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Korga BaM HYXkHO 60JIee IOTHO UCII0Ih30BaTh CBOIO 3JIEKTPOHHYIO IIOYTY, BAM HY2KHO OCTABAThCSI Ha CBSI3U C HEM, ¥ BaM HYKHO OyIeT ITPoBepsITh ee Kak MOXKHO 4alre. iMest 3TO B BUAY, UHCTPYMEHT He TIOMOKET, eCJIM Bbl He MOXKeTe CHejaTh 3TO C IIOMOIIbI0 IIPUHTEPA WK CKaHepa, MOOKITI0OYeHHOT0 K BallleMy KOMIIbIOTEPY. BOT mouemy
HagcTpoiika Print Tools mnms Outlook OymeT uMeTs 11eHHOCTD. [I719 Havala BaM HYXKHO HAWTH IIJIaTUH U YCTAHOBUTH ero B cBoM Outlook. [I7151 aToro mpocTo nepergute B « MHCTPyMEHTH -> HaiCTpONKU» U BHIIIOJIHUTE IIaTH, YKa3aHHbEIe B MacTepe. YToOb MHCTPYMEHT paboTast 1 rmevaTtas IIPaBUIIbHO, BaM CJIeyeT HalTH IapaMeTphl, KOTOPEIe
TI03BOJISAT BaM YIIPaBIISTh BHEIIHUMU TPUHTEpaMu unu ycrpoiictBamu Office 365 u ckaHUPYIOMIKUMU yCTpoiicTBaMu. MHCTpyMeHT OymeT 1mojie3eH 6ojee 4eM 0 OfHOM nmpuunHe. B HeM BhI MoxKeTe: Pacreuaralite mo0oe BIOXeHUEe UK pacliipeHue, KOTOPoe Bl XOTUTe. Kak 1moIb30BaThCs HHCTPyMeHTOM? UTOOR pacieydaTaTh BIOXKEeHHBIN (aiin
OJHOTO 3JIEKTPOHHOT0 MKIChMa UJIA COOOIeHNUs, HaXKMUTE KHOMKY «BoXeHus», PacloyokeHHYyI0 Ha ITaHeJ I HHCTPYMEHTOB, a 3aTeM BhiOepuTe HyKHEBIM (aiin u3 cnrcka MeHio Outlook. Bel TakXkKe MOKeTe BEPHYThCS U OTPefaKTUPOBaTh IIPEbIAYIMe OTIIeYaTK! Ha TOM Ke IIpuHTepe. IIpocTo HaxXMUTe Ha KHONKY «[lanee». Brl TakkKe MOXKeTe
pacrneyaTaTh CIIMCOK 371€KTPOHHBIX ITUCEM, 3aMeTOK U fiesl. BribepuTe HyKHBINM TEKCT M3 CIIMCKA U HaXKMUTE Ha KHONKY «IleyaTh». MHCTPyMEHT 04eHb IIPOCT B o0pallleH!uH, TI03TOMY eT0 OUYeHb JIeTKO HadaTh MCII0Ih30BaTh. EC/iM BH UIlleTe Hafie’kHOe, yI0OHOe ¥ KaueCTBeHHOe IIporpaMMHoe o0ecliedeHue i aBTOMaTU3alliy Ipolecca evyaTu
BalllX 3JIEKTPOHHBIX MMUCEM M NOKYMEHTALUM, TO BBl 00pATUNIKUCh IO agpecy! YTo Bl MONTy4YUTE C MTOMOIIBI0 MHCTPYMeHTOB mevatu Ayt Outlook? Sta HagcTpoiika Outlook m03BoNsieT meyaTaTh BIOXKeHU M10060ro0 Tuma. YTo KacaeTcst crmocoba HaCTPOMKYM MHCTPYMEHTA, Bbl MOXKETE CHeNIaTh 9TO C IIOMOIILIO ITaHe/IN IIedYaTh HHCTPYMEeHTa UIu
T7IaBHOM IMaHesu. B To ke BpeMs BbI MOXKeTe HaCTpauBaTh M HAaCTPaUBaTh Pa3/IMYHbIE TapaMeTPhl KOHGUTYpAIli HHCTPYMEHTA C IIOMOIIBI0 PA3/IMYHBIX KHOMIOK, KOTOPHIE IOSIBIISIOTCS Ha MaHenu. BoT HekoTopsle u3 HuXx: 1. Coobmenus nevyatu Outlook Eciu BH XOTHTe HamedaTaTh BCe WM OMpefesieHHEIe COOOIIeHKs, BaM HYKHO ITOITPO00BaTh
3TOT BapuaHT! 37Iech BH MOXKeTe yKa3aThb CIIeAyIolre IapaMeTphl: aKTHBHBEIA UM HeaKTHUBHBEIY; HeT ckphiToM Konuy; HeT nHpopMaluu 3aronoBka; CKpHITh TTIaBHYIO ITaHeNb; OTIIpaBbTe TOMBKO 3afaHue Ha lledaTh; Uu ke [loka3aTth
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HucTtpymenTH nevatu ans Outlook — 3To rubkuit ”HCTPYMEHT, KOTOPHIM paboTaeT moBepx Ballel peanusanuu OutLook u mo3BonseT m06aBUTh HOMOIHUTEIbHBIE (DYHKIIMY B Balll KITUEHT OIS YTEHUS M HAaCTPOUKM 3JIEKTPOHHOM MOYTH. YTO OH [elaeT U KaKue JOIOTHUTENbHbEIe (YHKITMY BH MOXKeTe 100aBUTh B CBOIO cpeny? JTa HafICTPOMKa
Outlook mpenHa3HaveHa A Te€X, KOMY He0OXOOUMO aBTOMATU3UPOBAThH IIPOIECC ITeYaTH CBOUX 3JEKTPOHHABIX ITUCEeM M IOKYMEHTOB UK (DAliIoB, MPUKPEIJIEHHBIX K 3JIEKTPOHHBIM COOOIIEHUSIM. DTO MOKET ObITh 0COOEHHO ITOJIE3HO [IJIs I0JIb30BaTeIel, KOTOPHIE PETyIsPHO IOTyYaloT BIOXKEHUS 9JIEKTPOHHOM IIOYTH 110 PA3HEIM IPUYHUHAM.
Hampuwmep, moau, KoTopsle paboTaioT B chepe puHaHCOB Uy OyXrajaTepCcKoro yueTa, MUCcaTeNu, YIUTENs, Y KOTOPHIX eCTh BXOASIINE CTyIeHYecKrue paboThl, XKYPHAIUCTHI, KOTOPhIe IIOCTOSTHHO IIOJTy4al0T HECKOIBKO PECypcoB U T. A. IIporme roBopst, MHCTpyMeHTH nedaTu myist Outlook moMoryT BaM pacliedaTaTh 3J1€KTPOHHEBIE THChMa UJTU UX
BJI0KeHUS 0e3 HeoOXO0OUMOCTHY OTKPHIBATh IMGPOBEIE COOOIIeH . TUIIE BIIOXKEeHHUHM, KOTOPHIE BH MOXKETEe pacleydaTaTh U KOTOpPhIe IIOJTHOCThIO MofaepxkuBawTcs, — 310 ¢aitnsl DOC, XLS, PDF unu nsobpaxenus. OqHaKO BO3MOXKHOCTY UHCTPYMEHTa He OrPaHUYMBAIOTCS TOIBKO 3TUM, OH ITI03BOJISIET UCIIOIh30BaTh U IevaTaTh (Gaiabl U APyrux
dbopmaToB. KpoMe TOro, BE MOXKETEe pacledaTaTh JOIOHUTENbHYI0 HH(pOpMalKio, TaKylo KakK KOHTaKTh Outlook, 3amMeTKy, 3agayun, Teru COORITUAY U T. . [[OTOJHUTEIbHEIE TapaMeTPH ¥ METOAB HAacTPOoMKU HamcTpoiika 03BOJISET MI0Ih30BaTEIIM HacTpauBaTh U HaCTpauBaTh pa3IMyHLIe TapaMeTpPH! C ITaHe U ITedaTd HHCTpyMeHTa. KpoMe Toro,
pasnuyHble KHOTIKY IeYaTy Ha I'IaBHOM IaHeIu MOTYT 0TOOpaxkKaThCsl/CKPhIBAThCS, IPUHTEP 110 YMOTYaHUIO MOXKET OBITh U3MeHeH, 0TOOpaXkaeTCs CTaTyC COOOIIeHUY ITledaTh UHCTPYMEHTa, a Takxke fobaBneHre nHpopMalmy Bec, BKIIOUEeHHOM B OKOHYATE/IbHBIE OTIIeYaTKU. 3aK/IIOUUTEeIbHEIe cCO00paxkeHus, MTI0CH U MUHYCH [logBoas uTor,
MOXKHO CKa3aTh, YTO 3Ta HafgcTporka Outlook m03BOMUT MOIL30BATENSIM YIOOHO YIIPABIATh CONEPKUMBIM CBOEH 37IEKTPOHHOM MOYTH. B TO XKe BpeMsi, y4UTHIBas BO3MOXKHOCTb Outlook BHEIPSTH U YIIPaBIATh HECKOJIBKUMYU OUCTPUOYTUBAMHU 3JIEKTPOHHOM ITOYTH U3 OJHOT'0 MECTA, BEl MOXKETe MCII0Ih30BaTh MHCTPYMeHTH nevaTy gas Outlook gns
MaciTabupoOBaHUS ¥ aBTOMATH3AIMK IIPOIlecca MevyaTH Iy HECKOJTbKUX yueTHHIX 3amuce. Llens ShareX Outlook — mpemocTaBuTh OTb30BATEIIIO OTIMYHOE PACIIMPEHKE [JIS TPOCTOTO BEIOOPA, yIIPaBiIeHusT 1 0OMeHa KOHTAKTaMH, IIOYTOBLIMYM KOHTAKTaMu, KajleHaapeM, 3agadyamMu u 3ameTkaMmu. Kpome toro, ShareX Outlook mommepxuBaeT
HauboJiee YacTo UCIOJIb3yeMble (opMaThl 3KCIIOPTA, a TakKXKe UMIIOPT KOHTAKTOB U3 APYrux mporpamM, Takux kak Outlook Express, Windows, Outlook 2003, Outlook 2010, Exchange, Lotus Notes u T. 1. ShareX Outlook uMeeT oueHb XOPOIIIO TPOAYMaHHbBIN HHTEP(]ENC. , YTO JelaeT ero 0OYeHb IIPOCTHIM B UCIIOTh30BAHUY U UMEET UHTYUTUBHO
TIOHSITHRIN MHTepderic. HeBO3MOXKHO BHITOIHUTE KaKyoo-Ti00 omepanuio B mpuioxkenuu 6e3 ocoboro Tpyma. OTkpriB ShareX Outlook, BEI ¢ youBieHreM 00HaAPYKUTE, YTO MOKETe MTHOBEHHO ITOIYYUTDb BCI0 HHPOpMaIuio u3 cinyxk0rl. ITo 1eaed4ebcl
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WucTpymenTh nevyatu ansg Outlook — 910 rubkuit M”HCTPYMEHT, KOTOPHIH paboTaeT noBepx Bamei peanu3anuu OutLook u mo3BonsieT mo6aBUTh OOMOTHUTENIbHBIE GYHKIMY B BAIll KJIMEHT [JIS YTEHUS U HACTPOMKHU JIEKTPOHHOM IMOUYTH. UTO OH [ie/laeT U KaKue [NOMOTHUTE IbHbIe QYHKIIUK Bhl MOXKeTe J0OaBUThL B CBOIO Cpefy? ITa HafiCTPOMKa
Outlook npenHa3HaueHa g TeX, KOMYy He0OXOOMMO aBTOMATU3UPOBATh IIPOIECC TTeYaTH CBOUX 3TIEKTPOHHBIX IIMCEM U IOKYMEHTOB UJTK (aiinioB, MPUKPEIIEHHBIX K 3JIEKTPOHHBIM COO0IIeHUAM. OTO MOXKEeT ObITh 0COOEHHO IT0JIE3HO [IJIT II0JIb30BaTe/lel, KOTOPHIE PETYISIPHO II0JTy4aloT BIOKEHUS 9JIEKTPOHHOM ITOYTH 110 Pa3HBIM IPUYHHAM.
Hamnpuwmep, mogu, KoTopsle paboTaioT B chepe GrHaHCOB UM OyXrajaTepCcKoro yueTa, UcaTeNll, YUUTeNsd, ¥ KOTOPHIX eCTh BXOAAIINe CTyJeH4YecKrue paboThl, JKyPHAIUCTHI, KOTOPhle IIOCTOSHHO TIOTy4aloT HECKOIBKO PeCcypcoB U T. A. [Ipore roBopsi, MHCTpyMeHTH nedaTy Ayt Outlook moMoryT BaM paciiedaTaTh 371€KTPOHHBIE THChMa UJTU UX
BIIOKeHUS 0e3 He0OXOOUMOCTH OTKPHIBATh IIU(MPOBLIE COOOIIEHNS. TUIIH BI0OKEHUM, KOTOPHIE BBl MOXKETE paclevaTaTh U KOTOPHIE MOJTHOCTHIO MoanepxKuBaioTcsi, — 3T0 ¢ainsl DOC, XLS, PDF unu nsobpaxenusi. OqHaKO BO3MOXKHOCTY HHCTPYMEHTA He OTPAHUYMBAIOTCS TOIBKO STHM, OH IIO3BOJISIET MCIIOIb30BaTh U MevYaTaTh Gaiabl U OpyTUX
dbopmaToB. KpoMe TOro, BB MOXKETEe pacledaTaTh JOIOTHUTEIbHYI0 HH(POPMALKIO, TaKyI0 KaK KOHTAKTH Outlook, 3amMeTky, 3agayun, Teru COOBITUN U T. . [OTOJTHUTEIbHBIE TapaMeTPHl ¥ METOOB HAaCTPOMKU HamcTpoiika 03BOJISIET IT0Ih30BaTEIIIM HAaCTPAauBaTh M HACTPAUBATh Pa3/IMYHLIE TapaMeTPHI C TaHe Iu TeYaTh HHCTPyMeHTa. Kpome Toro,
pasNuYHbe KHOTIKY ITeYaTH Ha I'JTaBHOM ITaHeIu MOTYT 0TOOpaxKaThCsl/CKPHIBATHCS, IPUHTEP 110 YMOTYAHUIO MOXKET OBITh U3MEHEH, 0TOOpaXKaeTCsl CTaTyC COOOIIeHU! ITeYaTh UHCTPYMEHTa, a Takxke JobaBneHre nHbopMalmu Bec, BKIIOUeHHOM B OKOHYATE/IbHEIE OTIIeYaTKU. 3aKI/IIOUUTEeIbHEIe CO0OpaxKeHu s, MITIOCH ¥ MUHYCH ITogBOs MTOT,
MOXKHO CKa3aTh, UTO 3Ta HafcTporka Outlook mo3BoIUT MOIH30BaTENIM YOOOHO YIIPABIISITh COIEePKUMbBIM CBOEM 37IeKTPOHHOM MOYTHL. B TO ke BpeMsi, yuuThIBasi BO3MOKHOCTh Outlook BHEOPSTH U YIPABNISITh HECKOIKUMU AUCTPUOYTHUBAMU 3JIEKTPOHHOM IIOYTH U3 OJHOTO MECTa, BBl MOXKETe HCII0Ib30BaTh MHCTPYMEHTH nnevaTH A Outlook mms
MacimTabrpoBaHUS U aBTOMaTH3alMy IIpoliecca IedaTH [ HeCKOJIbKUX YUEeTHHIX 3amucell. [IpakTuyeckoe obydeHue [IpucoefuHANTECh K HAM CETOOHS Mg MIpPaKTU4YecKux 3aHaTuu mo: 1.Kak ucnonb3oBats Outlook misi co3manus nepcoHanu3upoBaHHEIX OYKIETOB 0 BCTpedax/MeponpusaTusax? 2. Kak oTIpaBisaTh IPUTIalleHus Ha BcTpeyu? 3.
Kak HacTpouTh HannoMuHaHUS 00 aKTUBHOCTH [7ig BcTped. 4. Kak oTpaBuTh MaTepuansl BcTpeun? Iloxkanylicta, mocetuTe 1-uacoBoe o0ydeHue U y3HaUTe 00 «YTonKe QyHKLINM», KOTOPHIN SABISETCS OYeHb MOUTHEIM U ITOJI€3HBIM MHCTPYMEHTOM [IJ1I IOBCEOHEBHBIX HYXK/ Ou3Heca. B 3ToM o4eHb MOAPOOHOM PYKOBOACTBE II0JIb30BATES BHI
BIIEPBEIE Y3HAETe, KaK UCIO0Ib30BaTh Qutlook mist co3manus mepcoHaNIU3uPOBAHHEIX OYKIETOB O BCTpedax/MeponpusaTusax? Kak oTmpaBisaTh MpUTrIalieHus Ha BcTpeun? Kak HaCTPOUTh HATOMUHAHUS 00 aKTUBHOCTHU
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HHucTpyMeHTH nedatu A Outlook — odyeHb MOIIHBIN HHCTPYMEHT Oy Microsoft Outlook. 9TOT HHCTpyMEHT IIpefoCcTaBIsgeT MHOKECTBO BO3MOXKHOCTEH [JIs1 HACTPOMKHU U YIIpaBIEeHUS Pa3/IMYHBIMU TUIIaMU BlIoXeHu!. UHCTpyMeHTH nedatu Ay Outlook — aTo HapcTpoiika Outlook. Bel MoXkeTe MCONIb30BaTh 3TOT UHCTPYMEHT AJIS YIIPaBIEHUS
37IeKTPOHHOM MOYTOM, pacnedyaTKaMu U BroxeHusaMu Outlook. OyHKIIMK: ITOT MHCTPYMEHT II03BOJISIET JIETKO IIeYaTaTh BIIOKEHHS 31eKTPoHHOM nouThl Outlook u3 rimaBHoro okHa Outlook. MHCTPyMeHT peanu3yeT MIMPOKUN CIIEKTP TapaMeTPOB IeYaTh. ITOT HHCTPYMEHT MO3BOJISIET JIETKO IledaTaTh BIOXKeHUs 371eKTPOHHOM mo4Th Outlook u3
rinaBHOTO OKHa Outlook. MHCTpYMEHT peanu3yeT MIKXPOKUHN CIIEKTP ITapaMeTpoB rmedaTu. C MOMOIIBIO 3TOT0 MHCTPYMEHTA Bl MOXKeTe ObICTPO IMevaTaTh Pa3UM4YHbIE BIIOXKEHUS, 00aBIITh 3aMeTKH U APyryue GYHKINY [TeYaTH B COOOIIeHUS 37IEKTPOHHOM MOYTH. C ITOMOIIBI0 3TOTO HHCTPYMEHTA B MOXKETeE JIETKO paciedaTaTh HECKOIbKO
BJIOKEHWH, MOOABUTL 3aMETKH ¥ Apyrue GYHKIUU [TeYaTh B COOOIIEHUS 3JIEKTPOHHOM MOYTHL. ITOT HHCTPYMEHT TaKXKe UMeeT BO3MOXKHOCTh IIPUKPEIIATh HECKOJIBKO 3aMETOK K COOOIIEeHUSIM 3JIEKTPOHHOM MOYTHL. ITOT MHCTPYMEHT TaKXKe MTO3BOJISIeT eYaTaTh HeCKOIbKO BIIOXKEHUH, M0OABISATh 3aMETKH U OPyrue PYHKIMH IedaT B COOOIIeHUS
97IeKTPOHHOM MOYTEL. ITOT MHCTPYMEHT IT03BOJIeT OBICTPO IMevaTaTh HECKOJIBKO BIIOKEHUH, 100aBIATh 3aMETKY U OPyrue QyHKINY IevaTH B COOOIIeHUs 37IeKTPOHHOM IOYTHL. ITOT MHCTPYMEHT TaK¥Ke I03BOJISEeT IledaTaTh HECKOJIBKO BIIOXKEHUM, H00aBISITh 3aMEeTKH U Apyrue GYHKINUY IeYaTu B COOOIIEeHUS 3JIEKTPOHHOM MOYTH. BEl MOXKeTe
JIETKO pacleyaTaTh HECKOJIbKO BJIOXKEHUH, 106aBUTh 3aMEeTKHU U Apyrue GyHKIUY IeYaTH B COOOLIeHUS 9JIEKTPOHHOM ITOYTH. Bhl MOXKeTe JIeTKO pacredaTaTh HECKOJIBKO BIIOXKEeHUM, H00aBUTh 3aMETKHU U Opyrue QyHKIMY IevaTu B COOOIIEeHNS 3IeKTPOHHOM TouTh. CoBMecTuMOCTE: [TepcnekTuBa 2010 ITpumeyanue. CHavasa BaM He0OX0OUMO
YCTaHOBUTD 3TOT MHCTPYMEHT Ha CBOM KOMIBIOTED. [laBaiiTe MOAKIIIOYMMCS C ITOMOII[LIO COLIMaIbHEIX ceTel: ByabTe MepBeIM, KTO Y3HAET 0 nocjaegHux coBetax OnQuickie. 3apeructpupyiitech Huxe! ColranbHBIN IPOQUIL/CeTh He HalfeH. 1715 CBSI3U C MOJIb30BaTENIsIMU BaM He0OX0OuM JTMYHBIM aKKayHT B COI[MANIbHOM ceTH. [IpucoeIuHSINTECEh K
V3HAW TIEPBBIM O OnQuickie OnQuickie — oTnuyHOE MeCTO, I'le MOXKHO HaUTH ITOCIENHUE COBETH U peKoMeHaauuu gns Windows, Mac, iPhone, iPad, Android u gpyrux yctporicTts! YToOI OBITH B KypCe IIOCIEIHUX HOBOCTEH, 3aXOAUTeE odalle, TaK KaK HOBBIE COBETHI NyOIMKYIOTCS KAkl JeHb.3eMJISI PEBOJIIOIUY «3eMJIsl PeBOJIOUN» (aHT L.
Land of the Revolution) — utanesackuit pumeM ¢ 6ackoit 1958 roga pexuccépa Jlyumxu Kanyano. O 6w mpepnctaBned Ha KanHckoM kuHodecTuBane 1959 ropa. CioxkeT Bo BpeMsi HalmojIeOHOBCKUX BOMH B HAIIOJIEOHOBCKOM KoposieBcTBe Mtanmus monomoi odutiep (Pad Bannone) mpuHUMaeT yyacTHe B TapTU3aHCKOM KaMIIaHUU, YTOOHI
aTakoBaTh Bpara € MOMOIIIbIO



System Requirements For Print Tools For Outlook:

Windows 10, Windows 8.1, Windows 7 (32-pa3psimHas/64-pa3psiguas) MuaumyMm 1,2 I'T1 nporeccop Munumym 512 MB O3V Munumywm 5,0 I'b cBo6omHOro Mecrta Ha nucke MuHuMmanbHoe pa3penrenne 1280x1024 (Ha Bumeo) Kak urpats B YiabTpa Myu? [Ipexkfe Bcero, y Bac JOIKeH OBITh TOPTAaTUBHBIN UT'POBOM IIjieep, YTOOH UTPATh B 3Ty UTPY.
[Tocrne 3TOr0 BaM HYKHO OyMeT BHIIOTHUTL HECKOJIBKO IIaTroB, ITOC/IE Yero BRI CMOXKeTe UTpaTh B 9Ty urpy. Kak yctaHoBuTh YbTpa MyH? Bhl MOKeTe cKadaTh HCIIOTHSIEMBIH (panti



