U3
Aondona
13 o0 Cocmasumb
Omyem 0AR
Dendpmamvenma
no UMOZAM
14 00 becednl ¢ nocAOM

jjﬁ'{]
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I ApxaHrenbckun. «Popmyna BpemeHn. Tanm-meHegkmeHT Ha Outlook 2007-2010»

NMnaHnpoBaHue Hegenu

Tenepp nepeneceM HalllM KECTKHE, KMHOTOJHEBHBIE» U OroukeTupyemsie nena B Outlook.

AnroputMm npoct. CHauana HaCTPOUM KaJIeHAaph TaK, 9YTOOBI C HUM OBLIO yI0OHO paboTars.
1. B obnactu mepexooB B J€BOW YacTH dKpaHa HAKXMUTE KHONKY «KaneHaapby.

2. Ha manenu ynpasnenus Beioepute myHKT «Pabdouas nenens» (B Outlook 2007 — «Henens»). Kanennaps npuobperer

TaKoH ke BU[, KaK y Esrenns OnervHa: 1mo TOPU3O0HTAIN — OJHHU, 110 BEPTUKAIIN — YaChl.

dEKA M MNOAY4eHHE Manka Eug
(EEEREEY EEEEEEh
% E=z==] | o il:"l ﬁ Hegens
— 5:3 Mecay -
CerogHa Cneayiolme deHe (Fabouan | —
7 AHER | HEagnA EPEC”“CEH”E
MNepeiTi P ¥NopajgodnTe P

4 v 15-19 mapra 1856

3. Mepeiinute Ha BKIanky «Bum» u Beibepute «Crnmcok aem» / «OObIIHOE», YTOOBI OTKPHITH MaHeNnb 3amad. Han Heid
MOSIBUTCS] MaJICHbKUIA KaJIeHaph Ha 1Ba Ombkaimnx mecsana. Kivkas Ha HeM MBIIIKOH, BBl MOXKETE TIEPEXOAUTh B HY)XKHYIO BaM

Henemo. (B Bepcun 2007 asst aToro Beibepute B MeHIO «Bumy myHKT «Criucok 3a1aw1y».)

|I'I-311cr.E nanke “Kanengape” (CTRL=Y) P| 1 MapT 1536 Anpent 1836 L4
MH Bt Cp Y7 Mt C6 Be MH Bt Cp Y71 Mt C6 Bce
17 Cr 18 Ym 19 JIm 22 73 24 35 26 27 28 j=7=a=1
I=SI=S3=1==0=1 5=6=7=8=910=11
Macaenuua 8 Jlemepaoge | § 910 11 12 13 14 12 13 14 15 16 17 18
15 16 17 18 19 20 A 19 20 21 22 23 24 25
22 23 24 35 26 27 28 26 27 28 29 30 1 2
| Cocmasums = 29 30 31 I=I==h=I=8=Y9
omuem JAR ¥nopagodeHuwe: Hactpaveaemaoe.., | H
| DenApMAMERN

BE£AMTE HOEYH 23434y |

4. B mento @aiin / [Tapamerps! B pasnene «KaneHnapsy CHUMHTE rajouky y cioB « HarmoMuHaHHS IO YMOTYaHHIO». DTO
HYXXHO JJIsI TOTO, 4TOOBI Bac HE yTOMJIUITH HAIlOMUHAaHUS 000 Bcex 0Oe3 mckimodeHus BeTpedax (B Outlook 2007 aHanmorudHbie

neiicTBust Haao npousBectu B MeHio Cepsuc / [lapameTpsl Ha BKiIaake « HacTpoitkm).

MapameTrpbl Dutlook

Qéwme PadouaaHegens: [ Bc W i W 61 W &p ¥ ur

1-A g2HE HEegenu: II'IDHE 2AEHWE VI
MouTa HA A A
r 1-aHegenda roga: IHEHHHEETCH 1 aHEaps vI
KaneHaape l
KoHTAKTHI MapameTrel Kanexaapa

3agaun g% [T HanomuHaHwa na yMondaHu: |15ru1H. vl

:
¥ Pazpewatt y4acTHWKaM Npegnarate 4pyroe EpeEMa 414 cal

o
JAMETKHW M QHEEHMWE
a —

Tenepb CO3JaiuM IICPBLIC HECKOJIBKO BCTPCY.
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I. ApxaHrenbckui. «dopmyna BpeMmeHu. TaM-meHempxkmeHT Ha Outlook 2007-2010»

1. Beigenure MBIIIKOI B HY)KHOM JIHE KaJeHAaps BpeMs, Ha3Ha4eHHOE [T BCTPEUH.

2. Ha MOJIyYMBIIEMCST TEMHOM HNPAMOYT'OJIbHUKE KIIMKHUTE HpaBOﬁ KHOIIKOH MBIIIN U BBI6epPITC B MeHo «Co3narb

BCTpEUy».

ﬁ C03A8TE ECTREYY

COZAaTe COBRITUE HA U2nkld J8Hb

CO34aTe NPUrAGWEHWE HA COBPAHKE

| &l

fen|  C0343Te NOETOPAKIWYHCA ECTREYY
CO30aTeE MOETOPAKWESCd COBEITHE
Co3AaTeE NOETORAKIWERCA COBRAHME

% _erogHa
MeperT K gaTe...

& Lger »

OapameTpel KaneHA3PA...

% HacTpolika npeAcTagneHMA. .,

YIPUEM *
HEAOCEAL
Jamuit

3. B okHe co3maHus BCTpeUYH BIHILINTE B rojie «TeMay ee Ha3BaHUeE.

14



I ApxaHrenbckun. «Popmyna BpemeHn. Tanm-meHegkmeHT Ha Outlook 2007-2010»

[’ﬁ| lg 2 B N COCTAaEWTE OTHET AnA JenapTamMeHTa no UToram Gecedel ¢ nocnom - Berpeda

g EcTpeda Bcraeka DopMaT TekcTa PeueHIMpoEaHKWe

B =0 a8 B @
J = 1 i JaHAaT = OI‘IDETopEHme
B X3 |8 = e 2= oy
COoXpaHWTe ¥aanuTe Berpeya | MaaHupoEaHue | MpUracuTe | 3 Her - g YacoERE NOACE BriEpaTh

W 33KPLITE rsﬁ_l YHACTHWKDE KATEropum ™
AeRcTenA Mokazate | ¥YACTHWERN MapameTpel Teru

3Ta BCTPEYA NPOWU30WAA B NPOLAOM,

Tema: | CoCTaEWTE OTHET 3414 J2nNapTamMeHTa No WTaraM Gecedel ¢ Naciam

Bce, 4To MOXKHO AeaTh CO BCTpedeH, B pasHbIX Bepeusax Outlook nmoxoxe, MEHSIOTCS JIMILb TU3AHH U PacIOI0KEHUE yIIpaB-

JISIIOMIUX KHOIIOK.

4. HaxaB Ha KHOIIKY <(B1>16paTL KaTeropuio», BLI6epI/ITe TS KECTKOM BCTpPEYH CHMHIOKO KaTEropuro ()KCCTKO NPUBSI3aHHBIC

a2 | | 1T

KO BPEMEHH), ISl TIJIaBaIOIIEH — 3eTIeHyI0 (OI0IKeTHpYEMBIE).

=

~ |4_¥oETopeHMe

- YacoEkle NoAca BriGpaTe MacwTas
\kaTeropui = # I I e
IMETPH OYUCTUTE BCE KaTErapHu '
BHOAETUPYEMEIR
BaxcHo 1

Xentas karteropua

ZECTKD NPWEAZAHHEIE K EREMEHN

Junoeasa kateropus L

CIpaH#EEaA KATErOpUA n

'
a0 [ I 0 ] |

Bce kaTeropuu..,

LI}
OO0parute BHIMaHHe, 4TO HaunHas ¢ Bepcun 2007 ucyesno mousaTre «MeTkay, koTopoe ucnonssyercs B Outlook 2003, u

OBET TEEPb UMCIOT CaMU KaT€ropuu.

5. Ecmm BCTpEYa NOBTOPAIOMIAACSA — HAXKMUTE KHOIIKY «HOBTOpeHI/Ie» " B IOABUBIIEMCA MCHIO 3az[af/'1Te HY>XHYIO pETyJIsap-

HocTh. Hanpumep, «kaskzple MOHEAETBHUK U YETBEPTY.
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I ApxaHrenbckun. «Popmyna BpemeHn. Tanm-meHegkmeHT Ha Outlook 2007-2010»

4Ta NoO UTOram Becedrl Cc NocioM - Boopeda

IDEAHME
ﬁ Bl 3anar = GI‘IUBTUDEHME D
=
< Her = &) Yacoewe noaca | BEBpatE
KaTeropueg
| MapameTpel Teru

6. UToOBI co3maTh MHOTOTHEBHOE COOBITHE, BBIICIATE MBIIIKOH BpeMsl HE Ha KaJIeHIape, a Ha TEMHOH MOJOCe Hall HUM.

KiukHUTE Ha BBIIEICHHOH 11010Ce MPaBOH KHOIKOM MBILIN U BEIOGPUTE B KOHTEKCTHOM MeHI0 «Co3/1aTh BCTpEdy».

22 JIu 23 @EBm

g

16 00 | FacnopaxegHil
— | O
MEMANMAMENT

7. YToObl M3MEHUTD MPOJOJDKUTEIFHOCTh BCTPEUYH, OEpUTE €€ MBIIIKOI 32 HIDKHUI WM BEpXHUI Kpail u, ABUras Kpaif,
YAIMHSHTE WIH YKOPAauUBaiTe BpeMst BCTPEUH.

8. UtoOBI IepeHecTH BcTpedy, BO3BMUTE €€ MBIIIKOM 3a JeBBIH Kpail ¥ IIepeTalinuTe Ha HYXKHBIN JeHb U HY)KHOE BPEMSI.

OcBoeHHUE AIEKTPOHHOTO IUIAHMPOBAHUS TpeOyeT HEKOTOpPhIX ycwiuii. Bemp mucarbe Ha
OyMmare HacC y4uJIH C IeTCTBA, a pabOTaTh Ha KOMITBIOTEPE MBI CTalIu B Oosee mo3aHeM Bo3pacte. Ho,
C IPYTO#l CTOPOHBI, KaX/10€ M3MEHEHHE B OyMa)kKHOM €)KEIHEBHUKE — 9TO BEIUYCPKUBAHUE U TIEpE-
nuceiBanre. B Outlook Ha mo0bIe M3MEHEHUSI 00CTOATEIBCTB MOKHO pearnpoBaTb MTHOBEHHO,
MIPOCTO TIEPEIBUHYB COOTBETCTBYIOIINE BCTPEUH.
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I ApxaHrenbckunin. «Popmyna BpemeHun. Tanm-meHemkmeHT Ha Outlook 2007-2010»

I'Ipanma nnaHnpoBaHuUsA Heaenun

C paznenom «Kanenmapp» Hy)XKHO paboTaTh €KEIHEBHO. YTPOM IMPOCMATPUBANTE CIHCOK
rHOKMX 33714 B ITAHEIN 33]1a4 CIIpaBa OT KaJieHaaps (00 TOM CIHCKE MBI IOTOBOPUM B CIIETYIOIICH
r1aBe). Ecnu kakas-To U3 HUX cTajia JOCTaTOYHO CPOYHOM U TpeOyeT He MeHee Yaca Ha BBIMOJTHE-
HUE — CO3/1aBaiiTe BMECTO THOKOM 3a/1a4M OIOHKETHUPYEMYIO («ILJIaBAIOIIIYIO» ).

3aKoHYHB JIF000E KPYITHOE JIeJI0, 3ansabiBaiiTe B «Kanennapsy. Bel yBunnTe npubimxaro-
IIAECs KECTKHE BCTPEUN WM «IUIABAIOIINE) 33/1a4d U ONpPEACTUTe, YeM ceildac meaecoo0pa3sHo
3aHATHCS.

3aHuMaiiTe )KeCTKUMH BCTPEYaMH U TUIABAIOIIMMU 33/1a9aMu He Oonee 60 % pabouero mHs.
He menee 40 % nomkHO ocTaBaThCsl HAa pa3IMyuHbIe HENPEABUIEHHbBIE OOCTOSTENILCTBA — U BHYT-
pEHHUE, U BHEIIIHUE.

Ecnu BBl yacTto nokunaere paboyee MECTO, HEOOXOAUMO MOOECIOKOUTHCS O «MOOUIBHON
Bepcum» KaneHnaps. Hactpoiite cuaxponuzamuio Outlook ¢ kaneHmapem Bamiero MOOHIBHOTO
TenedoHa — ceyac 3T0 yMEIOT /IeaTh OOIBIIMHCTBO MPUIMYHBIX MOZIETIeH Tee(OHOB, HE TOBOPS
y’Ke 0 cMapT(HoHAX 1 KOMMYHUKATOPaX.

Jpyroit BapuaHT — pacrnedarsiBaiite pacnucanue u3 Outlook Ha muct Oymaru opmara A4
wi AS. Outlook mo3BossieT 10cTaTouHO rTHOKO HACTPAMBATh BHJI PACIeYaThIBAEMOTO JJOKYMEHTA.
Hanpumep, kakue THU BBl XOTUTE B HEM BHJIETh; HYXKCH JIM BaM TOJILKO KaJICHIaph WK KaJleHAAPh
BMECTE C TIAHEJBIO 33J]a4; HYXKHO JIM MECTO JUIs IIOMETOK B T€UEeHHUE AHA U T. . BoT, Hanmpumep,
KaK BBIIISIAT TIPH BBIAY€ Ha MeYaTh KaJeHIaph HeNleNn ¢ T0OaBICHHON CIpaBa MaHeINbIo 3a71ad.
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I ApxaHrenbckun. «Popmyna BpemeHun. Tanm-meHegxkmeHT Ha Outlook 2007-2010»

Kak Ha3bIiBaTb BCTpeuu

CoznaBast BCTpEUM M «IUIaBalOIIME» 3ajjaud, MPUACPKHUBANTECH CTPOro OIpPENeICHHON
cucrembl 00o3HadeHnid. Outlook — dpe3BbIUAHO aKKypaTHBI W WCHOJHUTEIBHBIA CEKpe-
Tapb-pedepent. Ho mpu 0JHOM yCIIOBUH: €CITH pa3roBapuBaTh ¢ HUM Ha SI3bIKE, KOTOPBII OH CIIO-
COOEH IOHUMATb.

Bce hopmynupoBKH OKHBI HAUMHATHCS C OIPEICICHHOTO KITIOUEBOTO CIIOBA, BCET/a B MMe-
HUTEJILHOM Hajexe. KirtoueBoe c10BO OTAENseTcsl JBOSTOUNEM; ITOCIIE ABOSTOYHS MOXKHO 100a-
BUTb OAPOOHOCTH, CBSI3aHHBIE C 3aIUIaHUPOBAaHHOM BeTpeuell. Hanpumep:

OB6bIYHbIA A3bIK: AsbiK obweHna ¢ Outlook:
Bctpeua c lleTpoewim no noeogy  [leTpoe: 3apnnara: cornacoBartb
NOBbIWEHWA 3apnnartbl NOBbIWEHNE

peseHTauma B «beta-nuanHm ®enuke: beta-nM3KHr: NnpeacTaBUThL
no NpoeKTy «@eHuKe» NPOEKT

[loexaTe B TPEHaMepPHLIA 3an SA0pPOBbE; TPeHaMepHbIK 3an

Takasi cuctemMa Hy»Ha JJIs IOMCKa MO KJIIOYEBBIM clioBaM. Hampumep, Bbl XOTHTE Y3HATh,
CKOJIBKO BPEMEHH BBl TPATUTE Ha 00OLIeHNE ¢ MoquuHeHHbIM [leTpoBbiM. Miu B cityyae Kakoro-To
CIIOpa BaM HY>KHO BOCCTAHOBHUTb UCTOPHIO B3aUMOOTHOILIEHUH. B okHe noucka B «Kanennape» Bbl
BBOJIUTE KJI0YEeBOE CIIOBO «IleTpoB:» U mosydaeTe BHIOOPKY BCEX BCTPEY, KOTOPhIE ObUIM € 3THUM
YEJIOBEKOM CBSI3aHBI.

OOparuTe BHUMaHHE Ha JIBOETOYHUE B KIIFOUEBBIX CJIOBAX — OHO HY>KHO, YTOOBI IIOUCK BbIJIa-
BaJl TOJIBKO T€ BCTPEUH, Iie ciloBO «IleTpoB:» MCIOIB30BaHO KaK KIIOUYEBOE, a HE T€, B KOTOPBIX
IIPOCTO NMPUCYTCTBYIOT cioBa «llerposy, «IlerpoBckuity, «lletpoBka» u T. 1.

AHaJIOTUYHO BBl MOXKETE MOJIYUYUTh KAPTUHY BCEX MPOLUIbIX U OyAyIIUX BCTPEY MO MPOEKTY
«DeHuKc:», KIneHTy «bera-mu3uHr:», Mo Baulel TMYHON KIH0YeBON 00JIaCTH «310pOBBE:» WU
«CeMmbs:», «X0006u:» 1 ap. OAHO U3 CaMbIX BaXKHBIX MPEUMYIIECTB 3JIEKTPOHHOTO INIAHUPOBAHUS
nepes OyMa)kKHBIM: BbI I10JTy4aeTe OIPOMHBINA MAaCCUB JAHHBIX I aHAIM3a U TOYHOTO TIOHUMAaHMUS,
Ha 4TO peajbHO TPATUTCS Ballle BPEMSI.

[y Toro 4To0BI HAMTH B KalleHIape BCTPEUH Mo KiroueBoMy ciioBy, B Outlook 2007 u 2010 HY»HO MPOCTO BBECTH HYKHOE

CJIOBO B COOTBETCTBYIOIICE I10JIC U HAXKATh 1/1306pa>1<eHHe JIYTIBI CIIpaBa:
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NonesHocTn Ana pykoBoauTtens

I'maBHOE mMpeumymecTBO Tpu mepexone ¢ Oymarun Ha Microsoft Outlook mist komaHTHON
paboThl — Ooiee BBICOKAs YIPABIIEMOCTh P MEHBIINX 3aTparax cuil. Hampumep, ¢ momMomipo
kanenaapeit B Microsoft Outlook 2007—2010 BeI MOXkeTe:

* COBMCIIATh HA OJHOM JKpaHe KaJICHIapU HECKOJIBKUX BalIMX COTPYIHUKOB. DTO yIOOHO
JUTS TTTAHUPOBAHUS M CPABHEHUS UX PEabHOM 3arpy3KH, U eIlle — JJIsl CPaBHEHUS TUTaHa ¢ (pakToM;

* QBTOMaTHUYECKH, C TIOMOIIBIO CIIEIHAIbHO HACTPOCHHOTO MOIH30BATEIBCKOTO MPEACTaBIIe-
HUSI, OTOOpATh BCE BCTPEUM COTPYAHHUKA MO KAKOMY-JIMOO MPOEKTY, HAlPaBJICHUIO, 00IacTH Aes-
tenpHOCTH. CKOTTMpOBaTh 3TH BeTpeun B Excel 1 mpoanann3upoBaTh KOJTMYECTBEHHO: HAIIPUMED,
Y3HaTb, CKOJILKO BPEMCHH MCHCIKCPHLI 110 IIpoJakaM TpaTAT Ha O6HI€HI/IC C KIIM€HTaMU, a CKOJIBKO
— Ha OyMakHyI0 paboTy;

* BUJIETh KaJIeHAapH ApyT Apyra (eciau B komnaHuu ectb Exchange-cepsep), aBTomaTnuecku
IJIaHUPOBATh COBCUIAHUA, B TOM YHCJIC C YUCTOM PECYPCOB (HepCFOBOpHBIX, MYJIbTUMEIHA-TIPOCK-
TOPOB U T. I1.).
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KpaTkue ntorm

» Pazgenure 3a1aun Ha TUOKME, KECTKHE, OIOIKETUPYEMBIE.

* Micrionb3yiiTe MOBTOPSIOMIMECS BCTPEUN M MHOTOTHEBHBIEC COOBITHSL.

* BHOCHTE KeCcTKHe W OIOKETHpYyeMble 3aJaull B KaJleHAapb, TMOKHE — B MAHENb 3a1ad
CIpaBa OT KaJeHaapsl.

= XXecTkue BBIIEIANTE CHHIM [IBETOM, OIO/DKETHPYEMBIC — 3€JICHBIM.

= OcTaBisiiTe mocie IIAHUPOBAaHUs U 0o keTUpoBaHus He MeHee 40 % BpeMeHU B pe3epBe.

= 3arIsIIbIBaliTe B KAJICHAAPh HECKOJIBKO Pa3 B ACHb, KOPPEKTUPYSI TUTAHBI B 3aBUCUMOCTH OT
00CTOSATENbCTB.

= [Ipu paboTe BHE ouca CHHXPOHU3UPYHTE KaJIEHAaph ¢ MOOMILHBIM TelIe(OHOM HITH pac-
nevarbIBaiiTe ero Ha nucte A4 win AS.

= Co3/1aBasi BCTPEUH, UCIOJIb3YHTE TOUHO OTNIPEIETICHHbIE KIFOUEBbIE CJIOBA /715 KX 10T0 PO-
€KTa U HarpaBIICHUS.
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-.-":' H‘

'.Ir

«4Ymobwbl kasxicovlil Oenb ObL1 epUIUHOU, He MepPsIC 8 Hepede NPoCcmulx OyOHell, He ocma-
8aJLC5L YEPHOU ObIPOTL 8 UCOPUU 8AULEL HCUZHU — HAO IMUM OHEM HYICHO MUamenibHO pabomams.
11000610 cKy1IbRMOPY HAO 2NLIOOL MPAMOPA, YOAIAMb 8Ce TUUHEe, NPOsEsL eOUHCTNEEHHO BAJIC-
Hoey.
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2. Bbicluasa Touka XusHu
OOycTpouTe Ball AeHb C
noMoLbLIO pa3aena «3agavyn»

Cpenoroune Halei )KU3HU, TO KIIPOCTPAHCTBO», B KOTOPOM OHA PEaJIbHO MPOTEKAET, — 3TO
Haul JeHb. [Ipockinasich yTpoM, Mbl He 3HaeM: OyJIeT JIM 3TOT J€Hb CaMbIM OOBIUHBIM, 3ayPsIIHBIM?
A MOxeT ObITh, IMEHHO CETOJHSIIHUI JeHb OKa)KeTCsl CaMbIM IVIaBHBIM B HallleH KU3HU?

JlpeBHUE IpeKH MUCAIM HAa MOTWJIAX HE JBE JaThl, POXKIEHUS U CMEPTH, KaK MbI, a OJHY.
Jlaty BbICIIEH TOUKH KU3HU YEJIOBEKA, JCHb €r0 BBICLIETO JOCTHXKEHUS. J{J1s MONIKOBOALA 3TO, BO3-
MOXHO, JIEHb €r0 BeJanyaiiieil OUTBbI; AJIs 103Ta — IeHb NIEPBOIl TOCTAHOBKY €T0 JIydllel Tpare-
M. Y 3TOM TOUKM ObUIO CHelMaIbHOE Ha3BaHUE — «aKMe», B OYKBAJIbHOM 3HAYEHUU «BEPLIMHA.

BerperuTe i BBl B HacTymarouieM JIHEe TJIABHOTO JIs Bac 4yejaoBeka? YBUIUTE JIU INIaBHYIO
B Balllel )KU3HU yIbIOKY? YCIBIIIUTE JIM CAMYIO-CaMYI0 JIYUIIyIO B BallleH *KU3HU MYy3bIKY?

OTO 3aBUCUT TOJIBKO OT Bac. UTOOBI KaKbli J€Hb ObUI BEPIIMHOM, HE TEpAJICS B uepere
IpOCTHIX Oy/HEH, He 0cTaBajCs YEPHOM JbIPOM B UCTOPUU Balllel )KU3HU — HAJl ATUM JTHEM HYXKHO
TIIaTeNbHO padoraTh. [10060HO CKynbITOPY Hax IMBIOOH MpamMopa, yiajsaTh Bee JIHUIIHEE, TPOsIB-
Js151 €IMHCTBEHHO Ba)KHOE.

23



I ApxaHrenbckunin. «Popmyna BpemeHun. Tanm-meHemkmeHT Ha Outlook 2007-2010»

NMepentn PyOunKOH...

Bcs coBpemenHas IuBHIIM3aLMs TPOYHO CTOMT HA OCHOBE, 3aJI0)KEHHOM PUMCKOI MMIiepueil.
MHorwue eBporeicKue I3bIKH — HACJIGAHUKHU JIATBIHA. MHOTHE pacipoCcTpaHeHHbIE MPUQTHI, KOTO-
pPBIMHU HareJaTaHbl HAIlM KHUTH, — JanbHUe poacTBeHHUKH Capitalis Quadrata, kmaccmueckoro
pUMCKOTO HauepTaHus. [ pax1aHCKUIl KOIEKC, Ha OCHOBE KOTOPOTO COCTABIIEH JIF000i HaII I0TO-
BOP, — IIOTOMOK YE€KaHHBIX (POPMYIT PUMCKOTO TIpaBa.

CrepxHeBoe, cucremooOpasyoliee Bpems uid Puma — nepexos oT pecnyOlMKU K UMIIe-
pun. KimroueBas ¢urypa — ait FOmuii Llesaps, mrobumer; Mapca 1 Benepsl, Benukuii OJIKOBOJIEL,
Xapu3MaTH4YHbIN oparop. OQUH U3 BaKHENIINX AHEH ero xu3Hu — 12 suBaps 49 roga no Poxne-
cTBa XpHUCTOBA.

OeHb KOnua Lesapsa

D|*| TEMA 3A0AYN
IEANOK AOPAPHT 2ACEMERT (344N4)

= " KATErOFhK: | (EHL (OAEMEHTOD : 7)

@+ [IEFEATH TYBNKOH

Zt 3AHATL AFHMKH

2 3APEFWATL VII KHAMY “3ANNCOK O [ANALCKOA POMHE®
KAMLNYrana: MACLMo O NOPEAL KM NOodArkh

2 OPAOXNTL TAMMNFO HOPLIM HAMOIOM

4 CEHAT: NFEKPATATL MOPHAN3ALMKO POACK TMOIMIEA
44 [MAFK ARTOHNA: OFTAHN3OPATL MPUKFLITHE MEFENFABLI

= " KATErOPMK: 1| HEAEAA (3AEMERTOP - 12)

= " KATETOFNN: POMCKO (JEMEHTOB : 3)

2+ FA3KENL POEPOA AYX CongAar =
4 [MAFK ARTORNA: 3AXPATHTL AFFELINA CHAAMK MATH KOrOFT =]
7 [IODEFEXLE: OTMFABHTL TFH KOTOFTLI (HA [N3ABF, TAH, AHKOHY) o

K
w o wl m| wl ow| m

2 KaTerorfit, COMO3HMKH OMEMERTop -0

3a0auu  cepynnuposanvl no Kamezopusim: OeHb, Heoels, BOUCKO,
NPOMUBHUKU U M. O.

Tpuopumemmuule 3a0a4u 6bi0eNeHbl KPACHBIM U BbIHECEHbL 8 HAYAIO0 CRUCKA.

3aoauu «Ha KOHmMpoONe» OMMeYeHbl CUHEl CIMPETKOU U NEPEHECEeHbL 8 KOHel
CRuckKa.

B stot nens Lezaps ¢ XIII neruonom nepexoaut peky PyOukoH, OTneNsBIIYIO €ro MPOBUH-
uuto ot Uranuu, n 3anumaet ropog ApuMuH. Tem cambIM IIPOiiJIeHa «Touka HeBo3Bpara». Hapac-
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TaBIIasl HAPSHKCHHOCTH B OTHOIICHUsIX ¢ [lommieeM u ceHatoM nepecraia ObITh HalpsKEHHOCTHIO
U cTaja — BOWHOMW. I paskjaHckoii BOiHOM, B koTopoii Lle3apro cyxaeHo Obl10 moOeuTh U HAaYaTh
CTPOUTENILCTBO MOHAPXUHU.
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KoHel o3HakomuTtenbHoro doparmeHTa.

Tekct npenoctabien OO0 «JlutPecy.

[IpounTaiiTe 3Ty KHUTY UEIMKOM, KYIIMB IOJIHYIO JIeraabHy10 Bepcuto Ha JlutPec.

Bbe3omacHo omnarute KHUTY MO>KHO OaHKOBCKOM KapToit Visa, MasterCard, Maestro, co cueta
MoOMIBHOTO TenedoHa, ¢ IIaTexHoro TepMunana, B caione MTC unu CsasHol, uepe3 PayPal,
WebMoney, Annexc.densru, QIWI Komenek, 60HyCHbIMM KapTaMH WU APYTrUM ynoOHbIM Bam
CII0COOOM.
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