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Konnektvs paspabotumkos Office c yaoBonbCTBMEM npencTaBasieT Bbi-
nyck Microsoft® Office 2010. Mbl cTpeMUANCh CaenaTth Hall NPOAYKT eLlle
coBeplueHHee, obecneurB BbICOKYIO 3OPeKTMBHOCTb PaboTbl Mpu UC-
nonb3oBaHumn MK, cmapTdoHa v Hpaysepa. ITO pe3ynbTaT MOCTOSHHbIX
BCECTOPOHHUX UCCNEAOBaHUIA, a TakKe aHanu3a MHOOPMaLUnN 1 AaHHbIX,
noay4yaembix oT 500 MUAIMOHOB KANEHTOB U3 pasHbix CTpaH Mupa. Pabo-
Tas Haf, KaXKA0M Bepcuel, Mbl CTaBUM Mnepes COboN ABe OCHOBHbIE Liesu:
1) noaaep>xka 6a30BbIX KOMMOHEHTOB, UCMOb3yeMbIX B HacTosLLee Bpe-
M$, U 2) cO3aHne CPeacTB, COOTBETCTBYHOLMX BaLUMM MEHSFOLLMMCS MO-
TpebHocTam. Vicxoas w3 atoro, Office 2010 ynpolaet u yckopsieT BbINo-
HeHve oOLMX 3ajay W NpeanaraeT HOBble CPEACTBA, KOTOPble, KakK Mbl
Hazeemcs, CTaHyT HEOTbEMIEMOW YacTbiO BalLel AajibHenLen paboTbl.

[Jaxe caMble nyywive naen MOryT 3aTepaTbCA B PacTyLUMX obbemax WH-
¢dopmauun. Office 2010 nomoxkeT Bam caenatb CBOW WAEN 3aMETHbIMU
W BblAeAUTb MX. HezaBMCMMO OT TOro, Mpu3BaHbl M Balwun paspaboTku
BAOXHOBUTb OJHOTO 4YesoBeka WA Npeobpa3oBaTb MeXAYHapPOAHYHO
opraHuzaumto, Office 2010 cnocobcTByeT pasBuTMIO NtOBBIX  KAel
40 TpebyemMoro ypoBHs. Bocnosib3yitech yCOBEPLIEHCTBOBAHHBIMU CPEs-
cTBaMu a1t paboTbl € BUAEO M M306paKeHAMM, YTOObI co3aaTb 3hdekT-
HYIO Npe3eHTaunio NpodeccMoHaNbHOTO YPOBHSA WAN 3aKNHOUNTL CAENKY.
PasobpaTtbcs B HonbLIOM KOAMYeCTBE MHOOPMaLMM MOMOTYT HOBble
W YCOBEPLLEHCTBOBAHHbIE UHCTPYMEHTbI A5 BU3yaNbHOrO OTOBpaXkeHus
OCHOBHbIX TEHAEHLMIA B AaHHbIX AaXe B pamkax OgHOW sueliku. Ho peub
MAEeT He TOMbKO O NpuHUMNe «bonblie u nydwe». PaccmatpuBatoTcs Bo-
npockl 6onee GbICTPOro M NPOCTOro pelleHns 3agadv. bnarogapsa ynyu-
LLUEHHOM NIeHTe N HOBbIM cnocobam HaBurauum no pabounm AoKymMeHTam
Bbl CMOXETe MOCTOSIHHO Pa3BMBaTh U NOAAEPXKMBaATb NAEU — C MOMEHTa
WX BO3HWKHOBEHMS 10 BOMJIOLLEHWS B XXM3Hb.
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YacTo OT/IMYHbIE NAen NOABNAKOTCA B pe3y/bTaTe COBMECTHOMW JeATesb-
HocTn. Office 2010 npeanaraeT HOBble U YCOBEPLUEHCTBOBaHHbIE BO3-
MOXHOCTW Ans paboTbl C naeamu, BoBekatolwme 6onblue nosb3oBaTe-

CnapknaiHol MakcumaneHsle MWHHMaNBHbIE Neli v co3gatolime MeHblue npobrem. CoBMECTHOE peaakTUpoBaHue,
1ron W 12,6 1 HanpvMep, NpeanoiaraeT BHECEHNE M3MEHEHWI B JOKYMEHT O4HOBpE-
. MEHHO C ApYrMmMun aBTOopamu. bosiblue He Hy>XXHO CO3AaBaTb HECKONbKO
2rog N N 16,9 1 BepCUiA UAK XaaTb CBOel ouepesun. bnarogaps uHterpaummn Microsoft
3rog RV AN 15,7 2,5 Office Communicator ¢ npunoxenusimu Office 2010 Bbl MOXeTe npo-
4ron N A 13,2 34 CMaTPMBaTL CBEAGHWA O NPUCYTCTBIN YHaCTHUKOB TPYMMbI 1 obLwaTbcs
C H/MU B KOHTEKCTE TeKyLLeln paboTbl M 06Cy>KAaTb UAew.
5roq NN 12,9 1,3 y
p NHorga camble iyylune vaen NpuxoAsT TOrAa, Korda noj pPyKon HeT
brog T — 22,3 2,7 komnbtoTepa. baarogaps Office 2010 Bbl MoXeTe paboTaTb HE3ABUCUMO
7ron '\’/-..__,r‘x 221 2,7 OT MecTa, BpemeHun 1 obpasa xusHu. Be6-npunoxenna Microsoft Office
Web Apps, Microsoft Office Mobile 2010 v paclumpeHHble BO3MOXHO-
€TV paboTbl B aBTOHOMHOM PEXMME MO3BOJIAIOT COXPaHATb COAEPXKU-
. MOE 1 BHECEHHble M3MEHEHUs Npw paboTe C JOKYMEHTaMWU Ha pas/iny-
40 1 HbIX ycTpoicTBax.1
ag +° OcHoBHoe Ha3HaueHune Office 2010 — nomMoub NoJIb3OBATENO peanun-
30BaTb BCce CBOM uaen npu pabote c K, cmaptdoHoM 1 Hpaysepom.
07 Mbl padbl NPeaNoXuTb BalleMy BHVMMAHWIO 3Ty BEPCUIO U Hajeemcs,
10 v UTO C ee NMOMOLLbH Bbl CMOXETE BOMIOTUTb CBOU MbIC/IN B XKMU3Hb.
0 'I’f T T T T T T ¢
lrop 2rog 3rog 4rog Srog GBrog 7rog

! [ina goctyna uepes VIHTEpPHET MM C UCMIONb30BaHMEM CMapTQOHa TpebyeTcs COOTBETCTBYIOLEE YCTPOINCTBO 1 NoaKtoueHue K VIHTepHeTy. Be6-hyHKLMN UCMONB3YIOT NPUAOXKeHUs
Office Web Apps, uto TpebyeT Hannums noagepxmnsaemoro 6paysepa Internet Explorer®, Firefox nam Safari, a Takxxe SharePoint® Foundation 2010 nan Windows Live™ ID. [lns Heko-
Topbix QYHKLMIA Heobxoanma ycTaHoBka cuctemsl Office Mobile 2010, koTopas He BxoguT B cocTaB npunoxenuii Office 2010, Habopos npuaoxeHnin nan Beb-npunoxermnin Office Web

Apps. PyHkunm Beb-npunoxenmnin Office Web Apps, Office Mobile 2010 v npunoxenuii Office 2010 nmetoT HeKOTOPbIE OTANYMS.
® Microsoft®
| d O
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O3HakoMbTecb ¢ MeTogamu B Office 2010, pa3paboTaHHbIMK A4 NOBbIWEHUA 3PbEKTUBHO-
CTn pabotbl Npu ncnoabzoBaHuu MK, cmaptdoHa n 6paysepa. V3yunte HOBble U yay4LLEH-
Hbl€ BO3MOXHOCTW, OMMCaHHbIe B CeAyoLmMX pasaenax, bosee nogpobHo.

BonnomeH“e HaXOAﬂCb Ha NnKe Kapbepbl, pa60Taﬂ HaA prl'II'IOBOI‘/’I npe3eHTaL|,|/|e|7| nnanm coxpaHaa ce-

b
Mne“ B )KMSHb MeWHble BOCMOMWHAHWSA, Bbl HaBEpPHSKA 3axoTuTe, UTOObI CO3jaBaemMoe COAepPXUMOoe
: 6bi10 Apkum 1 Bnevataaowmm. Office 2010 npepocTaBnseT MHOXECTBO  HOBbIX

M ycoBepLeHCTBOBAHHbIX (I)yHKLU/IVI, KOTOpPble NMOMOTYT NMOCTOAHHO AOCTUraTb HY>XHbIX

MpueBnekanTe pe3ybTaToB. PacCMOTPUM HeKOTOpbIE U3 HUX.
BHMUMa@HWe ayantTopum Ncnonb3yinTe HOBblE W yNyUllEHHblEe CpeacTBa peaakTUpoBaHuA M306pakeHuni,
C NOMOLLbIO |,1306pa- AOCTyNHble B Heckonbkux nporpammax Office 2010. Bneuatnatowime XyaoxkecTBeH-

XEHWIA, TekcTa, Hble 3ddeKTbl U yNyJdlleHHble CPeAcTBa KOPPeKLMM, HaCTPOMKW LiBeTa |/|.o6pe3|<v|

MOMOryT BaM TOYHO HacTpouTb Bce W306paxeHusa B fokymeHTax Office 2010
BuaeoMaTepuUanos v 6e3 HeoHXOANMOCTU NCMOBb30BaHMA JOMOJHUTENbHBIX NPOTrPaMM A1 pPefakTUpoBa-
AdHHbIX. HuA doTorpadui.

BcrpauBaiite n pepaktupyite BUaeo HenocpeactBeHHo B Microsoft PowerPoint®
2010. Bbl 6yseTte yaMBAEHbl TEM, HAaCKO/bKO JIEFTKO MOHTMPOBAaTb BMAEO3anucK, o-
6aBnaTb 3ddeKThbl NIABHOIO Hayasa 1 OKOHYaHWA, dopmaTnpoBaTb IPPeKTbl 1 faxe
3anyckaTtb aHMMauMlo C onpejeseHHoro MomeHta. Bce 3T1o nossonser caenatb Bu-
Aeomatepuanbl AeNCTBUTENbHO BMEYaTAAOLWUMMU.

=a.0Office
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MpuaainTe TEKCTY 0CObbIN CTUAb C NOMOLWbIO HoBOro odopmiedna OpenType, goctynHoro B Microsoft Word 2010 n Microsoft
Publisher 2010. JlobeliTeck cxoacTBa € NPpodeCccMoHaibHOW BEPCTKOM, BbIMOJHNUB HECKOIbKO MPOCTbIX AEUCTBUI A5 MPUMEHEHWS
nuraTyp, CTUAUCTUYECKUX HABOPOB 1 ApYrnx GYHKLMN OPopMAEHMs, AOCTYMHbIX BO MHOTUX WpudTtax OpenType.

MNpumennTe BnevatTaaowme 3dhderTbl TeKcTa, HanpuMep rpPagveHTHble 3aJMBKN W OTPaXeHWs, HENOCPeACTBEHHO K TeKCTy
B gokyMeHTax Word 2010. Tenepb Bbl MOXeTe BbICTyNnaTb B POAN XYAOXHMKA, paboTatowero ¢ abdekramn, NpUMEHATb KOTOpble
TaK e NPOoCTOo, KaK NCMob30BaTb QYHKLUN NOAUEPKMBAHUA W BblAeNeHNA WpudTa NONY>KMPHBIM HaYepTaHNeM.

He3aBMcMMO OT NOCTaB/NEHHOWN B HaCTOﬂLLl,I/II‘/’I MOMEHT 3ajauu, HeO6XO,D,I/IMO CKOHLUEHTPNPOBATbCA Ha €€ BbINOJIHEHUNN. K cuactbto,
Office 2010 npegnaraeTr HoOBbl€ N yaydlleHHble cCpeacTBa 414 SKOHOMUKM BpeMeHU U ynpoLwleHna pa6OTbI Ha Ka>kA0M 3Tane.

Obpalyaritecb K HEOBXOAMMBIM CpPeACTBaM B HY>KHOoe Bpems. [1na BbICTporo foctyna K 4acTo UCMoAb3yeMbiM KOMaHAaM MOXHO
Nerko HacTpouTb sieHTy. HoBoe npeacrasnenmne Microsoft Office Backstage™ 3ameHseT TpagunumnoHHoe MeHto «Painn», npego-
CTaBNAf eAVHyto 06/1acTb ANA BbIMOAHEHWA BCeX 3afay Mo ynpaBAeHWIO dannamu U rpynnupys CBfi3aHHble QYHKLUK
A8 BbICTPOro AocTyna K HUM.

[na 3KOHOMUN BpeMeHU 1 yayudlleHUs pe3ynbTaToB MOXET UCMONb30BaTbCA HOBaA QYHKUMA BCTABKM C AUHAMMUYECKMM Mpo-
cMoTpom, AoCTynHaa BO MHorux nporpammax Office 2010. lMepes BcTaBkOW cogepxumoro B AokymeHTbl Office 2010
WAN U3 APYTUX NPUIOXKEHUI MOXHO BOCMO/b30BaTbCs QYHKLMEN NpeABapUTENbHOIO NMPOCMOTPa W BbibpaTb HYXHbI BapuaHT.
Bcerga npotye npaBnabHO 0GOPMUTL AOKYMEHT C MepBOro pasa, YeM MOCTOAHHO BHOCUTb U3MEHEHUS.

Coxpanaiite Bcro nHbopmaumio, mbiciv u naen ¢ nomouwpto Microsoft OneNote® 2010 B 04HOM LIeHTPaAN30BaHHOM pacrno-
NOXEHUU C yA06HbIM nonckom. [lenatb 3aMeTKM MOXHO BO Bpems paboTbl B ApYrnx nporpaMmmay, NockoabKy OHuM byayT aBTOMa-
TUYECKN CBA3aHbl C UCXOAHBIM COAEPXMMBbIM; TakXXe MOXHO ObICTPO COXpaHATb KOMUM COAEPXUMOrO MpakTnyecku m3 aobon
nporpamMmsl B 3anucHble KHXKkn OneNote 2010.

-a.0Office
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Bnarosaps HOBbIM CMMCKaM pPe3y/bTaTOB M aBTOMATMYECKOMY BbIAENEHUIO HY>XXHbIX MEeCT MOXHO ObICTPO nepexoauTb B Tpebye-
Mble MeCTa, Ierko nepeynopsaounBaTh 3aros0BKN N HaXOAUTb HY>XXHble AaHHble. YaydlleHHaa ob6nactb HaBUraumm ¢ MHTErpum-
poBaHHbIMU cpeacTBamu rnoucka B Word 2010 no3BoasieT NpaBuibHO 1 BbICTPO OPUEHTUPOBATLCA B AOKYMEHTAX.

BoccraHaBnmBaliTe 3akpbiTble 6e3 coxpaHenus danabi! [1a, 3to Bo3amoxHo. B Microsoft Excel® 2010, Word 2010 1 PowerPoint
2010 Bbl MOXeTe OTKPbITb Bepcuu GalnioB, KOTOPbIe, Kak Bbl AyMasv, OKOHYATENbHO NOTEPSHbI.

B cocraB Office 2010 BxoaAT HOBble 3ddeKTUBHbIE CpeacTBa A4 Bblbopa AaHHbIX M YNpaBAeHUS UMW, a TakKe WHCTPYMEHTbI
AN BbICTPOro BbINONHEHWA 3aga4y. He3aBMCMMO OT 3annaHNMPOBaHHbIX AENCTBUIN — GOPMMPOBaHME U KOHTPOb JIMYHOTO BrogxeTa
nnn cosgaHme paboumx nnm yuebHoix npoekto — Office 2010 genaet paboty 6onee NOHATHOW, TMHOKOM U HarNSAHOWN.

Cpenaite C/10)KHOE MOHATHbLIM C MOMOLLLI HOBLIX CPeACTB BU3yanuzaumm v adaamsa B Excel 2010. [na HarnsaHoro o606-
LLeHNs pe3ynbTaTOB aHa/iM3a WUCNo/b3yTe Hebosbline AMarpaMmbl, — CrlapkaaHbl — pa3MeLLeHHble PSAOM CO 3HAYEHUAMMN.
C MOMOLLBIO Cpe3a BbIMOJHUTE AUHAMUYECKYHO OUABTPALMIO JAaHHbIX B MPeACTaBAeHUMM CBOAHOM Tabauubl (PivotTable®)
nnu ceogHou amarpammsl (PivotChart®) ans npocMoTpa 1 oTobpaxkeHns TONbKO BaXKHbIX CBeAeHWA. Ecan ana aHanmza TpebyroT-
Csl AOMOJIHUTE/IbHbIE PECYpPCbl, BOCMOb3YMNTECh CneumanbHO pa3paboTaHHoOM becnnaTHoW HaacTporikon PowerPivot ans Excel
2010. OHa no3BosiseT 6bICTPO 0bpabaTbiBaTb OrPOMHbIE O6BEMbI AAHHbIX.

3abyabTe 0 TpyaHOCTAX 06yueHus. bnarogaps HoBbiM Wabs0HaM M MHOroOKpaTHO MCNOJIb3yeMbIM KOMIMOHEHTaM Mpwuao-
xeHne Microsoft Access® 2010 npeo6bpa3oBaHO B 6bicTposeiicTBYyIOUEE M NpOCTOe pelueHne ana 6a3 aaHHbIX. HoBble
BO3MOXHOCTW, TaKMe Kak YacTu MPUAOXKEHUI 1 NOAsA BbICTPOro 3amnycka, NO3BOAOT MITHOBEHHO CO3AaBaTb 6a3bl AaHHbIX. Hy>XHO
NpocTo BbibpaTb HeobxoANMble ObLine KOMMNOHEeHTbl Access 1 A06aBUTb FPyMMbl YacTO UCMOAb3yeMbix Nosen. A Aaa NPOCTOThI
HaBuraumm no 6asam JaHHbIX MOXHO 6e3 Tpya NoCTPOUTb GOPMbI HaBUraLMKY, MPUYEM HanncaHne Koga He Tpebyetca.

Co3paBanTte paboTatowme Gopmbl. IKOHOMbTE BPeMA U CPeACTBa OpraHM3aLumm 3a cyeT opraHusauumn 6onee HbICTpOro npouecca
cbopa kayecTBeHHOM MHPopmMauun. Kouctpykrop dopm Microsoft InfoPath® 2010 ynpolaeT BbiNnoNHEHWe 6U3HeC-NpoLILecCoB

=a.0Office
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3a CYET NPOCTbIX B MCMNOJIb3OBAHNN N HEC/IOXHbIX B CO34aHUN 3/IEKTPOHHbIX q)OpM. OHu COKpaLwaT BBOA M30bITOYHbIX CBeAeHVII;’I
M NOBbIWaKT Ka4veCTBO co6mpae|v|b|x AaHHbIX.

Pabotalite ¢ 6osbwMMKM Habopamun aaHHbIX B Excel (6onee 2 TB) n makcumanbHO 3QdEKTUBHO MCMOb3YITE BAOXEHUS B HOBOE
Y CylLecTByOLLLee 060pyA0BaHKE C NOMOLLLIO 64-paspsaaHoii Bepcun Office 2010.2

2

STa BO3MOXHOCTb YCTaHaBAMBAETCH TONbKO B 64-paspagHbix cuctemax. s nonyyeHus WHCTPYKLMA MO YCTaHOBKE W AOMOAHWTE/bHLIX CBEAEHWI nocetute BeG-cawt
http://office.com/office64setup.

| O ff' Microsoft®
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O6uweHne 1 coBmecTHaa paboTa ABAAKOTCA BaXXHbIMWU 3N1eMeHTaMKn 1toboro npoekta, Tpeby-
Eonee tOLLLEro B3aMMoZAencTBums. A Korga peudb UAeT O COBMECTHOM paboTe, HEOBXOANMO COCpeso-
TOUUTBLCA Ha 3ajaye B LENOM, a HE Ha COMPsKeHHbIX ¢ Hel npoueccax. Office 2010 npego-

Sq)d)eKTVIBHaFl CTaBNSE€T HOBblE W yNyUlLEeHHble BO3MOXHOCTM Ans 6onee 3ddeKTMBHOM COBMECTHOW pabo-

COBMeCTHaﬂ Tbl M y4yllero obMeHa AaHHbIMU. 3TV GYHKLMM NPOCTbl B UCMO/b30BaHUK, MO3TOMY A0OCTUYb
BbICOKMUX PE3YNbTaTOB MOXHO C MEHbLUMMW YCUANAMM.
pa60Ta Office 2010 no3BosifeT GbLICTPO W NEFKO CMPaBAATLCA C PAabOTON C MOMOLLHO
. Pepaktnpyiite ognH 1 TOT Xe AOKy-
PaboTaiiTe COBMECTHO C meHT Word 2010 waum npe3sentaumro PowerPoint 2010 oaHOBpeMeHHO C Noab30Ba-

TeNAMU, HaXxogAWMMUCA B pa3HbIX MecCTax. CpaBHI/IBaI‘/’ITe naen n cBeaeHmna B O,D,HOI\/’I 06-

APYrMMu nonb3osarensmu, wen 3anmcHoun kHuxke OneNote 2010 Bmecte ¢ aogbmu, pabotatowmmm ¢ OneNote

BOBNekas 6onblue noaei u Ha MK wnu B 6pay3epe. Cpgenaiite paboTy Brpynne ypobHee ¢ nomoublo Beb-
! npunoxenuns Microsoft Excel Web App, pesaktvpys KHUTYy OAHOBPEMEHHO C APYTrMMU

He oxupas csoen ouepean. nonb3osatenamu.’

OcTaBaiTecb Ha CBA3U U YZaNEHHbIM C/yLlaTensm

He3aBUCMMO OT Hannuma y Hux PowerPoint. Vicnonb3ynte byHKUMIO WIMpOKOBeELLATeb-

HOro nokasa CnanWAoB AN MTHOBEHHOW TpaHCAAUMW Npe3eHTauun B VIHTepHeTe.

Gnaronapsi HOBBIM METOAAM [Ana cnywatener, KOTOpble He CMOIAN MPUHATb y4yacTue B MPOCMOTPE, Uco3p,av|7|£e Kaue-
CTBEHHYIO BUAEO03anncb npeseHTaLmm, BbINMOJHNB HECKOJIbKO NPOCTbIX AENCTBUN.

OGyabTe B Kypce cobbiTuii -

ynpaBneHUsi 3NIeKTPOHHOM

NOYTON W YyNPOLEHHOMY B Microsoft Outlook® 2010. B ynyywieHHOM npeacTtaBaeHUM
«PasroBop» MOXHO 6e3 Tpyga ynpasaatb 6onbwmmn obbemamu coobuueHnin. Hosas
byHKLMA BLICTPbIX AEMCTBMI MO3BOAAET BbIMOJHATL Pa3/NyHble MHOFOKOMaHAHbIe 3aja-
4u, Hanpumep nepemelleHne coobLLeHNa B APYryrO NManky v OTBET Ha Hero C npuriaile-
HMeMm Ha cobpaHue, OfHUM LLENYKOM.

B3aMMOAENCTBUIO.

> OYHKLMM COBMECTHOTO peAakTMpoBaHus TpebytoT Hanuuma Microsoft SharePoint Foundation 2010 uau 6ecnnatHoro Windows Live ID. CoBMmecTHoe pepakTuposaHie yepes Word
2010, PowerPoint 2010 n OneNote 2010 uepe3 Windows Live SkyDrive 6yaeTt 40CTynHO BO BTOPOI nonosuHe kaneHgapHoro 2010 roga.

4 Llns LUMPOKOBeLLaTeNbHOro Nokasa cnangos Tpebyetcs SharePoint Foundation 2010 uan 6ecnnatHbin naeHtudmkatop Windows Live ID. Ans nokasa ¢ nomoubto SharePoint 2010

HeobXoAMMO ycTaHOBUTL Beb-npunoxeruns Office Web Apps.
® Microsoft®
2.0ffice
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MonyyanTe AONONHUTENbHbIE CBEAEHUSA O NIHOAAX, HanpuMep obLmX APY3bAX, U Apyrve couuManbHble AaHHble, YKPENVB BO3MOX-
HOCTW CBSI3N C OOLLECTBEHHBIMUN N AeN0BbIMU Kpyramu ¢ nomoubto Outlook Social Connector.

Bawe npunoxeHve obmMeHa MTHOBEHHbIMWU COOOLLEHUAMMN MMEET YNYULIEHHYIO WM pacLUMpPeHHY0 QYHKLMOHaNbHOCTb. MNpocma-
TpVBaNTe CBEAEHUA O NMPUCYTCTBUMN M HOBYIO KapTOYKY KOHTaKTa APYy3eW U KOANer n HaumHarTe obweHne 3 npunoxexumin Of-
fice 2010. Office Communicator npeanaraeT AONOAHUTE/bHbIE CPEACTBA, HAaNPUMeEpP BO3MOXHOCTb BbIMOJ/HATL FOJI0COBbIE BbI3O-
Bbl, He Npekpallas pabory.’

C3KOHOMbTE BpPEMSs M yNpoCTUTE COBMECTHYIHO paboTy 3a cyeT WCMO/Ab30BaHWA HOBbIX GyHKUMA Mo 3auurte, obmeHy
W ynpaesieHnto aokymeHtamu. [loKyMeHTbl, 3arpy>aemble 13 VIHTepHeTa, aBTOMaTUUYeCk OTKPbIBAKOTCA B PeXMMeE 3aliuLLeH-
Horo npocmoTpa. PyHkums «HageXHble 4OKYMEHTbI» MO3BOASET BbIMOJHATH MUHUMYM AOMONHUTENbHBIX AENCTBUIA Npu paboTe
C YK€ W3BEeCTHbIMM AOKYMeHTaMu. HoBoe cpeacTtBo «[1poBepka UMTaeMOCTV» UCMONb3yeTCs ANs NpoBepky dalina Ha Haauuve
COAEP>KMMOTO, YUTEHME KOTOPOrO MOXET BbI3BaTb TPYAHOCTM Y ItOAEN C HapyLLIEHUAMU 3PEHNUS.

C nerkoctbto paboTante n obLanTeCh Ha HECKONbKUX fA3blKax. VICMONb3ynTe yayulueHHbIe A3bIKOBble CPeAcTBa B HECKOIbKUX
nporpammax Office 2010, uTobbl 3a4aTb OTAE/bHbIE A3bIKN AN PEAAKTUPOBAHNSA, OTOBPaXKeHWs, BbIBOAA CMPaBKM U MOACKA30K.

Ncnonb3ynte Microsoft Outlook 2010 ¢ [incnetuepom KOHTAKTOB AN MOAAEPXKKM CBA3M C IO4bMMU U OpraHM3auusamMm, UMetro-
WMMWN OTHOWeEHMe K BaweMy 6usHecy. Co3gaBanTe M HacTpanmBanTe 3anmcy, OTpaxkarowme Bally AeATeNbHOCTb — MeXaHW3Mbl,
NOCTaBLUMKW, KANEHTbl U T. A. KOHTpOAUpPYMTE NOTEHLUMANbHbBIX KINEHTOB U CAENKM C MOMEHTa NPeAsioXEHNs A0 YCMewWwHoro 3a-
katoueHus. NpocmatpuBanTe JOXOAbI, BasOBYHO NMPpUbbIIb U Apyrie nokasaTenn Ha naHeam MoHutopuHra. ObmeHnBanTecb 6ms-
Hec-AaHHbIMKU ¢ koaneramun. Co3zgaBanite ¥ NPOBOANTE MAPKETUHIOBbIE KaMMaHUM W BbIMNOAHANTE NpoekTbl. [N BCex 3Tux Aeu-
ctBui noaxoant Outlook — nNpuaoxkeHne, 3HaKOMOE MO YNPaBAEHUIO 3NEKTPOHHOM MOYTOM U BEAEHUIO KaNeHAapeN.

> IR UCNONBL30BaHUA CUCTEMBI OBMEHa MIHOBEHHBIMU COOBLLEHVUAMM AN CBEAEHWIA O MPUCYTCTBUM TPeByeTca oAHa W3 Cleaytolmx TexHonomii: Microsoft Office Communications
Server 2007 R2 ¢ Microsoft Office Communicator 2007 R2, Windows Live Messenger uan apyroe npuioxeHne obMeHa MrHOBEHHbIMU COOBLLEeHNAMY, NogaepxmBatolee IMessenger.
[na ronocosbix Bbi3oBoB Tpebyetca Office Communications Server 2007 R2 ¢ Office Communicator 2007 R2 uan nto6bIM ApyrM nNpuaoXeHnem ¢ noggaepxkon IMessengerAdvanced.

A ® Microsoft®
i aj.wo |Ce
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nOCTyn K Ecnn mnaewn, cpokn m upesBblYalHble CUTyaLMM BO3HUKAKOT B HE O4YeHb YA0b6HOe Bpems,
BaM 6onble He npuaetcs xgzatb. Office 2010 paet Bam cBob6oAy BbINOAHEHUS 3ajad

paso-re n3 B y06HOe BpeMs MpakTUUeckn ¢ No6oro KOMMboTePa, NMOAKAOUEHHOro K VIHTepHeTy,
nAn gaxe co cMapTdoHa.’

n|.060|'0 MeCTa Haxoascb Baann ot goma, odurca 1 KOMMNbIOTEPa, MOXHO MO-NpeXHeMy BbICTPO BHO-

CNTb MBMEHEHNA B BaXKHble€ Npe3eHTaunn, NnpoBoaAnNTb NMNPOBU3NPOBAHHbIE CEAHCbI

MO3roBoOro wtypma C y4aCtTHMKamMu rpynnbl Ay nomMoratb Apy3bAM COCTaBUTb PE3HO-
Tenepb Bbl MOXeTe

: me. bnaroagaps darinbl  coxpaHsatoTCS
pabotatk 3 EKTUBHO B B VIHTepHeTe, a 3aTeM K HVMM MOXHO 06paTUTbCs MPaKTUYECKM C A06Oro MoaKIo-
yao6Hoe Bpems 1 B nobom UYEHHOTO K CETVM KOMMbOTepa, UTobbl OTPEAAKTUPOBATL M UCMOJ/Ib30BaTb COBMECTHO
MecTe — BbIGOp Bceraa 3a C ApYrviMM nonb3osatenamu.’

BaMu. XXu3Hb nonHa nepeHocut 3dpdekTnBHbIe cpeacta Microsoft Office

2010, koTopble Bbl MCMOAb3yeTe KaXAbl AeHb Ha paboTe, goma WM Ha ydebe,
Ha Baw cMmapTdoH nog ynpasaeHnem Windows®, npegoctaBass nHTepdeinc, cneum-
aNbHO pa3paboTaHHbIV A/A 3KpaHa MOBMABHOTO yCTp0|7|CT|3a.8

NPUATHBIX MOMEHTOB, He
ynyckainte ux!

Microsoft SharePoint® Workspace 2010 pacwmpsietr noHsaTus o pabote ¢ dpannamm
N COTPYAHWYECTBE, Mpeasaras BO3MOXHOCTb pPaboTbl B aBTOHOMHOM peXume.
B

OBHOBAANTE AOKYMEHTbI M CMIUCKW, a NMocie MOAKAOUYeHUsA K VIHTepHeTy Bce u3me-
HeHWa 1 0bHoBAEHWNA Byay CUHXPOHU3MPOBAaHBI.

® [ina poctyna K Be6-CTpaHULIAM WAK C UCMOb30BaHMEM cMapTdOHa TpeByeTcs COOTBETCTBYIOLLEE YCTPOICTBO U NOAKAKOUEHME K VIHTepHETY. BeB-pyHKLMM UCMONL3YIOT NPUAOKEHMSA
Office Web Apps, uto TpebyeT Hannuma noaaep>xkmsaemoro 6paysepa Internet Explorer, Firefox naun Safari, a Takxke SharePoint Foundation 2010 uan Windows Live ID. [ins HekoTopbIx
obyHKLMA Heobxoamma ycTaHoBka cuctembl Office Mobile 2010, koTopas He BxoguT B cocTaB npunoxeruin Office 2010, HabopoB nNpuaoxxeHnii uan seb-npunoxermnin Office Web Apps.
®yHKummn Beb-npunoxenuin Office Web Apps, Office Mobile 2010 v npunoxenuin Office 2010 MoryT oTamuaTbes.

7 Be6-npunoxenus Office Web Apps BkatouatoT Be6-npunoxerne Microsoft Word Web App, Be6-npunoxerie Microsoft Excel Web App, Be6-npunosxenue Microsoft PowerPoint Web
App 1 Beb-npunoxeHune Microsoft OneNote Web App.

& B coctas Office Mobile 2010 Bxoant Word Mobile 2010, Excel Mobile 2010, PowerPoint Mobile 2010, OneNote Mobile 2010 n SharePoint Workspace Mobile 2010. MpuaoxeHne Out-
look Mobile 2010 npegyctaHoBneHo Ha cmapTdoHbl ¢ Windows Bepcun Windows Mobile® 6.5 nan 6onee nosgHern 1 SBASETCA NOYTOBbIM KANEHTOM MO YMOJYaHMUIO, BbIXOAALLMM MO-

cne Bbinycka Microsoft Office 2010 B wnpokyto Npogaxy.
ﬁ' Microsoft®
-
2.0ffice
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[MoApo©OHble cBeaeHns o Office 2010

Y3HanTe O HOBbIX BO3MOXHOCTAX, npegoctaBasembix Office 2010 pns BbinosHeHMa co6-
CTBEHHbIX 3a4ay4, COBMECTHOW paboTbl nan paboTbl B NyTw.

Microsoft Access® 2010

@ Microsoft Excel® 2010

@ Microsoft InfoPath® 2010

Microsoft Office Communicator 2007 R2

@ Microsoft OneNote® 2010

O Microsoft Outlook® 2010

e Microsoft PowerPoint® 2010

=

Microsoft Publisher 2010

S»,j Microsoft SharePoint® Workseace 2010

Microsoft Word 2010

a2 Office
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HoBMHKQ U yAy4LleHune!

DKOHOMbTE BpeMA UM CpeAcCTBa MPU pejakTMpOBaHUM n3obpaxeHun B gokymeHTax Office
2010 Ha npodeccMoHanbHOM YpPOBHE 6€e3 MCNO/b30BaHMA AOMOJAHUTENbHbBIX MPOrPaMmM.

Mpu co3gaHuMM BaXKHOrO AeN0BOr0 OTYeTa, HamucaHuu
cemMecTpoBOn paboTbl nan MHGOPMaLMOHHOro 6ronne-
TeHs coobLecTBa BO3HMKAET ONpaBAaHHOe XenaHuve cae-
NaTb AOKYMEHT 3anoOMWHaroWMMca 1 NnpodeccmoHanbHo
0QOPMNEHHBIM.

K cuactbto, gns pabotbl ¢ nsobpaxenmsmmn B Office 2010
CyLLEeCTBYeT MHOXECTBO HOBbIX M YNyULLEHHbIX CPeaCTB,
npu paboTe C KOTOPbIMK Bbl MOXETe MOYYyBCTBOBaTb Cebs
npodeccnoHanbHbIM  An3anHepom. [pumeHanTe Xyao-
>KecTBeHHble 3P deKTbl, TakMe Kak LiBeTHble Ma3ku, spdek-
Tbl CTekna, akBapenn, rybku, Bcero napou LWenykoB Mbl-
WK; MCNOoNb3yiTe NpodeccMoHanbHble CpeacTBa Koppek-
TUPOBKW LBeTa ANs HBbICTPOM Y TOUHON 06pPaboTkM K30-
BpaxxeHWU; NCNoNb3ynTe CPeacTBO 0b6pe3kM U HOBOE
CPeACTBO yAaneHus GoHa AN oTobpaxeHUs pUCyHKa Tak,
Kak naaHMpoBanoCh.

CrpaHuua 15 13 198
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AoctynHo B:@ @ JJ E @

e [lna 3KOHOMWM BpeMeHW Mpu pefakTupoBaHun poTtorpaduin ncnob-
3ylTe QYHKLMIO AMHAMUYECKOro MpejABapuTesbHOro npocmoTpa. Mo-
cne Kaxzoro Bblbopa m3obpaxeHns OTKpbIBaeTCA BkAajka «Pabota
¢ pucyHkamu | ®opmat». HaBeauTe ykasaTeNb MbIUW Ha NapameTp
B KOJJIEKUMN  Ha BKkNagke, Hanpumep, «WcnpasneHue», «LiBeT»
nnn «XygosxxectseHHble 3dpdekTbl» B npunoxenmn Word, Excel, Power-
Point nan Outlook, ana npeaBapuTenbHOro MPOCMoTpa BblIGpaHHOro
napameTpa, MPUMEHEHHOro K N306paxeHuto.

e HoBble wynyulleHHble OQYHKUUM pefakTUPOBaHWA U306paxkeHni
B npunoxeHun Publisher 2010 otanyatotcs  OT Takux  QYHKLMIA
B npunoxenunax Word, Excel, PowerPoint n Outlook. lononHuTenbHble
cBeZieHNs cM. B Tabanue «OTanuntenbHble 0CO6eHHOCTU» Ha cTp. 17.

=a.0Office




Mpwn BbIGOPE
cpeacTBa obpes-
Kt

BCe U30bpaxkeHue
BHE pamku 06-
pe3kn otobpaxa-
€TCA 3aTEeHEHHbIM.
MNoka3aHHasn
34ecb QyHKUMA
obpesku

no ¢urype ao-
CTynHa

B NMPUNOXKEHUNAX
Word, Excel, Pow-
erPoint

n Outlook.

caOffice
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OTanyunTenbHble 0CObeHHOCTU

(W X< (PL:0
wl ‘.“‘:‘ ‘P.’ o
5ﬂaro,£|,apﬂ HOBbIM XyAO)KeCTBeHHb”\/l 3¢¢eKTaM, TakKUM Kak
MapKep, pMCOBaHMG JNHWNN, 3¢¢)eKTb| pa3MbIT|/|ﬂ, cTekna

¥ nactenu, Nosib3oBaTe/lb ObICTPO CTAHOBUTCS CMELMANNCTOM
no Au3auHy.

HoBble cpeacTBa KOppPeKLMM BKIKOYAKOT HaCTPOMKY YETKOCTH,
CMATYEHNA, APKOCTU W KOHTPACTHOCTM U MO3BOAAKOT MrHO-
BEHHO Y/IyULLNTb BUJ N306paXKeHU.

HoBble cpeactBa paboThbl € LBETOM, BKAHOYAA HACbILLEHHOCTb
LuBeTa, TOH LBETa W y/Ny4ylleHHOEe CPeACTBO A/A U3MEHEHUs
uBeTa, NpesocTaBAAtOT Ho/bLWYO TMOKOCTb MPW COrnacoBa-
HUN N300paKeHN B JOKYMEHTaX.

C nomMoLwblo YAyULLEHHbIX CPEACTB pefakTMpOBaHUA $oTo-
rpadm  MOXHO obpe3aTb, MaHOpamMMpoBaTb W MacliTa-
6upoBaTbh M30b6paxkeHns A OTOBPaKEeHUA WX AYYLIUX CTO-
POH.

YnydweHHble 3anonHUTenn rM3obpaxkeHn No3BOAAIOT Nerko
MEHATb M300paxKeHWs, COXPaHAS BHEWHWN BUA U MakeT Jo-
KyMeHTa.

HoBoe cpeactBo 0b6pe3skun nogaep>xunsaet obpesky no eurype
WAW C 3alaHHbIMW  MPOMNOPLMAMYM, @ TakXke MaHopamMupo-
BaHME M MacliTabMpOBaHME OCHOBHLIX 3/1eMEHTOB M306pa-
XEHUS MOCPEeACTBOM MNepeTackmBaHUs WAN U3MEHEeHUs pas-
Mepa n3obpaxeHuns B npegenax obnactm obpesku.

HoBoe cpeacTBO ypaneHns ¢oHa ynpolaeT HacTPOWKy Co-
AEPXXMMOTO PUCYHKa.

B konnekuum MakeToB MOXHO BbiOpaTb HOBble MaKeTbl pac-
NONIOXEHUA  MNOAMNUCEN K  M300paxkeHusaMm, Hanpumep
B BEPXHEW WAN HUXKHeN yactn ¢oTo, no Bbokam mam nosepx
TekcTa.

HoBoe cpeAcTBO CMeHbI n306paXKeHn MO3BOAAET OCYLLLeCTB-
NATb  B3auMMHbIA  OBMeH  mapameTpamMu  MOJNOXEHUA
n GopmatTMpoBaHuA ABYX BbIOPaHHbIX N306paXKeHnn Ha cTpa-
HULLE OAHUM LLIEJTYKOM MbILLW.

2.0ffice
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HoBuHka!

Co3paBanTe AMHAMUUHbIE NPEe3eHTaLnmy, NpuBaeKaroLwme BHAMaHNE ayauTOpUN.

BcTpavBanTe v peaakTupyinte BUAeO HEMOCPeACTBEHHO B Power-
Point 2010, He nO/bL3yACb AOMOAHUTENbHLIM MPOrPaMMHbIM
obecneyeHnem. Takxke MOXHO BCTaB/ATb CBA3aHHbIE BMAeO3anu-
CW, BbITPYXXEHHble Ha BeH-calT, A9 BOCNPOU3BEAEHNA HeMno-
CPeACTBEHHO B Npe3eHTaLmn.’

[lobunBaliTecb MOCTOSAAHHOTO WAEaNbHOTO COOTBETCTBUS Meauma-
darina n coobLyeHnA. C NerkocTblo pesakTUpyWTe BCTaBAfEMble
13 GannoB BUAEO3aMNUCKU 1 YNPaBASNTE UMU.

BcTrpanBaHmne Bupeosanucen. Buaeosanucy, BcTaBasieMble
n3 Gpanno., Tenepb NO YMONYAHWUIO BHEAPAIOTCA B Gals npe-
3eHTaumMu, UCKIo4Yas HeobXoANMMOCTb yNpaBaeHNA fOMOJHU-
TeNbHbIMY darinamun Npu nNpejocTaBaeHnn obLero gocTyna.

3aknagkn ansa euaeo. [obaBbTe 3aK/JafkKMW Ha BaXKHble MO-
MEHTbl B BMZAeO3anucn Ans BbICTPOro AocTyna wam aBToma-
TUYECKOro 3anycka aHMMaLuumn BO BpeMA BOCNPOU3BEAEHNS.

CoBer

AoctynHo B: @

e Yrobbl BCTaBUTb BUAEO M3 daiiNoB, Ha Bknagke «BcraBka»
wenkHute «duabM», a 3aTeM — «duabM u3 danna». MNpwu BbI-
6bope BuAeO3anUCKM aBTOMATUYECKN MOABAAIOTCA BKAALKM
«Pabota c Bugeo | Popmar» n «Pabota ¢ Bugeo | Bocnpous-
BeAeHne».

e Yrtobbl BCTaBUTb BWAEOPOAMK C BeG-cCaliTa, Ha Bkaagke
«BcTaBka» wenkHUTe «PuibM», a 3ateM — «Bugeo c Beb-
carTa».

° Ayﬂ,l/lOd)al;lflbl, BCTaBadeMble B NMpe3eHTauno, MOXXKHO MOHTU-
poBaTtb, AO6aBﬂﬂTb K HUM 3aKnajku, I-)q)q)eKTbl nepexo4os.

MoHTax BuaeomMatepuanoB. C J1ErKOCTbHO MOHTMpyVITe BMaeo3anncuy, yTOb6bI npeactaBuTb CBOUM ChaywlatenamMm matepunan

B 3anaaHNpoOBaHHOM BUAeE.

° ,ﬂ,l]ﬂ BOCNpounsBeageHna Bngeo3anmcum Beb-calTa Tpe6yeTc;4 noaknro4yeHme K MHTepHeTy.

CrpaHuua 18 13 198
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a0 Ppestormpm] - Mcroroft PowerPount ; Lol ]

MoHTax Bu-
LleopoivKa Hermo-
CPeACTBEHHO

B PowerPoint
2010.

Caadazwad | Twa Other | SRS T (- 5|

» Pa6orta c Bugeo. [lo6asnante sddekTbl Nnepexosos, CTUAM U BUAe03IhdekTbl. NapameTpbl dopmMaTnpoBaHus 1 3ddekTbl, KOTOpble
NPYMEHSAIOTCA K BUAEO3anncaMm, BCTaBASEMbIM 13 GpalioB, COXPaHAKOTCA B MpoLiecce BOCMPON3BEAEHNA BUAEO.

* BwupeosacraBka. /lcnonb3yvite obnactb cravga ana 6onee appekTHOM nogaum matepranos 6e3 NCNoib30BaHMA CM/IOWHBIX Yep-
HbIX MPAMOYrO/NbHUKOB, KOTOpble HeyAobHbl Ans neyatn. BeibepuTe kagp w3 Buageosanucu nam nsobpaxeHune ns ¢panaos, KOTo-
pble 6yayT 3anonHATL 0baacTb 06bekTa B Tex Clyyasx, Korga BUAe03anmcb He BOCMPOU3BOANTCA.

+ ®doHOoBOe BocnpousBeaeHMe BUAeEOo. Buaeosanvcy, BctaBasemble n3 ¢arinoB, pacnosiaratotcs B TOM NOPsAAKE, B KOTOPOM OHU
pa3MeLLaloTca Ha cnanje, B MakeTe cnanga wam obpasue cnanga, YTo NO3BOASET ANHAMUYECKU BOCMPOU3BOAWUTL BMAEO3aMNunChb
Ha cnainze B OHOBOM pexnme Uau B COCTaBe CKOOPANHMPOBAHHOW aHMMaLMOHHOM NOCNeA0BaTENIbHOCTM B XOZ€e Npe3eHTauunu.

=a.0Office
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On‘mmusaqun cbaﬁnos MyJibTMéAua AJid COBMeCTUMOCTM. Ecan npeseHtauuna, cogep>Xawaa BCTPOEHHblIE ayauno-
n BM,a,eoq)aﬁnu, npegHasHa4dyeHa Ana COBMeCTHOro MCnoab3OBaHUA MW NOKa3a Ha APYroM KOMMbHOTEPE, BOCI'IOJ]bByIZTer cpea-
cTBOM «OI'ITMMMBaLI,MFI (I)al;’lﬂOB MyJsbTMEAMa ANA COBMECTUMOCTU» ANA obecnevyeHns MakCMMaabHO BO3MOXHOIO KayecTBa.

Cxartue q)aﬁnos MyJibTumMmeaua. yI'IpOCTMTe COBMECTHOE NCMNONb30BaHNE 3a CYET c|>aﬁnos YMEHbLUEHHbIX Pa3MepPoOB U NMOBbICbTE
Ka4yecTBO BOCnpoumsBedeHUa nyTeM OKaTtuna BCTPOEHHbIX Cl)aﬁJ'IOB MyJibTME[WMa B NMpe3eHTaunn.

AononHutenbHasa rmbkoctb ¢popmartoB. BctaBbTe 0CcHOBHOM Habop 3BYKOBbIX M BUaeodopmatos, Takux WMV, WMA n MP3.
Moanep>xnBaemble OCHOBHble GOpMaTbl 3aBUCAT OT onepaumnoHHou cuctembl. PowerPoint 2010 Takxxe noaaep>xvBaeT AOMNOAHU-
TenbHble dopMmartbl, Takme kak DivX, MOV n H. 264, npwu yctaHoBke kogekoB DirectShow, koTopble npnobpeTtatoTcs Y CTOPOHHMX
NOCTaBLLMKOB (MOXeT NoTpeboBaTbCA AOMNONHUTENbHAA NAaTa).

Bo Bpems npeseHTa-
LN MOXHO MNCNOAb-
30BaTb HOBblE d/1€e-
MEHTbI yNpaBaeHuns
ANA NPUOCTaHOBKM,
nepemMoTKu Bnepes,
WAV Hasag, nepexosa
K 3aKnagkam

N OCTaHOBKMW BCTPO-
€HHbIX 1 CBA3AHHbIX
ayamo-

n Bugeodannbl, He
BbIXOZA N3 pexurmMa
- nokasa cnanaos.10

10 HoBble anemeHTbI ynpasaeHua ayano- 1 BnaeosanncaMmun OCTynHbl Ana MyﬂbTVIMe,D,I/II?IHOFO KOHTEHTa, BCTaBa1AeMOoro m3 ¢a|7|noa. ﬂ,nﬂ BVIAEO3aI'IVIC6I7I, BCTaBAAeMbIX C Beb-canTa, uc-

NOJIb3yHOTCA 3N1EMEHTLI YNpaBAeHUA, NpejoCTaBadeMble 3TUM Be6-canToM.
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HoBuHkal!

[lobaBbTe K JOKyMeHTaM 1 nybankaumam cobCcTBeHHbIe aneMeHTbl opopmMaeHus, Hanbonee
MNOJIHO NCMNOJb3ys BO3MOXHOCTU wpudpTtoB OpenType.

B Word 2010 wn Publisher 2010 mMoXHO npuaaTb HarnagHOCTb TEKCTY
C NoMowWblo NpodeccnoHanbHbix OYHKUMIA odopmaeHus LWpndTOB
OpenType. Takne BO3MOXHOCTW, KaK AuUraTypbl, CTUAUCTUYECKME
Habopbl 1 MHOTME ApYyrue, NPUMEHEHHbIE, Hanpumep, K GUPMeEHHbIM
6n1aHKaM KOMMaHUW W INYHBIM MPUTAALLEHUAM, MO3BOAAKOT MPOCTO
1 30 EeKTMBHO YCOBEPLLEHCTBOBATb AOKYMEHTbI U Nyb6anKaLmm.

o Wyunte oyHkumn odopmneHus OpenType, AOCTyMHble B BUAE
BCTPOEHHbIX U HacTpavBaembix wpudTto OpenType. Hanpumep,
paccmoTpute  auratypbl B Constantia  wam uncnosble  dopmbl
n nHuTepsanbl B Calibri nnn Cambria. v nopabotarnte ¢ Gabrio-
la— HoBbiM wpudtom B Office 2010, npeanararoWMM LLMPOKUM
AMnanasoH CTUANCTMYECKNX Habopos..

CrpaHuua 21 13 198

CoBer

AoctynHo B: @E

e B Word 2010 Ha Bknagke «lnaBHas» Brpynne «Lpudr»
LeKHATE 3HAaYOK BbI30Ba AMANOroBOro okHa. B gnanorosom

okHe «WpndT» wenkHnTe BkNagKy «JONONHUTENBHO».

e B Publisher 2010 BbigenvTe TeKCT B TEKCTOBOM rMoJje. 3aTeM
Ha BKkiagke «Pabota ¢ Hagnucamu | PopmaT» M3yumTe napa-

meTpbl B rpynne «OdpopmaeHme».

e JocTynHbie GyHKUMM 3aBUCAT OT Wwpudra.
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¢ o N
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‘Dobpo noxarosame & (ffice 2010
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Aoo,)o noxaiosams B Office 2010
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Du'u}.m nodcarosams e Office 2010

OTanumntenbHble 0CObEeHHOCTHU

* Hosble Bo3MOXHOCTN opopmaeHunsa OpenType
o CTmnuctmnyeckme Habopebl
e Yucnosble GOPMbI M MHTEPBAbI
e Jluratypsl

e OpenType KepHUHT
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P3

CoBepLueHCTBOBaHMe
AOKYMEHTOB

1 nyéankaunm

C MOMOLLbHO CTUAN-
CTMYecknx Habopos.

* HoBble Bo3MOxHOCTM opopmaeHns OpenType

e CrTmamncrtmnyeckme Habopeol

o Crnancrnueckmne BapUaHTbIl

e Yucnosble cTuan (UNCNOBblE GOPMbI U UHTEPBAbI)

e Manble nponuncHble 6yKBbI

e Jluratypbl n OpenType KepHUHT

=a.0Office



HoBuHka!

,ﬂ,06aBbTe K TEKCTY Brne4yatadrowne 3(])C|)eKTbI TaK XK€ J1E€rko, Kak rnpnmMeHaeTe noay>xMmpHoe
HadyepTaHne nam nog4yepkmnBaHme.

Ans npuBneYeHNs BHUMaHWUA K BaXHOW WMHOOPMALMM MOXHO

yBe/IMUNTb pa3mep wpudTta Tekcta WAN U3MEHWUTb €ero LBeT. Cosert

B Word 2010 TekCT MOXHO BbIBECTU Ha HOBbIA YpPOBEHb C Mo-

MOLLbIO TEX XKe CaMbixX TMMNoB 3¢ dekToB GopMaTUPOBaAHUSA, KOTO- HoBuHKa B: w,}

pble CNONb3YHTCA AA U306Pa>KEHNA N PUCYHKOB. p

e B otanumne ot WordArt n3 6onee paHHux Bepcuin Word Tek- aioke AocTyneH B:L—=lk=
CTOBblE SPGeKTbl MPUMEHAIOTCA K PeanbHOMY TeKCTy AOKy- e YT0bbl NPOCMOTPETL AOMONHUTENbHbIE TEKCTOBbIE 3PdEKThI,
MEHTa, NMO3TOMYy €ro MOXHO PEAAKTMPOBATL, NMPOBEPATL OP- oTCyTCTBYIOWME B KOANEKLMM «TeKCToBble 3hdeKTbl», B rpyn-
dorpaduto, pobaBnaTb 3PdPekTbl K CTMAAM ab3aues, Oyks, ne «lpudT» WenKHNTE 3HAUOK BbI3OBA AMANOrOBOrO OKHA.
CMUCKOB N Ta6J1I/ILI,. 3aTeM B HUXKHEN yacTu ANanoroBoro okHa <<L|Jp|/lq)T>> LeNKHN-

Te «TekcToBble 3pdeKTbI».

e K TekctoBbiM 3 €KTaM OTHOCATCA TpadnNeHTHbIE 3aJIMBKW,
bo pad e ITu xe 3pdekTbl focTynHbI B KavectBe WordArt n moryT 6bITb
HacTpanBaeMble TEHWU, OTpaXeHwne, CBeYeHune, Cria>XmnBaHuA, npuMeHeHbl K Nto6oMy TekcTy B PowerPoint 2010 u k TekcTy

bareTHble PaMKK, a TakXe roToBble MNapaMeTpbl KOJAAEKLNN B pucyHkax B Excel 2010.

AN BbICTPOro NPUYMEHEHNA COrnacoBaHHOro Habopa sddek- e KpoMe TeKCTa, NOAOBHbIE SGHEKTH NPUMEHAISTCA K GUrypam

TOB. B Word 2010 tak xe, kak n B PowerPoint n Excel.

=a.0Office
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BonnoweHne naen B Xu3Hb

Konnekuna «Tek-
ctoBble 3¢ dexTbI»
B Word 2010
HaxoAUTCA

Ha BK/J1aAKe
«[naBHasa»

B rpynne
«WpndT».
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HacTpamBaemas AeHTA YayyweHue!

BonnowieHne naen B Xn3Hb

Pazmectute u HaXo4auTte HYy>XHble KOMaH/bl TaM, rae H€O6XO,£I,VIMO.

YnydweHHasa neHTa, goctynHas B npunoxenusx Office 2010,
yNpoLLaeT NOUCK HYXHbIX KOMaHA, 6aarogaps YyeMy KOHEeYHOMY
NpoayKTy yaenserca 6oblue BpeMeHW.

* OHa nosBossfeT co3jaBaTb HacTpavBaemble BKAAAKW W Hac-
TpavBaTtb MHTepoelic Office 2010 B coOTBETCTBUM C NEPCO-
HaNbHbIM CTUIEeM pPaboTbl.

o CTaHpapTHble BKNAZKM  Ha NIeHTE  COAepXaT  KOMaHAbI
A1 KOHKPETHBbIX 3a4ay, MO3TOMY HaXOAUTb HY>Hble CPeACTBa
MOXHO ropasgo 6bicTpee.

Coser
HoBwuHka B: @@@[ﬁ
YnyuweHue 3@1@\0_‘3@@

e UYt0bbl HACTPOWUTb JNEHTY, nepeiauTe Ha BKaagky «Pann»
ANA OTKPBITWA npegctaBneHnsa Backstage. LenkHute «[Mapa-
MeTpbI», a 3aTeM — «HacTporika NeHTbl».

* Ha KOHTeKCTHbIX BK/JajKax NeHTbl HaxoAAaATCA CpeAcTBa, KOTOPbIMM MOXHO BOCMOJIb30BaTbCs B Hy>XHOe BpemA. Hampuwmep,
npwv Bbibope wn3obpaxeHns B Word Ha neHTe nOABASETCA KOHTEKCTHas BK/Aajka CO BCEMWU CpeacTBaMu, HeObXOAUMbIMM

A9 pefakTpoBaHua n GopmMaTMpoBaHNA 3TOTO PUCYHKa.

T ¥ & O T | Boxymentsi - foxywenrsi - Microsoft SharePoint Workspace. [ESNON" x|
o adq g
— o seusern
. =, 3aronosok 1 | Bens (Crie1) 2 -
3aronosok 2 P Baeno (Ctte2)
¥ B 3aronoson3 = 2 Bonpoc (Ctrie3)
c Term
== <)
B9 - dels MySauxsum - Microsoft Publisher (O: sepcus) PacoTa ¢ HaammcaM. i [
Tnagras | Boraska  MakeTcTpaHuusl  Paccinkn opmaT > @ )
- N -8 iin - 4 = [ ] = 5 7 Oneorpatus - [
b | constantia e AN E G Nepenecrime snepea = 18] 3 Haitmu | % TmesewRi-12 - i~ "] 1 ] 5 B 7
Ba [ Nepemecrums wasan ~ [ 25 Jamenurs | a - ~ T8 Nore co cmcxom [ onaxcox @ Meperosarens ~ ? 3 Haim -
BeraswTe ¢ Aa- AV O6TekaHue 1 . ~ A~ i = jo6aswTs Ynpasaenme | .. MNpoawor
Ty | KR U ox A | N4 Texcrom - |2 Beiposate ~ Zhv | I3 supenums - | g|Xra-¥-4A | Obeest | Fossame |- Housopmms B bwsopaanne.. B Covorcman = Enamo' s | Sy
EvbeninE L Wpng: L L 1 Sopuar Texcra . Hauepramms 30EMEHTY YNDIEREHIR 5 TNpasa Pezaxruposatme  Gopus

HactpavBaemas neHta nosisunace B OneNote, Publisher, InfoPath n SharePoint Workspace Bnepsebie.
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HoBuHKkAa!

Tenepb BCce HeoOXOAMMbIE GYHKLMN HAXOAATCA NPAMO MOJ PYKOW, YTO CNOCOHCTBYET MOBbI-
LUEHWIO MPOU3BOAUTENBLHOCTU.

B BepxHem neBOM yriy psAoM C BKAaAkon «[naBHas» HaxoauTcs

Bknagka «QPann». Ha 3ToM BK/IaZKe HaxoAsTca BCe HeobxoAuMblie Coser
CpeAcTBa ANd yrpaBieHus dannamMm 1 HaCTPOWKKM WHTepdeiica < = p .
Office 2010. JleHTa, MUHU-NAHENb WHCTPYMEHTOB, QYHKLMA AUHA- JocTynHo B: W, ‘\jj Y iﬂd :-N \A;.f@ ]ﬂf."

MUYECKOTO  MpPeABapUTEIbHOTO  MPOCMOTPa  NpeAHa3HauyeHbl
A5 paboTbl B fJOKyMeHTax; npegctaBneHne Backstage wcnosnb-
3yeTcs as paboThbl C JOKYMEHTaMU.

e B npepactaBneHnmn Backstage wenkHuTe «lMapameTpbl», YTobbI
OTKPbITb NapamMeTpbl NMPUIOXKEHUS.

e Ha Bknagke «Cnpaska» B npeactaBneHnn Backstage Haxoau-
Tenepb K cpeAcTBaM, KOTOpble paHee HaXoAUAUCb B Pa3HbIX Te UHTEPaKTMBHbIE PECYPChI, HaNp1UMep OBHOBIEHNS MPOAYK-
MecCTax, OpraHm3oBaH I'IpOCTOI‘/JI 7 yI'IOpﬂAOLIeHHbIF/] AocTtyn. TOB U CCbUIKM 11 CAMOCTOATENBHOrO peLleHns npobaem.
HaI'IpI/IMep, B HEKOTOPLIX MPUTIOXKEHUAX BCE MNMapaMeTpbl rneya-
TN, BKJIKOYad npe,qBapMTeanbu‘/'l NPOCMOTP, CrpynnnpoBaHbI

Ha oZHOW Bknasake «[leyaTb». HaxoauTe Yacto MCNO/b3yeMble NPOrpaMMbl NPU OTKPbITUM AOKYMEHTA MW 3aBepLUeHMM paboTbl
C HWUM, BKJIFOUasi OTKPbITME HOBbIX MW CYLLECTBYHOLWMX GalriaoB, onpeaeneHne CBOMCTB JOKYMEHTa M NpesocTaBaeHme obLLero ao-
CTyna K AaHHbIM.

MpeacTtaBneHne Backstage sensetca pacwmpsembiM. COTpyaHukn NT-oTAenoB Ha NpeanpusTUaX MOTyT OObeANHUTL NOTOKM AaH-
HbIX 1 paboure NPoLEeCccbl U3 Pa3HbIX CUCTEM M OTBECTU UM [IaBHOE MeCTO B CaMOM Mojie3HoM npunoxeHun Microsoft Office.
Hanpumep, npeactasneHve Backstage nossonsieT nepeHectn pabouve npolecchl B 06nactn byxyyeta mam pabouve npouecchl
oTAena kagpos HenocpeacteeHHo B Office 2010.

MpeacraBneHne Backstage — npocTtoTta 1 3PpPeKTMBHOCTb NCMONb30BaHMA.

=a.0Office
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NHTerprpoBaHHble NapaMeTpbl NeyaTu AOCTyMNHbl B NpeactaBaeHunn Backstage ana mHorux nporpamm Office 2010.
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OTanyunTenbHble 0CObeHHOCTU

BocctaHOBNEHME HECOXPAHEHHOW BEepCUWM KHUTKM, NMpoBepka
[OCTYMHOCTM WM MPOBepKa 3aBeplueHns paboTbl Haj Hew
1 TOTOBHOCTW K MCMONb30BaHMNIO B Hanbonee yaobHoe Bpems.

CoxpaHeHve AOKyMeHTOB Ha cante Microsoft SharePoint®
2010 wam B nanke Windows Live™ SkyDrive™ ans nx oTkpbl-
TVA N OfHOBPEMEHHON PaboTbl C HUIMU HECKONbKUX MOJb30-
BaTenen.

MpocMoTp cBeAEHUIN O AOCTYMHOCTM aBTOpa WU APYrux pe-
[AKTOPOB AOKyMeHTa B naHenn «CBonctBa» M BbicTpoe 06-
L EeHME C HUMW.

BocctaHOBNEHME HECOXPAHEHHOW BEpPCUM KHUIM, NpoBepka
[JOCTYMHOCTM WKW MPOBepKa 3aBeplueHns paboTbl Haj Hew
M TOTOBHOCTW K MCMOb30BaHMIO B Hanbosee yao6Hoe Bpewms.

CoxpaHeHve pokymMeHTOB Ha camTte  SharePoint 2010
nnm B nanke Windows Live SkyDrive ans coBmecTHOro wuc-
NoJIb30BaHWA C APYTMMU NOJb30BaTENAMMW.

MNpPOCMOTP CBEAEHUA O AOCTYMHOCTM aBTOpa WM APYrux pe-
AaKTOpoB pabouen kHUrM B naHenn «CBonctBa» W HbiCcTpoe
obLLeHne C HUMMN.

2.0ffice
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5

YnpaBneHne MynbTMMeANNHbIM KOHTEHTOM C MOMOLLbHO MPO- YnpaBaeHne napameTpamu yUYeTHbIX 3anuncen, HanpvmMep J0-
CTbiX B paboTe CcpeacTB A/ CKaTUa U ONTUMU3aLUK BCTPOEH- 6aBneHne HOBOW YUYETHOWN 3annCK 31eKTPOHHOWN NOYTbI.

HbIX BUAEO- 1 ayAnopainnos B Npe3eHTaL K. <
A yanod P . Hactpovika aBTOOTBETOB MNpW OTCYTCTBUM B Ooduce, un3me-

AVHaMnyecknii LWINPOKOBELLATENbHBIA MOKa3 Cnangos yaa- HEeHWe napaMeTpOB apXmBa, OpraHu3aLuMs NpaBua U Onose-
JIEHHOW ayAUTOPUN UAN CO3JaHMe BbICOKOKauYeCTBEHHOW BWU- LLLEHWNA.

11
e03anncn npeseHTauuun. <
A P H OtkpbiTe kaneHgapsa wan ¢annos gaHHbix Outlook, nmnopt

BocctaHOBNEHME  HeCOXpaHEeHHOW BepcuMM  MNpe3eHTauuu, nnn akcnopt dannos, napamMeTpoB M RSS-kaHanoB, a Takxe
npoBepka AOCTYMHOCTM WU NpoBepKa 3aBepLueHus paboTbl OTKpbITUE 0bLLel nanku.
HaZ Hel M rOTOBHOCTM K UCMOJ/b30BaHUIO B Hanbonee yao06-

Echn pasmep nMouTOBOro AlMKa OrpaHWYeH, HOBbIN AaTunK
KBOT AaeT HarnagHoe npejcraBsieHve o6 ocCTaBleMcs npo-
CoxpaHeHve AOKyMeHTOB Ha camte  SharePoint 2010 CTPaHCTBE MOYTOBOrO ALMKA.

nan B nanke Windows Live SkyDrive ans oTkpbITUS W OAHO- @
BPEMEHHOW paboTbl C HUMW HECKONbKMX MOAb30BaTENEN.

Hoe Bpems.

MpepocTaBneHve oblero goctyna Kk pabote Ha SharePoint

MNpocmoTp cBefeHW O AOCTYMHOCTM aBTopa WAW ApPYyrux pe- s
erver.

[AKTOPOB npe3eHTauumn B naHennm «CBOWCTBa» W BbicTpoe
obLLeHne C HUMMW.

1 Nns LUIMPOKOBeLLaTeIbHOro Nokasa cnangos Tpebyetcs SharePoint Foundation 2010 nan 6ecnnatHbi naeHtuoukatop Windows Live ID. Ans nokasa ¢ nomoupto SharePoint 2010
HeobXxoAnMO ycTaHoBUTL Beb-npunoxermns Office Web Apps.

a.0Office
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BbicTpoe Hauyano paboTbl C MOMOLLbIO HOBbIX BCTPOEHHbIX
M OTMPaBAEHHbIX COObLLEeCTBOM LWabAoOHOB, KOTOpble HaXo-
aaTcs B VIHTepHeTe 1 MOryT 6biTb AOCTYMHbI C MOMOLLbHO Ac-
cess.

Mybankauma 6a3bl gaHHbIX Ha cepBepe SharePoint Server
2010 c nomoLLbro HOBbIX Cy>6 Access, UTo no3sonseT obec-
neunTb AOCTYN K 3TOM 6a3e uepes Beb-6pay3ep.™

icnonb3oBaHMe OCHOBHbIX CPEACTB ynpaBaeHus 6a3on gaH-
HbIX, HaMpuUMep, A/ CKaTus, BOCCTAaHOB/IEHUs 6a3bl JaHHbIX
AN ee LWpPOBaAHNSA C MOMOLLBIO MapPOAS.

CoxpaHeHue konuu 6a3bl JaHHbIX B ApyroMm dopmate daina
M UCMONb30BaHNE COBMECTHO C APYTMMU MOAb30BaTENAMM.
Wcnonb3oBaHne HoBoro ¢opmata wabnoHa 6a3bl AaHHbIX
ana 30 dGeKTUBHOM MHOrokpatHon paboTbl man BbicTpoe co-
3laHne pe3epBHOW Konun 6a3bl faHHbIX.

CoxpaHeHve o0b6bekToB 6a3bl  AaHHbIX B popmate PDF
nan XPS  ana nx COBMECTHOrO MCNOAb30BaHMA C APYTrUMU
noab3oBaTeNAMKN, KOTOpble He MMeT JocTyna K 6ase AaH-
HbIX.

P

i

BbicTpoe Hauyano paboTbl C MOMOLLbIHO HOBbIX BCTPOEHHbIX
N OTNpPaB/IEHHbIX COOHOLLECTBOM LWAbAOHOB, KOTOPblEe Haxo-
AATCA B VIHTEpHETe 1 MOryT BbITb AOCTYMHbI C MOMOLLbIO Pub-
lisher.

Ncnonb3oBaHve WHTErpypoOBaHHbIX BO3MOXHOCTEW Meyatu
ANA HAaCTPOVKM MapaMeTpoB Meyaty Npu NpocMoTpe nybau-
KauuyM C IMHErVKamMu W HOMepaMWn CTpaHuL. WU UCMOAb-
30BaHMe HOBOW QYHKLMW MOACBETKM A8 MPOCMOTPa CKBO3b
6ymary, utob6bl YyBUAETb OBOpaTHYH CTOPOHY [BYCTOPOHHEW
nybavkaumm n ybeantbcs B NpaBUAbBHOCTM MeyaTtu.

CoxpaHeHve nybaukaumm B popmate PDF  umam XPS
WAV coxpaHeHne konuu nybavkauum B dopmaTte un306pa-
XeHua, Hanpumep JPEG, ans npocToTbl nedyatM U COBMeCT-
HOrO MCMO/b30BaHMA.

CoxpaHeHuve HBusHec-AaHHbIX AN aBTOMAaTUYEeCKOro BKIrOYe-
HWA B Nybankauun, nposepka nybamkaumi Ha ownbkn pas-
paboTky, ynpaBaeHne napameTpaMmm npopeccroHasbHOW ne-
yaTtu.

12 N8 NCMONB30BaHNSA 3TOFO KOMMOHEHTa Tpebyetca yctaHoBUTb Microsoft SharePoint Server 2010 v BktounTb cayx6bl Access. [lns focTtyna K pasmMelleHHol B VIHTepHeTe 6ase AaH-
HbIX C MOMOLLbIO Beb-6pay3epa TpebyeTcs COOTBETCTBYHOLLEE YCTPOWCTBO, NOAKOUeHNe K VIHTepHETY 1 noaaepskmaembli 6paysep Windows Internet Explorer 7 ans Windows, Safari 4
nan 6onee nosaHen Bepcun aAns Mac u Firefox 3.5 nan 6onee nosgHe Bepcumn ans Windows, Mac nam Linux.

a.0Office
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MNpocMOTp 1 ynpaBieHWe napameTpaMyn BCeX OTKPbITbIX 3a- Vi3meHeHre napameTpoB noaxaroueHus K VIHTepHety, ycTa-
MUCHbBIX KHUXKEK M CUHXPOHM3aLMa 0BLWMX 3aNUCHBIX KHUXKEK. HOBKa OMOBELLEeHWU [A/f U3MeHeHM pabouelrr obnacty,
yrnpaB/ieHve napamMeTpamMu yUeTHbIX 3anucen uanm NnpocMoTp

Co3gaHue 1 obLWwMin AOCTYN K 3anMCHbIM KHUXKaM, BKIHOYas 9
XypHana COObLLEHUI N KOHTaKTOB M yNpaBaeHne UMK,

XpaHsilmeca B VIHTepHeTe, AN OAHOBPEMEHHOIO peaakTu-

poBaHMA BMeCTe B APYrMMW MOAb30BaTENAMU C MOMOLLbIO Co3gaHune HoBbIx paboumx obnactei, npeaocTaBieHne foO-
OneNote 2010 un Beb-npunoxenus Microsoft OneNote Web CTyna K YYeTHOW 3anucu ¢ Apyroro KOMMboTepa, COBMECTHOe
App.B ncnonb3oBaHue darinos Ha MK v npurnaweHne Apyrmux nosb-

30BaTener B Bawun paboune obnactu.

B [Ins coxpaHeHus 1 4OCTyna K 06LIMM 3aMMUCHBIM KHUXKaM 13 VIHTepHeTa, a Takxke AnA UCMOob30oBaHMA Be6-npunoxenna OneNote Web App Tpe6yetcs SharePoint Foundation 2010
nan 6ecnnatHoln naeHtnudmkatop Windows Live ID. Ans Windows Live BO3MOXHOCTb O4HOBPEMEHHOTO PeAakTMPOBaHUA OBLLMX 3aNUCHBIX KHUKEK B BeG-NpunoxxeHun OneNote Web
App byaeT AoCTynHa BO BTOPOM NonoBuHe KaneHaapHoro 2010 roga.

a.0Office
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HoBuHka!

JKOHOMbTE BpemMA Npn MHOITOKpPatTHOM NCTTONb30BaHUN COAEPXKNMOIo B NMPUNOXKEHUAX.

Copep>xmmoe, Konvpyemoe B JOKyMeHTax 1 nporpammax, nocry-
naeT 13 pPas/NyHbIX UCTOYHUKOB — Tabauu, ¢ Be6-CTpaHuL, cxem
M rpaduKoOB 13 AOKYMEHTOB, NPe3eHTaLul, KHUT 1AW APYroro co-
AEPXKUMOro M3 3aMUCOK WM SNEKTPOHHbIX  COOBLLEeHUN.
C nomMowblo GyHKUMN «BcTaBka € AMHaMUYECKMM MPOCMOTPOM»
MOXHO MPOCMOTPETb pa3Hble BapwWaHTbl BCTaBKW W onpejenu-
TbCA C HY>XXHbIM OTODpaXkeHWem cogep>XmMmoro. Vcnonb3oBaTtb
KomaHay «OTMeHUTb» W NpeanpuHMMaTb MHOFOUYUCNEHHbIE MO-
BTOPHbIe NOMbITKM 6onblue He HyXHO. HoBas dyHKLMA No3BoNA-
eT BblbpaTh HY>XXHbI BapuaHT C MepBOro pasa.

» [lpoBepbTe, UTO coZep>KMMOe OTObpaxaeTcs Tak, Kak naaHu-
pOBanoCb, W B pe3y/bTaTe CO3/4at0TCA COracoBaHHble, MPO-
deccnoHanbHO OPOpPMAEHHbIE AOKYMEHTDI.

° AOCTyI’IHbIe BapuMaHTbl BCTaBKN U3MEHAKOTCA B COOTBETCTBUMN
C KOHTEKCTOM MOBTOPHO MUCNOJIb3yEMOIo Coaep>XmnMoro.

CrpaHuua 32 13 198

CoBer

DoctynHo B:@ @ ‘L \E @

e Ha Bknagke «naBHas» B rpynne «bypep obmeHa» LienkHuTE
CTPenKky mnog KHOMKow «BcTaBWTb», UTOBbI MPOCMOTPEThL Na-
pameTpbl BCTaBKW. 3aTeM HaBeAMTE Ha HMX yKasaTesb MbILUW,
4TOb6bI YBMAETL pe3ybTaTbl 40O BCTaBKW.

° Aﬂﬂ NMPUHATUNA PELLEHNA CM. CBEAEeHNA B NMNOACKa3Kax.

e Konnekuma «[MapameTpbl BCTaBku» OyaeT AOCTynHa nocne
BCTaBkW. YTOb6bI pa3BepHyTb MapameTpbl BCTaBKM, creayeT
WeNKHYTb 3Ha4yoK, TOSBMBLUMACA BO BpemMs  BCTaBKW.
MAN MOXHO BOCMO/Ib30BaTbCA KAaBMATypoOi W HaxaTb Kkia-
Buwy CTRL, utobbl pa3BepHyTb NapameTpbl BCTaBKW, a 3aTeM
C MOMOLLbIO KNaBULW CO CTpeskaMu BbibpaTb Hy>XHble napa-
MeTpbl.

=a.0Office



r| H 90|+ — Jokymentl - Microsoft Word (OzHakomuTensHan eepoun) |

lm InasHan EBcTaska PazmeTka cTpaHKLUbl Ceblnkn Paccainkn PeueHInpoBaHe B
FI. & Calibri (OcHoBHOM Ter * 11 MIEERE =R T - w %
. . = = =
XK & 4-ade x, x| & [E|= =

oF = | (S
BcraenTe . . . Jkcnpecc-crian MsmeHuTe
M 7 |&'E'&'Aﬂ"ﬁﬁ (- AR TR | v cTian ~
EY Mapamerpw BcraBwm: T [F} AB3al [} CTHAK [P}
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T.‘ CoXpaHuTe MoogHo e opMaTHpoeaHne (O

|1|

Kononka 1 3Ha4yeHMe 1 3Ha4veHMe 2 3Ha4veHMe 3 3Ha4eHHne 4

Z| | Permon 1 140 118 159 131
_| | Pervon 2 189 187 151 117
~| | Pervon 3 124 121 122 172
% Pervon 4 189 151 181 135

m

MNpeaBapuTeNbHbI NPOCMOTP GOpPMaTUPOBaHUA Nepes CoxpaHeHneM. HanprmMep, ¢ MOMOLLbHO yKa-
3aHHbIX NapaMeTPOB MOXHO YBUAETb, Kak byeT BbIraeTb Tabanua B JOKYMEHTE A0 BCTABKM.

-aOffica
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HoBMHKA n yAy4LieHune!

Co3paunTte OAMH LLeHTPanM30BaHHbIN PecypcC A5 XPaHEHNA BCEX MbICIEN N UAEW.

Bo3moxHo, Bbl yxxe pabotaete ¢ OneNote anda 3anuncn Tekcra, nsobpaxeHui, ayamno- n smgeomatepunanos. B coctas OneNote 2010
BXOAMUT MHOXECTBO HOBbIX M YAYULUEeHHbIX QYHKUNA Ana obecneyeHmns 6onbluein AOCTYMHOCTM BaXXHOW MHbopMmaumun. [lanee npuse-
AeHbl NpUMepsbl ynpaeieHna cogep>XxnmeiM ¢ nomoubto OneNote 2010.

HaBuraumnsa no pesysnbratam nomcka

YnyuyweHnHble dyHkumm nomncka B OneNote 2010 oTtobpakaroT pe3ynbTaThl MOMCKa NO Mepe BBOAA, HOBas CMCTEMA PaHXUPOBaHWUA
pe3ynbTaToOB NOWCKa pacnonaraeTt 3ameTKu, CTPaHuLbl, Ha3BaHNA CTPaHWL, U HeAaBHO MCMOAb30BaBLUMECA JOKYMEHTbI B COOTBETCTBIM
C NpeAplayLLnM BbIBOPOM 1 NO3BOAAET ObICTPO HAXOANUTb HY>XXHYHO MHbOPMaLMIO.

- S S B T, w Ty e O i
[ e I e L
Fpotcames o Gostlte .

Ty ——

COnelote noMoraeT yNpaenaTe 32METKEMW Ha pa "J e

Ocacassh sescy oo aro (13)
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B OneNote 2010 06-
pabaTtbiBatOT He-

K panneyasTos CTpanmLE OneNote?
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CBsA3aHHbIe 3aMeTKMU

MpunoxeHne OneNote 2010 MOXHO 3akpenuTb Ha pabouem
cToNle ¥ BHOCUTbL 3ameTku npu pabote B Word 2010, PowerPoint
2010 wam Windows® Internet Explorer®. OneNote aBTOMa-
TUYECKN CO3JaeT CCbIIKM Ha MecTa B UCXOAHOM  AOKYMeHTe
B MOMEHT 3anuncu 3aMeTKu.

BbicTpoe coxpaHeHune

Pabotasa B gpyrnx nporpammax, MoxHo 6e3 Tpysa cobupaTtb WH-
dopmaumto. Pazmectute KOMMKO COAEPXUMOrO W3 JOKYMEHTOB,
BEO-CTpaHuL, COOBLLEHNI 31EKTPOHHOW MOYTbI UAN NPaKTUYECKH
n3 Ntobor NporpamMMbl B HYXXHOE pPacroioXXeHMe B 3aruCHOWM
kHKe OneNote.

CrpaHuua 35 13 198

CoBer

JdoctynHo 32@

e Yrtobbl NpUCTYNnUTbL K CO34aHUI0 CBA3aHHbIX 3aMeTok B One-
Note 2010, B Word 2010 naun PowerPoint 2010, Ha Bknaake
«PeueH3npoBaHne»  wenkHute  «CBA3aHHbIE  3aMeETKU».
B Internet Explorer 6 wau 6onee nosgHelt BepcUM B MEHHO
«CepBuc»  Bblbepute  3n1emMeHT  «CBsizaHHble  3aMeTKM
OneNote».

e Yrtobbl Mcnonb3oBaTh QYHKLMIO ObICTPOrO COXpaHEHWs, Bbl-
nosHuTe Bbipe3sky 3kpaHa u3 OneNote 2010, otnpaBbTe CO-
obueHve anekTpoHHoM noytel Outlook 2010 B OneNote, 3a-
MyCcTUTE CeaHC CBA3aHHbIX 3aMETOK WAW pacneyatante JoOKy-
MEHT Ha BUpPTyanbHOM npuHTepe «OTnpaBuTb B OneNote
2010». B gnanoroBoM OkHe aBTOMaTu4yecku GyaeT BbiBefeH
3anpoc Ha BbIBOp PacnoNoXeHWs B 3aMUCHbIX KHUXKaX, rae
HeobX0AMMO COXPaHWTb COAEPXKMUMOE.

=a.0Office



YAayyqwenue!

YHpaBneHme coaepXKnmMmbiM 4OKYMEHTOB CTas10o NMPOCTbIM, KaK HUKOrAa.

CywectByeT MHOXecTBO popM 60/NbLINX AOKYMEHTOB — exe-

roZHble OT4YeTbl, MaTepuanbl CyaebHbIX Aen, KypcoBble paboTbl, Coser

NNYHble pykonucu. Ho ans Bcex 3TUX JOKYMEHTOB HeobXxoAMMO

YyUMTbIBaTb OAHY OOLLYO W BaxkKHYO AeTanb: Tpebyetcsa ObICTpbIN AoctynHo B:@
M NpOCTON cnocob AocCTyna K COAEP>XXMMOMY UM yNpaBAeHUs WM.

K cuacTbto, ynyulneHHas obnactb Hasuraumm 8 Word 2010 (Hasbl- * C nomowbI0 CPEACTB NOMCKA U3 LIEHTPAM30BAHHOA oBnacTh

HaBUrauum MO>HO HaxoAWTb AOKYMEHTbl Mo Tuny O6'beKTa,

Baemas paHee CTPYKTYpOWu JOKYMEHTa) COAEPKUT MOAEPHN3NPO- BK/IOUARA PUCYHKM, TaBanLbl, GOPMY/bl, MPUMEUaHMs, KOM-
BaHHble CpeAcCTBa NMOWCKa M MO3BONAET Nerko nepexognTtb No A0- MeHTapuun. [lns 6onee pacluMpPeHHOro Moucka Wau BbiMOA-
KyMeHTaM. HeHWA 3aa4y NO NOWCKY U 3aMeHe BOCMO/Ib3yNTeCh 3HAKOMbIM

. AManoroBbiM OKHOM «HaWTtu». LllenkHnTe cTpesnky B mnose

CTO B IOKYMEHTE, a 3aTeM LLeNKHUTE, 4Tobbl cpasy Xe Tyaa HOCTSAIM.
nepenTw.

=a.0Office
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BonnoweHwe naen B XU3Hb
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4 OTkpurTHe Gaiinos B npw, B 0CTYTIA, KOTOPAs 0TOGPaKaeTCA Hajl BRAAAKOH «Paif/1» NeHThL.

Mpu HeoBxoammocT

PeAGKTUPOBaHUE OAHO.. -

Mpunosenun Office Web Apps nossonatoT paboTaTts 8 NPUBLIYHON Cpefe, UCNONL3!
(DYHKLMM PeJaKTMPOBaHKA U GOPMATHPOBaHWA, KOTopbIE MMetoTca B Microsoft Offf

BricTpoe Hadano pabotb!

ier uon e B
™ 3 VK0 MHOMX byHKUMIA Ha NenTe

- npunoxeHuii Office Web Apps, BKNIOUaA OCHOBHbIE CPRICTBA

- ¢ wpnra, n

3 NOBTOpa M T.A., OHK oBecneunsaloT yaoGHyo cpeny pabotol. Mpx

E poman daiina 4nm pepak a Office Web Apps Bam He:

o W3yuaTs HoBble — OHI OCHOBaHbI Ha Tex

R e pyHKUMAX Microsoft Office, koTopele Bbl UcnoNb3yeTe B CBOEH

- pabore Kkamapiii aeHb. =
5 ®  MHorve 3HakOMbIE APABIKM 1A Pe/lakTMPOBAHMA 1 GopMa g
z MOXHO o pa: e

COUETAHMA KNaBuw TMna «CTRL + nepsan bykea KOMaHabIY,
BRAOuan CTRL+B, CTRL+ W CTRL+U (MONYKUPHBIA, KYpCHE
[ CTRL+S

AokymeHTor B Word Web App) wam CTRL+F (noWck
copepkumoro dalina B Word nnm Excel Web Apps).

CoReT. Kaxu s nporpammax Microsoft Office nacronsHoft cucremst, komass: Office Web Apps yo61o opranusosass:. H

'KOMaHE/IBl OTMeHEl H NOETOPA HAXOJATCA HeNOCPE/CTECHHO Haj BK/3JK0H «Pafins, rpynna «Bydep o6MeHa» — E Ha4aie Ej
N ‘[naBHany, 3 KOMaHE OTKPLITHS $ajina B MPHIOKEHHH HACTONLHOTO KOMIbiOTepa — B KOHIe BENa iy «[1aBHasty.

z CoemecTHaa pabota O4HOBPEMEHHOE PEAAKTUPOBaHUE O4HOM KHUMM Excel unm 3anmcHoi kHukkm Onel
Z 6e3 omuaaHua c nomouybto Office Web Apps.
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= peansHoro Bpemen 3
7 KHHT € Apyramn cr
o nonk30saTeRAMN iting th o
N Ecm To KHATY AR 5 Excel Web 3aNMCHYIO KHIKKY OneNate MOHO 3
= [ W
o 2u34 | Unono cnos:1 948 cexmii | = |

MepeTackvBaHWe 3aroOBKOB B y/yylleHHON 06aacTu HaBuraLmm ans 6bICTPOro nepeynopssoUmBaHms
COAEP>KMMOTO AOKYMEHTA.

na.Office
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BonnowieHne naen B Xn3Hb

e B HoBOM npeacrtaBJ€EHUN PE3YNbTaTOB obnactn HaBuraynm MO>XHO 6bICTpO NPOCMOTPETb BCE COBNaageHUA NOUCKa. U.l,e}'IKHI/ITe
pesynbTar, yTOObI nepe17m/| B cOOTBeTCTBYyHOUWEee MeCTO JOKYMEHTA.

e Bce Hal;’l,quHbIe B AOKYMEHTE CcoBMnajeHunA BblAENAOTCA aBTOMaTNYECKW. B obnactu HaBuUraynm BblAENAKOTCA N Hal‘/JIAeHHbIe 3aro-

JIOBKW.
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YnydleHHble cpeacTBa
noucka, NHTerpupoBaH-
Hble B 061aCTb HaBura-
LMW, BKAKOYAKOT HOBYHO
obs1acTb pe3yabTaToB Mo-
ncka.
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HoBuHkAa!

PaboTtanTe, He AymMas O NOTEPSAHHOM BPEMEHWN.

HeT Huuyero 6osee HenpuaTHOro, yem mnoTepatb pabory,
B KOTOPYHO BIOXXEHO MHOFO BPEMeHW 1 ycuamii. Ho mbl nosa-
60TnANCh, UTObbI NOJO06HbIE CUTYaLMK He BO3HUKaNW. Bbl He-
KoTopoe Bpems paboTaeTe, MpUBOAMTE  COAEPXMMOE
B HY>XXHbI BWA, a 3aTeM 3aKpblBaeTe JOKyMeHT 6e3 coxpa-
HeHuA. BO3MOXHO, Bbl MPOMYCTUAN 3anpocC Ha COXpaHeHune
WAN OTBAEKINCb NPV 3aKpbiTMK danna. HesaBmcmo OT 3TOro
pe3ynbTaT OAVMH — MOTeps TPyjAa W BPEMEHW Ha Co3AaHue
AokymeHTa. Ho Tenepb atoro He 6yaer!

C nomoubto OYHKLUA aBTOMaTUYECKOro BOCCTAHOBEHMS,
3HaKOMbIX M3 Npeabigylmx Bepcnin Microsoft Office, moxHO
BOCCTaHOBUTb Bepcumn $alnoB, 3aKpbiTbix He3 coxpaHeHus.

AocTtyn K nochegHUM NATM aBTOMaTUUYECKN COXPaHEH-
HbIM BEpPCMAM COXpPaHEHHOro paHee aKTUBHOFO AOKY-
MeHTa. pun coxpaHeHWM 1 3aKpbITUM AOKYMEHTa BCe aB-
TOCOXpaHeHHble Bepcun ByayT aBTOMaATU4YeCKU yaane-
Hbl. MpK 3aKpbITUN paHee COXPaHEHHOro JOKyMeHTa 6e3
COXpPaHEeHUA MOCNeAHAN aBTOCOXPaHEHHas Bepcus ocTa-
eTCA O CNefytoLLero ceaHca pesakTMpoBaHus.

CoBer

AoctynHo B:@ @ E

e DTV BO3MOXHOCTW JOCTYMHbI B NpeactaBneHnmn Backstage. KomaH-
fa «BoccTtaHOBUTL HecoxpaHeHHble daitibl» HaxXOAMTCA Ha BKajke
«CBesieHMA» MOA KHOMKOW «YnpaBneHne BepcuamMmn». [OCTynHble
aBTOMaTUYeCKWN COXPaHEeHHble BEPCUM paHee COXPaHEHHbIX JOKy-
MEHTOB aBTOMaTWueckn oTobpaxaloTca Ha Bknagke «CBefeHWA»
nog 3arosoBkoM «Bepcum».

e [ns BOCCTAaHOB/JEHWA AOCTYMHbIX HECOXPAHEHHbIX [JOKYMEHTOB
1 aBTOMaTMYECKMN COXpaHeHHbIX Bepcuii TpebyeTcs BbibpaTh coxpa-
HeHVe CBeAEHWIN ANs aBTOMATUUYECKOro BOCCTaHOBAEHMS. YToObI
COXPaHWTb aBTOMAaTUYECKN COXPAHEHHYHO BEPCUIO A0 CedytoLero
ceaHca pefaKkTMPOBaHNsA, HEOBXOANMO TakxKe BbI6paTb COXpaHeHVe
nociefHen aBTOMAaTUYECKN COXPaHEHHOW BepcUV MpwW 3aKpbITVK
AOKyMeHTa 6e3 coxpaHeHUs. YTobbl HaliTh 3TOT NapameTp, B Npes-
ctaBneHun Backstage Bbibepute 3nemeHT «[lapameTpbl», a 3aTem
HaXXmuTte KHonKy «CoxpaHuTb».

BocctaHOBNE€HME HecOXpaHEeHHbIX Bepcui (alsioB, KOTOpble paHee He COXPaHANMCb. HecoxpaHeHHble dannibl XpaHATCSA

yeTblpe AHA, nodie Yero aBToMatnyeckn yaanaroTca.
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BonnoweHwe naen B XU3Hb
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JlocTyn K GYyHKLMUM aBTOCOXPaHEHNA N HECOXPaHEHHbIM BepCUAM C BKNaaku «CBeseHus»
B npeacTaBnaeHumn Backstage.
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BonnowieHne naen B Xn3Hb

AHOAM3 AOHHbIX M CO3AAQHME MPUBAEKATEABHbIX 3PUTEAbHbBIX ODPA-
30B € nomolLupto Excel 2010 HoBUHKM U yAyHLLeHus!

BbicTpbint 1 3 PEKTUBHBIVM aHaNU3.

CnapknauiHbl
Coser

NHoraa uncna roBopAat camu 3a cebd. B gpyrux caryyasx otamy-
HO MOACHUTb CBeAEHWA CMOryT cxembl M rpadukn. Excel 2010 v
nossosfeTr 3ddekTMBHO pabotaTb C umcnamu U rpadrkamm AoctynHo Bil——‘-s
B pamMKkax ofHon Aadveikn. CnapkaariHbl — 3TO HebonblINe AMa- y

. e Wcnonbsyinte napametp [lpynnupoBaTtb Ha Bkiagke Pa6ota
rpammbl B Ayerike Tabauubl, ABAAIOLLMECA YETKMM U KOMMaK- co cnapknaiinamu | Maket 417 GOPMATUPOBaHs BbIGPAHHbIX
THbIM HaraaaHbIM NMpeacTaB/JeHNEM AaHHbIX. cnapknainHoB B BUAe eAnHOro obbekTa, 1Mbo napametp Pasrpyn-

nupoBaTthb /15 GOPMaTUPOBaHUA CMapKIaNHOB MO OTAEIbHOCTY.

e Wcnonb3yrte cnapknanHbl Ans OTOGpaXeHUs TeHAEHLUI
B pAfax 3HauYeHWl, Hanpumep CE30HHbIA POCT, LieHa Ba-

Wero JoMa Uan exxeMecsiuHble Pacxospl. _— L SEEheRa-.
8ce otpens 1596 p. 1596 p. 1305 p.
e Bblgennte MakcuMMalbHble U MUHMMAJbHbIE  3HAYeHWs _
o Morcuan onewns 326 p. f - 326 p. 302 p
N NOBbICbTE UX Bocnpvame, pa3MeCTl/IB CI'IapKJ'IaVIH pFIAOM Caa v oropoa 162 p > « | 169p 151 p
Nepywsan 157p. ] “| 157p. 135 p.
C COOTBeTCTByI-OIJ.I,VIMVI AaHHbIMW. BAGHTROWNE 149 p &l 183 p 149 p
Konackm 142 p. >1" M:
Mymcxan Omemas 135 p >l
fertowan opemas 126p. > g ¥ - 129 p. 119p
[lobaBneHne CnapkaaiHOB K 3HaUYEHVsIM B CXEME AaHHbIX. Eitmp— =1 = o
Kyxren 99 p. < <] 101p 23p.
Now 7Sp. > ~—" 91 p. asp.

oo Office
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YcnoBHoe popmaTupoBaHue

B Excel 2010 ycnoBHoe dopmaTtupoBaHue obnagaet euie 6onbluen
rmokocTbto. C ero MOMOLLbIO MOXHO OMpeAenvTb U NPOAEMOHCTPU-

poBaTb BaXHbl€ TEHAEHUUN N BblAENNTb WCKNKOYEHNA AaHHbIX.

e HactpauBaiite npaBmna c ncnosib3oBaHveMm OyHKUMA Bonee cBo-
6oaHON paboTbl CO 3Haykamu. Termepb MOXHO KOMOWHMPOBATb
N 06BEANHATL 3HAUKW M3 pPa3anYHbIX HABOPOB, a TakXe CKpbIBaTb

3HauKkn ayeek, ygoBAeTBOPAOLWNX 3a4aHHbIM YCNOBUAM.

* BbinonHante 6onee TouHble cpaBHeHWsA. bnarogapsa yBesvuyeHHON
AJIMHE TUCTOrPaMMbl  OTpULATENbHbIE 3HAuYeHMs OTobpaxkaroTcs

bonee YETKO, a Hy/iEBbl€ 3Ha4YEHNA OMYyCKarOTCA.

o Paznnuanite TeHAeHUMM B AaHHbIX. C MOMOLLbIO HOBbIX TPaAUEH-
THbIX 3a/IMBOK C rpaHMLaMM 1 CMOLWWHbIX 3a/IMBOK 3HaUYeHUs oTo6-

paxkaroTca bonee HarnagHo.

Mpofasi 38 Man M MioHb

[ BepxHee sHavyeHne HukHee sHaYeHWe ]

PacnonomeHwe

Poccua
Mockosckan obn.
Nenvwrpancxan obn.
Camapcran ofn.
Teepcras obin.
ApxaHmrensckaa obn.
HopoocnGuporkan obin.
KemepoBckan obn.
Tomcran obn.
KpacHoapcxria Kpar
MNMpUMopcEra Kpan
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Man HroHb
4710 658,00p. 5 784 906,00p.
458 256,00p. 230 507,00p.
T92 450,00p. T92 450,00p.
450 314,00p. 772 256,00p.
G249 857 00p. | 631 274 00p
2 020,00p. &7 161,00p
903 513,00p. |_1047 4600
370 555,00p. 140 199,00p.
366 845,00p. 836 384,00p.
TS50 629,00p. B87 950,00p.

FOURTH

COFFEE

Malp—uoHE Hroro

1074 248,00p. 11 569 813,00p.
94 288 T83,00p.
¥ 1 584 900,00p.
- 11281700p

- 1232 570,00p.

| % 1551 141,00p.
| -  £9181.00p.

| ¥ 4 850 973,00p.
e v 510764,00p.
B < 1208 229.00p.
1438 579,00p.

CoBer

=

JocrynHo B: =S

e Pacnonaralite 0Cb rMCTOrPaMMbl B LiEHTPe sAYelrKkM
Ans bonee 3PEKTUBHOIO BblAENEHNA MONOXUTENbHbIX
W OTpULLATENbHBIX 3HAYEHWUN.

°  3meHsaiTe LBeT, 3aAMBKY, rpaHWLibl, 3Ha4KW, TUCTO-
rpammbl Uan cnocob BbluMcaeHns 3HaueHuii Excel 2010
A9 MaKCUMabHbIX, MUHVMAZbHBIX WAW CPeHMX MOKa-
3aTenei, BblbpaB [lpyrve mnpaBwuaa B HUXHEW 4acTu
COOTBETCTBYHOLLEN KOJIEKUMU YCAOBHOTO dopmaTtupo-
BaHWVA.

icnonb3oBaHWe yCca0BHOro GpopmMaTMpoBaHums

C rPajVeHTHbIMM 3a1MBKaMW, @ TakXKe rpaHuL, rmcTo-
rpamMm 1 HabopoB 3HauKkoB Asa 6onee 3dPeKTUBHOIO
aHann3a JaHHbIX.

=a.0Office



BonnowieHne naen B Xn3Hb

MHTepakTMBHOCTL CBOAHOW AMarpaMmmbl

B Excel 2010 nonynspHas cBOAHas JuarpamMma, WCMojb3yemas Coser

44 BU3yanan3aumnm OTHETOB W PEe3y/ibTaTOB aHa/iM3a, BbIBOAUTCA E
Ha 6onee BbICOKMIM YypOBeHb. Tenepb Ans GuabTpaLUM CBOAHOWM AoctynHo B: ==
AnarpamMmmbl NPUMEHARKOTCA HOBbIE NHTEPAKTUBHbIE KHOMKWN. R MpU OUALTPALMM CBOAHOM AMArPaMMBbi Ha MHTEPAKTHBHbIX

KHomkax byaeT oTobpaxaTtbca 3Ha4oK GuabTpa (Kak B CBOA-

* KoHTponupyiTte BCe 3neMeHTbl Ha 3KpaHe W ynpocTuUTe BbINos-
HoM Tabanue).

HeHve ¢unbTpaunn. CkpbiBariTe BCE MHTEPAKTMBHbIE KHOMKM
ANA NeyYaTm  WAM OTAEeNbHble  KHOMKKM, He  UCMNoJib3yemble
ana GuabTpaumn.

A "
ﬁl Coptuposka ot A0 A 3 1 CyMMa no Nonko 3daqeHie 2 CyMMa N0 Mok 3HaqeHie 3 CYMMa No Nonk SHaqeHre 4
gl CopTupoeka oT A 4o A

J0NONHUTENEHEIE NAPAMETPE COPTUROBKM..,

K YaanuTe @uakTp ¢ KonoHka 1”

DUAETPE MO NOANKCH

QUAETPEI MO 3HAYEHMIO

Mowcx bbicTpas ¢unbTpauua npeacras-
NEHWNIN CBOAHOW AnarpaMmbl
C MOMOLLbHO HOBbIX UHTEPAKTNB-

HbIX KHOMOK.

M (BoinenTs BCe)
Peruon 1
Pervon 2
Peruod 3

o] Perion 4

I oK ] ’ OTMeHa ] PernoH 1 PervoH 2 PernoH 4

=3 Office
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PunbTp Noncka

Bo3moxHOCTb  3DEKTMBHOTO MNoMcKa HYXHbIX AaHHbIX ABASETCA
HeoTbeMNEMOM YacTbto paboTbl B Honblumx Tabanuax. PunbTpauma Y
NCNonb3yeTca AN BbICTPOro HaxXOXAEHUA N OTOOPaXKeHUs KOHKPEeT- AoctynHo B!&
HOro COAEP>XMMOro B pexxMMax Tabauu, CBOAHbIX TabauL, 1 CBOAHbLIX
AnarpaMM, a Kak HacuyeT moucka B AOCTYMHbIX GuabTpax? y BaC MOryT
ObITb  TbICAYN WAN MUNJMOHBbI BapwaHTOB. HOBbIM GuUALTP noucka ®opmatnpoBath Kak Tabauuy.
B Excel 2010 no3Bonset 6bicTpee obpabaTtbiBaTh HosblIME HabOPbI

AaHHbIX.

AscTpanwiickan BapaHuHa

AHMCOBBII cMpon 4l
TuxooreaHckue kpaol | |

Kamambep
DpaHLy3CcKana npunpaea
KpeonbCcKan orTHEHHAA Cf
HyGaHckana ag+uKa
[oproHzona

EeBHUHLIA gHem
Bpasuneckuid kode
ATNnaHTHYECKHE MHGHH
HemeuHroe TEMHOE NMHBX
CoeBblii TBOpOr
JNyu3anaHCKWiA coyc
MapHHOBaHHBIH Nepey
Mouapenna
HnioKBEHHBIH MopcC
Pagnonu

AHTAMHACKUA 3Nb
Mapmenap,

Nasaw
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e Yr06bI BbICTPO NpPeobpa3zoBaTh AManasoH JaHHbIX B Tabaully,
Ha Bknagke FnaBHas, B CTUAM BOCMOb3yWTECh KOMaHAON

e  OuabTpauMs Y COPTUPOBKA  BbIMOJHAIOTCA  HE3aBUCUMO
OT pacnonoxenus. B tabavue Excel 3aronosku tabauy, 3ame-
HAIOT OBbIYHbIE 3ar0JI0BKM INCTOB B BEPXHEN YacTu CTONOLOB

npv npokpyTke B Honbwon Tabauue. Tenepb B Excel 2010

CopTupoBka oT A g0 A napamMeTpbl GuAbTPa W COPTUPOBKM OCTaAKOTCA BUAMMBIMU,
CopTupoeka ot  go A NOCKOJ/IbKY HE HY>KHO 3aKperniatb NaHenun.
CopTMpOEKA NO LEETY 4
TekcToBbIE DUABTDE: b ®unbTp Nomncka npegHasHayeH 4aa 6bICTPOro nomncka
T " B NapameTpax duabTpaunun. HauHuTe BBOAUTL YCNO-
-] (BrinenuTs Bee pesynsTaTsl noMcka) BMe noucka, 1 cpasy >Kev byayT oTobpaxkaTbCa CBA3aH-
..[] [loBaBTh BneneHH dparmeHT 5 di Hble 3anucn. Micnonblynte napametp «JobaBuTb Bbl-
| Besuronit awen AeNeHHbIV parMeHT B QUALTP» AN NOCAEAYOLLINX
¥ KyBanokan agsika -
onepauuin nomcka, 4tobel 406aBUTb AOMONHUTENbHbIE
31eMeHTbl GUabTpa C COXpaHeHVeM paHee oTGUb-
TPOBaHHOIO CNKcKa.
4 i | [

[ OK J[ OTtmeHa ]

Mapmenag

=a.0ffice



Cpes

Cbop HeobxoanMbIX W MNOAPOOHbIX CBEAEHWIN ABAAETCA TONAbKO YacCTbiO
npouecca aHanM3a AaHHbix. [pyras 4acTb 3aKNro4aeTcs B HaAUYUW MOA-
XOAALMX CpeacTB Ana 6osee TOYHOro MOHUMAHMA AaHHBIX. C MOMOLLbHO
cpe3oB B Excel 2010 Bbl cMOXeTe sierye u BbICTpee MHTEPNPETUPOBATbL
AaHHble. bnarogapsa ynyuweHHbIM GyHKUMAM GuAbTpaLMM CBOAHBIX Tab-
VL, 1 CBOAHBIX Avarpamm obecneunmBaeTcs UHTYUTUBHO MOHATHaA Guib-
Tpaums 60abliMX OOBEMOB AaHHbIX. DTO MO3BOAAET ObICTPO HaXOAWUTb
HY>XHYHO MHQOPMaLMIO M YeTKO MpeAcTaBaaTb GuabTpyeMble 31eMeHThbI
B OTueTe.

* BbinonHute GuabTpaLMO HECKONBKUX MPEeACTaBAEeHUMA CBOAHbIX Tab-
1 anarpamm. MoXHO €BA3aTb OAMH CpPe3 C IK0ObIM UMCIOM Npes-
CTaBNEHWI CBOAHOW Tabauupl, 4TO NO3BO/AET GUALTPOBaATb OAHO-
BPEMEHHO HECKOJIbKO 06 bEKTOB.

* BbinonHanTte 6bicTpyto dunbTpaumnto — cpes byaeT AMHAMUYECKN U3-
MEHATbLCA B COOTBETCTBUN C MU3MEHEHWEM AaHHbIX B 6a30BOI CBOAHOM
Tabavue nam gnarpamme.

Ku“rap“n 4 HaigaHma CTpOK =T o
CerepHan ApepHKa 456 p. 785 p.
Espona 687 p. 52 p.
Eepona A3 443 p. 437 p.
OBULHA HTOT 1 608 p. 1574 p.
HOoHaR Amepuka ARt

Mlrog |
ol -
Op. 7

CesepHon  Espona A
ApaipaEd
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AoctynHo B:@

e Pa3mectute cpesbl Tam, rae Heobxoanmo. Cpes MoXK-
HO MepeMeLlaTb, a ero pasMep MOXHO W3MeHATb
MOAOBHO cxemMe Uan rpaduky, 4To NO3BOAET yrpas-
NATb BHELLHUM BUAOM OT4eTa.

o OtobpaxaiiTe 3/1€eMEeHTbI CMNCKA CPEe3a B HECKOJIbKO
cToN6L0B. Bbibepute cpes, a 3aTeM Ha BKnagke UH-
cTpyMeHTbl ans cpe3a | lMapametpbl B rpynne
KHonku n3meHwuTe 3HaueHue B noje Ctonbubl.

[Mpy ncnosib3oBaHMM cpe3a cokpallaeTcs
UYNCIO0 AENCTBUNM, HEOBXOAMMBIX

AN GUABbTPaLMN NPeSCTaBAEHNI CBOAHbIX
TabanL, M CBOAHBIX AMarpamMm, YTo NO3BOASET
HbICTPO OTOOpakaTb HY>KHblE CBEAEHMUS.

=a.0ffice



PowerPivot ana Excel 2010

PowerPivot ans Excel 2010 sBnsetca cpeAcTBOM aHanm3a JAaHHbIX,
KOTOpOe MPUBHOCUT HEMNPEB3OMAEHHbIN BbIUNCANTENbHBIA MOTEH-
Unan B NPUIOXKEHME, XOPOLIO W3BECTHOE MO/b30BaTeNAM, —
Microsoft Excel.

C nomouybto PowerPivot orpoMHble 06beMbI AaHHbIX MOXHO Mpeob-
pa3oBaTb B 3HauMMble CBeAEeHMA U ObICTPO MoAyYaTb OTBETHI
Ha MocTaB/ieHHble BOMPOCHI.

CoBer

Vﬁ‘

DencTtByeT ansa:

e 3arpysute becnnaTHyto HaacTponky PowerPivot gns Excel

2010 Ha Beb-caite: http://www.powerpivot.com.

|

<

MonyyeHHble pe3ynbTaTbl MOXHO ObICTPO M 6€3 AULWHUX YCUAUA MCMOAb30BaTb BMeCTe C ApYrMMu noab3oBatenamu, a VT-otaensl
C MOMOLLIO CPeACTB ynpaBieHna Ha ocHose SharePoint cmoryT yBennuntb 3GPekTMBHOCTL akcrnyaTaumn. CoBepLUEHCTBYTE BO3-
MOXHOCTW aHanu3a N NPUHATUA PeLleHnin, COTPYAHNYaNTE B MOAHYO CUY U NOBbICbTe 3ddeKTUBHOCTL paboTbl VT-UHPpacTpykTypsbl.

BbinonHAemMbIA B namMATU aHanu3 Ha 6a3e Excel. YcTpaHeHue cyliecTByOLWMX OrpaHUYEHNI, CBA3AHHbIX C aHaAN30M B0AbLUMX
06BbEMOB flaHHbIX Ha HACTOJIbHbIX CUCTEMAX, C MOMOLLbIO 3PEKTUBHBIX airOPUTMOB CKaTUA ANA 3arpy3kKn 3HAUUTENbHbIX Habo-

pPOB AaHHbIX B MaMATb.

Bbipa)keHna aHanusa gaHHbix (DAX).[lpesocTaBieHe MOLHBIX PENALMOHHBIX BO3MOXHOCTEN OMbITHBIM MOJAb30BaTENAM, KO-
TOpble XOTAT CO34aTb pacCLUMpPEHHbIe aHaNUTUYeckne NpuaoXeHus, Takme kak SamePeriodLastYear(), ClosingBalances(), Previous

Day() n 1. 4.

BbicTpoe Hauano paborbl. Vicnonb3oBaHWe HOBbIX BO3MOXHOCTEN Excel, Takmx Kak cpesbl W Apyrve yxe M3BeCTHble — JIeHTa,

npeAcTaBieHNA CBOAHbIX TabanL, 1 grnarpamm.

MpakTnueckn HeorpaHWUYeHHas NOAAEPXKKa MUCTOUHMKOB AaHHbIX. [1pesocTaBieHne OCHOBbI ANS 3arpy3Kn M 06beanHeHUs
NCXOAHBIX AaHHbIX U3 t0H6Oro mecTta Ana aHanm3a bonblmx 06beMoB AaHHbIx Ha K, Bkatouas penaumoHHble 6a3bl JaHHbIX, MHO-
rOMepHble NCTOUYHWUKW, pacrpeseneHHble cay>Kbbl, NOTOKM AaHHbIX, dannbl Excel, TekcToBble dannibl 1 gaHHble U3 NIHTepHeTa.
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http://www.powerpivot.com/

e  Wurerpauma c SharePoint. CoBMecTHOe MCMONb30BaHWE MOAENEN W aHaAn3a JaHHbIX; B CBA3M C PACMOJIOKEHMEM PELLEHWN

B SharePoint MOXHO HaCTPOUTL NepUOAbLI OBHOBNEHMA A1 aBTOMATNUECKON NOAAEPXKKM aKTyalbHOCTW AaHHbIX. ™

« CoBmecTHas paborta c peweHMasMU No aHanusy. [Tpeobpa3oBaHMe KHUM B OBLIME MPUNOXKEHUSA, JOCTYMHbIe B A06oe
Bpems 1 u3 atoboro mecta. VicnonbzoBaHme Bcex BO3MOxHocCTel SharePoint, Hanpumep 6e30MacHOCTb Ha OCHOBE POAeM,
paboune Npouecchl, yrnpaBaeHne BEPCUSAMU N aBTOMATUYECKOE OBHOB/IEHME AaHHbIX, MOBTOPHOE UCMO/Ib30BaHWE MPUIo-
XEHWUI AN ObLLen KHUMM B KaYeCTBE UCTOYHUKOB AaHHbIX B HOBbIX NMPOLLeccax aHaamsa.

¢ MaHenb ynpaBneHna PowerPivot. VIT-agMrHMCTpaToOpbl MOryT KOHTPOAIMPOBATh ObLLME NPUIOXKEHNS U YNPaBAATb UMK
Ana obecneveHns pacluMpeHHON 6e30MacHOCTY, BbICOKOM AOCTYMHOCTM U MPOM3BOANUTENILHOCTU.

M EELE [y==———— ——
n i

n
—~y ®muaa

AHanus npoaax

ot | [mer | vea I | | G O A B

— Lot FIAN 150 KATETOPMEM RO MO A0 ERMesil MO,ﬂ‘efll/IpOBaHl/le

[, i .
— n
e "
e N

— j ——y

N COBMeCTHas paboTa
B 3QPeKTUBHBIX MpoLieccax
aHanm3a Ha K ¢ nomouybto

o REEERE R T T POWGFPiVOt ANA Excel 2010.
— UHCA0 MPOLAN MO CTRaHEM U0 MpOIAN 10 MEHEY

——F ’ i I

Fow ey it "

—— e I In nnl

:-' : o

A s =] e

¥ Nns PowerPivot gns SharePoint Tpebyetcsa SQL Server® 2008 R2 nan 6onee nosgHas Bepcus n SharePoint 2010.

A O ff' Microsoft®
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HoBUHKU U
yAyyYwieHus!

BbicTpee 1 ¢ HAMEHbLINMK YyCUAnaMK co3gaBanTe 6a3bl gaHHbIX B Access 2010.

Mpwn pabote B Access 2010 He oba3aTenbHO 6bITb CneumanncTom no 6asam JaHHbIX, YTOObI MakCMManbHO 3PPEKTMBHO MCMOIb30BaTb
MMeroLmneca AaHHble. He3aBMCMMO OT BUAA AeATeNbHOCTM — paboTa B KPYMHOMW OpraHv3auuu, BAajeHne ManbiM MpeanpuaTvem
nan nonck bonee 3dpdekTNBHLIX CNOCOBOB yNpaBieHNa TMYHOW MHGOPMaL e — B 3TOM NPUNOXKEHUN Bbl HageTe pasHOoObpasHble
WwabsoHbI, MOMoratoLme 6bICTPO NPUCTYNUTL K paboTe.

FoToBble Wabs0HbI 6a3bl AAHHbIX

. Cosert
FoToBble WabnoHblI pa3paboTaHbl € yyeToM MnoTpebHOCTeN nonb3oBaTens.

Bam npeganaratotcs pasanuHble wabnoHbl 6a3bl AaHHbIX — OT OpraHum3aumm A
COBbITUIA, MPOEKTOB MO MPOAaXaM W MaPKETUHTYy A0 KOHTPOAA AeATesb- AoctynHo BiL‘—"i
HOCTW CTYAEHTOB, MpenojaBaTesbCKOro COCTaBa WM OTCAeXuBaHWA 6na-
rOTBOPUTENbHbIX B3HOCOB.

e YKpenuTe CBOIO MO3MLMIO — co3galiTe WabaoH
6a3bl JaHHbIX U MPeAOCTaBbTe K HEMY JOCTYMN UH-

TepHeT-coobulectBa Access. Ykaxute nma 6asbl
Ob6paTuTech k NapTHepam 3a uaeamu. Haunnte paboTy ¢ wabaoHa 6a3bl P H
AaHHbIX, NpeaoCTaBbTE ONMMCaHUE, 3HAYOK MNpu-

AaHHbIX  OT UHTepHeT-coobulecTBa  Access. Bbibepute  WwabioHbI JIOXEHNS, 306paxXeH1e NS NPeABaPUTENLHOTO
N3 BCTPOEHHbIX KaTeropuin, Takmx Kak «AkTuBbl», «KoHTakTbl», «[1poek- npocMoTpa 1 06pasLibl AaHHbIX.

Tbl» UAn «<HekomMepueckme». Takxke MOXHO BbIMOJHUTb MOUCK AOMOA-
HUTENbHbIX pelleHnin wabnoHoB Ha cante Office.com, He BbIxoAs
M3 NnpunoxeHus Access— K BawuMm ycayram obpasubl  wabnoHoB
A/19 BbINMONHEHWSA KOHKPETHBIX 3aZa4y B 6a3ax AaHHbIX.

Yactun npuioxXeHuAa

Co3,c|,aBa|7|Te 6a3bl AadHHbIX C NOMOLW b HOBbIX MOAYJ/IbHbIX KOMMOHEHTOB. Yactun NPUAOXKeEHNA ynpowarT co3jaHne 6a3bl AaHHDbIX,
no3Bondaan /.'J,O6aBJ'IHTb o6u_|,|/|e KOMIMOHEHTHbI, TakKne Kak BCe Ta6J'IVILI,bI, CI)OprI N OTYETHI, HeO6XOAVIMbIe ANna oTcneXmBaHMA KOHTaKTOB
B 6a3ax AaHHbIX NN OpraHn3auunm, BCero HECKOJIbKNMMU WeavykamMmn Mbilln.

=a.0Office
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e  JKOHOMbTE BpeMA N yCUana, ncnosb3dya 4act, Co3gaHHble APYTMMU NMONb30BaTENAMMN.

o Chopmupyinte coOBCTBEHHbIE YACTV NMPUNOXKEHUIA M NCMONb3YMTe NX B 6a3ax JaHHbIX U OpraHM3aLmn.

@l d “ B -5
m InaeHaA CozgaHue EHewWwHWe gaHt
=5 B E

s ]
Yacru Taénwua KoHcTpyeTop  CRMCKK
NPUADHKEHHA * TaBnuy, SharePoint =

| Mycreie dopnes

= & == ==

1 csep@ 1 cnpaea 2 céepx‘y 2 cnpaea

= _—=| r = — =
[ — = Sl =
Bknagekw  Awanoros.. MyasTume... OkHoCoo..

CeegeHuMA Cnucok

KpaTkoe pyKoBOACTED

W = BB (8

Bonpocel 3afa4um KoHTakTel  Monb30EE...

L d

Mpumeda...

Monsa «BbbicTpbIN 3anycK»

[lobaBneHune vacTen
NPUNOXEHWI, CO-
CTOALLMX

N3 HECKOJ/IbKMX KOM-
MOHEHTOB,

nan BblIbOp nycToro
MakeTa GopMmbil.

B Tabanupbl MOXHO OfHOBPEMEHHO A06aBAATb rPynMbl NOAEN. C MOMOLLbIO HOBbIX MONEN ObICTPOro 3amnycka HECKO/IbKO CBA3aHHbIX
1 nepedopmMaTMPOBaHHbIX Nosen 06aBAATCA ObICTPO M 3DEKTUBHO. Tak MOXHO He TObKO CIKOHOMWTbL BpeMS, HO 1 obecneumnTb

COrNIacoBaHHOCTb NPW CO3AaHUKN Tabanu, rae NPUCYTCTBYHOT NOA06HbIE NOAA.

e [lna BCTaBKM O4HOro noas 6bICTPOro 3anycka u gobaeneHns nonen «Agpec», «<fopoa», «floutoBbi MHAEKC», «CTpaHa» TpebyeTcs

BbIMO/NIHNTb HECKOJ/IbKO MPOCTbIX AENCTBUN.
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Co3panite cOBCTBEHHOE MoOAe WAW rpynny Mnosei GbICTPOro 3amnycka AN MHOTOKPATHOTO MCMOJ/b30BaHWA B ApYrnx Tabavuax
1 6a3zax gaHHbIX. Hanpumep, MOXHO co3aaTb rpynny Noaen Ans 4acto UCMOb3yeMblX BbIYMCIEHUI, @ C MOMOLLbIO HOBbIX BbIYMNC-

nsembix nonen B Access 2010 MOXHO BKAKOUUTb UTOTOBBIA pe3yibTar.

Tembi Office

MNpodeccmoHanbHoe opopMaEHME KOMMOHEHTOB 6a3 AaHHbIX
Access. Bocnosib3yntecb NpevMyLLecTBOM 3HAKOMbIX W MpuBae-
kaTenbHbIx Tem Office n npumeHanTe nx K 6azam AaHHbIX, NOA-
LepXunBas MX BbICOKOE KayecTBO KakK B kaveHTe Access, Tak
n B VIHTepHeTe.  Bblbupante  nr0byr0 M3 MHOXeCTBa  TeMm
nnn paspabotanTe COHCTBEHHYHO HacTpanMBaeMyro Temy, 4YTOObl
co3aaBaTb BeAUKoNernHble GOPMbl M OTUYETHL. C MOMOLLBIO TEM
Office B Access 2010 ans n3meHeHuMs WPUHTOB 1 Aaxke LBETOB BO
Bcel H6a3e faHHbIX JOCTaTOYHO BbIMOJAHWUTL Napy AENCTBUNA.

'mbkoe dopmatnpoBaHue. 3agarte Temy Office kak Temy bHa-
3bl J@HHbIX MO YMOJIYAHWIO UAWN NPUMEHUTE KOHKPETHYHO Te-
MY K BblBpaHHbIM dopmam 1 oTyeTam. Mpu n3MeHeHN TeMb
BCE 3/IeMeHTbI, ee UCMoJb3ytoLne, byayT aBToMaTUyYecku ob-
HOBJIEHbI.

CoBer

A
HoBuHka B:IA-—“T

<& B
Taioke AoCTyneH B:@ S0

o Tabaumupbl Access Takxke noaaepxusatoT Tembl Office. Mpocto
BblbepuTe WPUPTEI Tem (WpnTbl 3aroNOBKOB U JaHHbIX)
M uBeTa M3 nanutpbl «LiBeta Tem». Ecin ans 6a3bl faHHbIX
Bblbrpaetca gpyras Tema Office ambo Tema nameHsetcs, Tab-
Avubl  ByAyT aBTOMaTM4eckv OBGHOBJ/EHBI B COOTBETCTBUM
C HOBBIMU YC/I0BUAMMN HOPMATVPOBAHMUS.

=

CornacoBaHHoe dopmatmpoBaHue. Tembl Office B Access 2010 TouHo coBnagatoT ¢ Temamu Excel, Outlook, PowerPoint n Word,

4TO MO3BOJAET JIETKO CO3/aBaTb cornacoBaHHble gokyMeHTbl Office.
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BonnoweHwe naen B XU3Hb

CE IR R - I

MBHEH CozgaHne EHewHWe gaHHbE PaBoTa £ Ba3aMuy gaHHbIX KoHecTpykTOp ¥no
HLI,BETE' E EI! X Wtorw -
I E
~ [s (B Aq b= ] €
WpwuepTe = | |TEYNNUPOBES | 155 Bes nogpo6HOCTENA
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EEEEE. MpUMEHWTE TEMY KO BCEM NOAXOAALMM 06 BEKTAM

e gl
Aai Aa 1
A JlAcT [Aa ]| Aa B

PazpewnTe 0BHOBENEHME KOHTEHTA ¢ caiTa Office.com...

E Nownck Tem...
EE  Coxpanurs Teryuyio Temy...

MPUMEHUTE TEMY TONBKD K 3TOMY 06 BEKTY

HazHa4YMTe TEMY MCMONBIYEMOR MO YMONYAHWID B Ba3e AaHHLX

AoBAEUTE KOANSKLWID HA NaHeNe BEICTROrD 40CTyNa

Aa

L} L} J

O6nacTb HaBHIaLy WK

Ncnonb3osaHuve Tem Office n 6bicTpoe nameHeHne popmaTMpoBaHns 0OBEKTOB HECKOIbKNX 6a3 AaHHbIX.

-aOffica
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dopma HaBuUraymm

Bocnosnb3yntecb MeToAOM nepeTackuBaHua W fjobaBbTe BO3-
MOXHOCTb HaBuraumm no 6ase gaHHbix. Vicnonbsymte dopmy
HaBUraumMm Wan ynpoctute Joctyn K ¢opMam U1 oTyeTam.
WAV Npu co3gaHumn 6asbl AaHHbIX A8 APYTUX MOJb3oBaTenen
co3gavite GopmMy HaBUraLym, YTO NO3BOJIUT MO/L30BATENAM Bbl-
MOMHATE PaCnNpPOCTPaHEHHble 3afayn U C IErKOCTbHO HaxoAUTb
b6onee pegkue 3agaun.

* Kog wnv norvka He TpebytoTca. HauHuTe € co3gaHms HOBOW
bopMbl HaBUraumm 1 NPOCTO MepeTaliuTe B Hee 4acTo UC-
nosab3yemble GOpPMbl 1 OTYETHI.

CoBer

A=
AoctynHo B:\A;_"f

e PacwupbTe BO3MOXHOCTM 3NEMEHTOB YMNPaB/ieHUS HaBUrauuen
C MOMOLLbIO HOBbIX MHCTPYMEHTOB GUryp, AOCTYMHbIX Ha BKAaake
Pa6borta c maketamu ¢opm | ®Dopmar B rpynne Popmarupo-
BaHue 3JieMeHTa yrnpasJsieHus. Boibepnte napametpbl dopmatu-
poOBaHus, COOTBETCTBYHOLME BbibpaHHOU Teme Office, B konnekuum
JKcnpecc-cTUAN. C NOMoLWbio Koanekuun MsmeHeHue durypbl
MOXHO MpeobpasoBaTh NEMEHTbI YNPaBieHUs B NMPAMOYrOJbHUKN
CO CKPYFrAEHHbIMM, CKOLLIEHHBIMW YraaMu UAW Apyroro Buga.

o [lpocTble BCTPOEHHble MakKeTbl. Boibepute ntoboi 13 Wwectn npegonpeseneHHbiX HaBUraLMOHHbIX LWabAoOHOB C coYeTaHNeM ropu-

30HTaNIbHbIX NN BEPTUKA/IbHbIX BK1a4O0K.

° CDOprI HaBuraumn MOXHO BHeEAPUTb faXe B CJIOXKHbIe 6a3bl AaHHbIX. ,ﬂ,ﬂﬂ OTO6pa)KeHI/IFI I'Ipl/lflO)KeHVII‘/JI, cojep kamx 6osbluoe

Koan4yecTteso q)OpM A otyeToB Access, MOXHO MCNOb30BaTh MHOTOypOBHEBbIE TOPU3OHTAJIbHbIE U BEPTUKAaJIbHbIE BKAAAKW.

-8 Database25 : 6asa anmuix (Access 2007) - Microsoft Access

Hewnme Zanmue

> | ) @opma nasaraymn

~_| ®opma HaBuranuu

="| [opusomTanuHsle BXAAAKN, 2 YPOBHS

10pHit BpoHcKknit

7-Aynuua, 4. 12 "| Topusontanuiie u Beprixanimie sxnagxw, Cresa

T e U—————
0,00p. -
ed (123)555-0100
UnouHa
10nua
CoTpyAHWK oTARNE CbITa
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Co3gaHne GopMbl HaBU-
raumm ans 6biCcTporo ao-
CTyra K 4acTo UCMoJib3y-
emMblM popmam

n oTyeTam.
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Ancnetuep npaBun ycnoBHoro popmartu-
pOBaHUA U TMCTOrPaMMbl

Bocnonb3yntecb nNpoctbiM AOCTYNOM K NpaBuaam YCaoB-
Horo ¢opmMaTMpoBaHMA W AOMOAHUTE/NbHBIM MapamMeTpam.
B Access 2010 3HauuTenbHO yAaydlleH AucrieTyep npasua
ycnoBHoro ¢opmatnposaHua. Tenepb A4 U3IMEHEHUS, AO-
6aBneHna WAV yaaneHus npasBua  yCNoBHOro dopmatu-
POBaHMA MOXHO ObICTPO MepekayaTbCa MeXay MNOoAAMU
B OAHOM YMNPOLLEHHOM npeacTaBaeHun. Yto camoe rnas-
HOe — K MOASIM MOXHO A06aBuTb ructorpammbl 1 o 50
YyCNoBUA Ana Bonbluert HarnsgHoctn un 6onee 3ddekTmB-
HOro aHanu3a.

¢ MrHoBeHHOe oTO6paxeHune pe3ynbTatoB. [puMeHsnTe

CoBer

e
JoctynHo B: \A;J

o ViameHute NPUOPUTETHOCTb MPUMEHEHNA MPaBWUA K NOAAM; MOBTOP-
HO COo3jaBaTb Npasunaa He Tpe6yeTc;|.

e Onpegenunte cobCcTBEHHOE MOPOroBOe 3HaYeHWe W 3ajaiiTe 3Hauye-
HUA AAWHBI CaMOTO KOPOTKOFO W CaMOro AJMHHOMO CTO/OLOB.
WU BbIBEAMTE TOJIbKO FUCTOTPaMMy U CKPOWTE 3HAYeHUs ANs Npu-
faHns el 6osbluel BbIPa3nUTebHOCTY.

npasnao yCcioO0BHOIoO CI)OpMaTI/IpOBaHI/IFI HeENocpeaCcTBEHHO B gucnetyepe

npasua ycaoBHOIo q)OpMaTI/IpOBaHI/Iﬂ nnpu HeO6XOAI/IMOCTI/I N3MeHaAnTe npasunao.

° AO6aB}'IF|l7ITe BCI)OprI N OTYETbl TUCTOrPaMMbl C rPagueHTHbIMW 3aMBKaMW AnA NONYyYEHUA bonee TOYHOroO npeacraBaeHnA

O AaHHbIX N NPUHATNA B3BELLUEHHbIX peLueH|/|17|.

Tosap | Cymmazake.1 Cymmaszake.2 Cymmas3aks. 33

ABCTpanuiickan DapaHuHa 26676 4013,1 4336 6087.9

AHMCOBbIK cHpon 544 600 140 440 HarnsgHoe oTo6paxeHue
TuxooxeaHckue Kpabbl 1768,41 1378 441232 1656 CpaBHMBAEMbIX 3HAUYEHWI
HamambBep 31824 4683,5 9579.5 3060 nUnn onpejeneHne TeHAeHUMN
DpaHLUy3CcKan NpMnpasea 225,28 2970 13376 632 C NOMOLLbHO HOBbIX TMCTO-
Kpeonbckaa orHEHHAA CMECk 0 0 288,22 85,4 rPaMm.

HybaHcran agsmKa 187.6 742 2898 904,75

CrpaHuua 53 13 198

=a.0Office



KoHCTpyKTOp MaKpOCOB 1 MaKpOChl AaHHbIX

Co3zaBaliTe  Makpocbl € MOMOLLbO  TexHonorum  Microsoft
IntelliSense®.

C NOMOLLbIO U3MEHEHHOIO KOHCTPYKTOPa MakpoOCOB MOXHO NpPoO-
CTO W BbICTPO NPUCTYNUTbL K paboTe K co3aTb MaKpPOC C HyAs.
[ns onbITHEIX Nosb30BaTenert Access KOHCTPYKTOP MakKpOCOB
yrnpoLlaeT MpoLeccbl COo3jaHna, pefakTUPOBaHMA MaKpOCOB
W ynpasaeHus UMmn un pacumpsaet GyHKLMOHANIBbHOCTb NpUoXKe-
HWA Ana 6a3 faHHbIX.

CoBer

A
JoctynHo B:\A-—"“

e Vcnonb3syiiTe CBOM MakpOCbl COBMECTHO C APYrMMU MOJb-
30BaTeNAMU UM paboTanTe C Makpocamu, HamuMCaHHbIMMU
Apyrumu aroabMu. MpocTo BCTaBbTe KOZ B NH06OM TeKCTo-
BbIi pefakTop, a Mpu BCTaBKe B KOHCTPYKTOP MakKpOCOB
Access BbIMONHUT MNpeobpa3oBaHne B NpaBWIbHbIN GOp-
Mar.

Vicnonb3oBaHme KpaTKMx CBeAEHWM, aBTO3aMONHEHMSA M MOACKA30K A8 ObICTPOro co34aHus MakpoCOB M COKPaLLEHNs OLWMOOK.

Mcnonb3oBaHune yﬂyl-ILueHI/Il\/lI KOHCTPYKTOPa MaKpOCOB A1 NOBbIWEHNA NMPON3BOANTE/IBHOCTU 3a CYET 6bICTpOFO KOAnpoBaHMA

N NPOCTOTbl MOBTOPHOIO MCNOJIb3OBaHMA CyLLECTBYHOLWLMX MaKpPOCOB.

Ncnonb3oBaHre MakpOCOB AaHHbIX AnA JoOaBAEHWS NOTMKM B Tabauvubl, OPMbI M 3anpockl (faxe BHE NMPUIoXeHUs), KoTopble
NOAKKOUEHb! K TabauLe 1 aBTOMaTUYEeCKM YHaCAeAyoT MakpoChl AaHHbIX, MOCKONbKY OHM XpaHATCA B Tabauvue, a He B o6bekTax,

UCNoJib3yrowmnx 1a 61 uy.
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HoBUHKM M yAyYLLUEHMUS!

Ynpoctute 6u3Hec-npoueccel — co3gaBanTe pabouve ¢GOpMbl 1 SIKOHOMbTE BpeMs
M CpeACTBa opraHm3aLuu.

BoicTpee cobupaiite KauecTBeHHble AaHHble. InfoPath 2010

ynpolaet 6usHec-npoLecchl. [1pocTble B CO34aHWN 1 UCMONb- Coser
30BaHWN 31eKTPOHHbIE GOPMbI COKPALLAKOT BBOJ M3BLITOUHBIX p—
CBeJeHWIi U1 MOBbILAIOT KauecTBO COBUPaEMbIX AaHHbIX. Pabo- AoctynHo o2l

Tante  C kameHTckumun  dopmamum  InfoPath 2010 B cetn
WAN aBTOHOMHO. 3anonHanTe GopMbl Jaxe Mpu OTCYTCTBUN MOA-
KntoueHus kK cetn. CTOUT HaxaTb KHOMKY, N KOHCTPYKTOP aBTOMa-
TUYeCckn co3faeT npodeccroHanbHble POPMbl Ha OCHOBE CTaH-
AAPTHBIX MK BHewWwHMX cnunckoB SharePoint, HOBbIX npeaycTa-
HOBJIEHHbIX MPaBWJ, pa3AesioB MakeToB GOpPM, CTUIEN U MHOTOTO

Apyroro.

e Yrobbl 3aMONHWUTL YyXe pa3paboTaHHyo ¢OpMY, B MeHHO
«Myck» Microsoft Windows B cnvcke nporpamm Microsoft Of-
fice HaauTe InfoPath Filler.

C nomoubto InfoPath Filler 3anonHATe popmbl cTaHOBUTCA Npotye. [ Tex, KTO XO4YeT NPOCTO OTKPbITb U 3aNOAHUTL GopMy, Hblm
yAaneHbl BCce AOMONHUTENbHbIE CpeACcTBa. [Tonb3oBaTenn MoryT 6bICcTpo 0bpallatbcs K darnam crnpaBku, a Takxke K GyHKLMn npo-
BEPKM AaHHbIX GOPMbI, 3KPaHHbIM MOACKa3KaM W YCIOBHOMY GOpMaTUpPOBaHUIO.

Bnarogaps InfoPath 2010 n SharePoint Server 2010 Becb oTobpaxaemMblin B Hpay3epe KOHTEHT Tenepb COOTBETCTBYET PyKOBOACTBY
Web Content Accessibility Guidelines (WCAG) 2.0 AA 1 foCTyneH No/ab30BaTeNsAM C OFPaHNUYEHHbIMU BO3MOXHOCTAMMW.

Pabortalite co BCTpoeHHOW peannsaumenn dopm B SharePoint Workspace 2010 B ceTn nav aBTOHOMHO.

Tenepb InfoPath 2010 obecneurBaeT LENOCTHOCTb AaHHbIX BU3HEC-NPOLLECCOB, COXPaHAR COAep>KMMOoe GOPM C MOMOLLbIO NOJA-
AEPXKKN LMPPOBBIX MOAMMNCEN.

=a.0Office
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M3yueHne 3TOro NpuaoXeHus He NPeACTaBAsET TPYAa, MOCKO/bKY MPUCYTCTBYET 3HAKOMbIM MHTepdelnc Microsoft Office n Takune
npevMyLLecTBa, Kak MpoBepka MpaBonuvcanHus, dbopmaTvpoBaHue wWpUOTOB, YyaydlleHHble OYHKUWMM Bbipe3aHUs W BCTaBKM

W MHOTVe apyrue.

Wcnonbsyinte popmsbl InfoPath 2010 B coobuieHmsax Outlook 2010 n cobupainTte gaHHble B HY>XHON GOpPMeE B LLEHTPaIM30BaHHOM

pacnosoxeHun (bubanoteke nam b6ase gaHHbIx SharePoint).

Co3zgaBavite XPS- nan PDF-Bepcun 3anonHeHHbIx dopm InfoPath 2010 ans npoctoro apxvBnpoBaHms.
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BonnowieHne naen B Xn3Hb

[loasepkka b64-paspsdaHbix Bepchi Office 2010 HoBuHka!

,ﬂ,flﬂ BaC, OMNbITHbIE NMOJ1Ib30BaTe/N.

Bocnonb3yntech npevmylectBamu 64-paspsgHon Bepcun Office CoBeT
2010. 64-pa3psgHas Bepcus Excel 2010 ncnonb3yeT noTeHuman

64-paspagHbIX KOMMbIOTEPOB A/ CO34aHNsA 6onee 06bEMHbIX Al 1T (DS
Hocrymmo WA S O [PSIN (A5 (T (PH)S

N CNIOXHbIX 3NEKTPOHHbIX Tabauy. OnbITHbIM MOJb30BATENAM
Excel van aHanntukam, paboTatownm ¢ 60AbLUNMKN, MHTEHCUBHO

° anIMe‘-IaHVIe. JTa BO3MOXHOCTb yCTaHaB/IMBaeTCA TOJIbKO
MCMONb3YHOLWMUMM PECYPCbl MaMATU 31eKTPOHHbIMK Tabanuamuy, B 64-paspsaHbix  cucTemax. s nosyueHus

npepnaraetca 64-paspagHas Bepcusa Excel 2010 v npepocras- MO YCTaHOBKE W AOMONHUTE/bHBIX CBEAEHUI mocetute Be6-
cant http://office.com/office64setup.

NAeTca Noajep>KKa Ans Tabany, pa3MepoM B HECKOJ/IbKO r1rabant.

NHCTPYKLMIA

e o e
Acskcaers Procwws | bertumarce | et | O |

B HOBOE€E

2010.
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http://office.com/office64setup

HoBuHkal!

PaboTanTe COBMECTHO C APYrMMuM NMOJIb30BATENAMMU, HE OXMAAA CBOEN OUvepesu.

Office 2010 BBOAUT HOBOE MpeACTaBNEHME O COBMECTHOM
paboTe, NpeAcCTaBNsAs 3amMeuyaTeNbHble CPeAcTBa MO OAHO-
BPEMEHHOMY peAakTUpOBaHWIO dalna C ApYyrMMy MoJb30-
BaTeNAMM, HAXOAALLMMUCA B Pa3HbIX MeCTax.

* Pepaktnpyinte gokymeHT Word 2010 wan npeseHTaumio
PowerPoint 2010 BmecTe ¢ Koaneramu WAN APY3bAMMN.
HaunHante obleHve, He npekpalias peAakTMPOBaHWSA
1 He BbIXOAA W3 MPOrpaMmbl.

o TpebyeTcs BbINOJAHUTb CNOXHbIE PacyYeTbl C KOANEron
VAN KAIMEHTOM?  C MOMOLLbIO  Beb-npunoxenns  Excel
Web App MOXHO oOfHOBpeMeHHO paboTaTb C OfHOW
KHUron, aaxke ecam Ha MK konnern nam KaneHTa He ycra-
HOBNEHO npuaoxeHue Excel.

o TpebyeTca npoBecT YyAaneHHbIN CeaHC MO3roBOro
WTypMa Cy4dacTHMKaMu rpynnbl? Pegaktupynte ofHy
n Ty Xe obuwyto 3anuncHyto kHkky OneNote 2010 Bme-
cTe  CApyrMMW  nosb3oBatenamu,  paboTtaromnmu
¢ OneNote Ha MK nan B Be6-6paysepe.

CoBert
AoctynHo BZ@ E @

/‘T\] [
JoctynHo B Be6-npunoxxeHusax Office Web App:@@

Ans kommepueckux opraHmsaumii: Tpebyetca SharePoint Foun-
dation 2010.

Ans nuuHoro ncnonbzoBanua: Tpebyetca HecnnaTHbI MAEHTU-
¢dukatop Windows Live ID. CoBMecTHOe peAakTupoBaHue yepes
Windows Live ana Word 2010, PowerPoint 2010, OneNote 2010
nnun Beb-npunoxerus Microsoft OneNote Web App 6yaet ao-
CTYMHO BO BTOPOW NoNOBUHe KaneHgapHoro 2010 roga.

e [ns COBMEeCTHOro pefakTMpoBaHus B BeG-npunoxeHun Excel Web
App u Beb-npunoxeHnn OneNote Web App TpebyeTcs nopaep>xu-
BaeMblii 6payzep. CnnMcok MoAjepXKMBaeMbix 6pay3epoB Ans BEG-
npunoxenunin Office Web Apps cM. Ha cTp. 81.

o [lpn coBMecTHOM pegakTvpoBaHun gokymenta B Word 2010
unn PowerPoint 2010 n3meHeHus, BHECEHHbIE APYrMMU MoJb3oBaTe-
NAaMu, oTobpaxkatoTcs B MOMEHT coxpaHeHusa daina. MNpu coBmecTHoM
pabote B OneNote 2010, Be6-npunoxerHnn Excel Web App nan Beb-
npunoxenun OneNote Web App M3MeHeHNs CUHXPOHWU3NPYIOTCA aB-
TOMaTUYeCKN NPakTUYeckn B pexnmMe peasbHOro BPeMeHMU.

=a.0Office
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Bonee achdekTuBHas coBmecTHas pabora

P
WIBBCTIHG, 400 € POMDRRAD TRl T 500 BPECIASD, w £ TOU0ca) MEXTONS THECT FIOTTOMY Oty B0 Bufipins.
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Mpwn coBmecTHOM pegakTtupoBaHum B Word 2010, kak noka3aHo B gaHHOM npumepe, nan B PowerPoint 2010
MOXHO BMAeTb No/b3oBaTenel, paboTaloLVX C 3TUM e JOKYMEHTOM, K 06LaThCs C HUMM. ™

AEMOHCTPALMA MPE3EHTALMM APYTUM MOAB3OBATEAIM
C nomolLLo PowerPoint 2010 HosuHka!

[Mokaxkute CJ'I8I7I,£I,bI B peXXnmMe peasibHOIro BpeMeHm nin co3,£|,a|7|Te COBCTBEHHbIN CI)I/I.ﬂbM.

LUI/IPOKOBEI.I.I,aTeI'IbeIVI nokKas CII3I7IAOB

CoBMECTHOE MCMONb30BaHUe Mpe3eHTaLMmn YaaNeHHOW ayauTopuen B peaibHOM BpeMeHW. [ob30BaTesIM NpOoCMaTpuyBatoT cnagpl
C BbICOKMM KauyecTBOM OTObpaxeHus, gaxke eciv Ha mx MK He yctaHoBAeHO npunoxeHne PowerPoint.

> [InA MCnonb3oBaHWA CUCTEMbI OBMEHa MIHOBEHHBIMM COOBLLEHMAMM UM BYHKLMU NPOCMOTPA CBEAeHMIA O AOCTYNMHOCTM APYruX PeAakTopoB TpeGyeTcs OAHa U3 CNeyHoLLMX TeXHO-
noruin: Microsoft Office Communications Server 2007 R2 ¢ Microsoft Office Communicator 2007 R2, Windows Live Messenger nau gpyroe npuaoxeHve obmMeHa MrHOBeHHbIMWU CO06-
WweHuamMu, nogaepxmeatoliee IMessenger. [lns ronocosbix Bbi3oBoB Tpebyetcsa Office Communications Server 2007 R2 ¢ Office Communicator 2007 R2 nav to6bIM Apyrum npuaoxe-
HWeM ¢ noasepxkon IMessengerAdvanced.

=3 Office
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CoBer

JdoctynHo B:E

e [lna wmpokoBeLlaTesIbHOro nokasa cnangos Tpebyetcs SharePoint
Foundation 2010 unun 6ecnnatHbin ugeHtndukatop Windows Live
ID. Ans nokasa ¢ nomotybto SharePoint 2010 HeobxoaMMO ycTaHO-
BUTb Beb-npunoxenus Office Web Apps. Yciyra wmpokoselua-
TesbHOW TpaHcasumm vepe3 Windows Live npegoctaensietca 6ec-
naaTHO W Noaaep>kvBaeT Ao 50 yuacTHVKOB A/ KaXAON TpaHcas-
unm.

o OyHKUWMM ANA LUIMPOKOBELLATENbHOrO MOKa3a CNainfoB M CO3j4aHuns
BUZAEO HaxoAsATCs Ha BKaagke «[JocTyrn» npeactasieHms Backstage.
Y106bl HauaTb LIMPOKOBELLATENbHBIA NOKa3 CNalgoB, MOXHO Tak-
e BOCMOb30BaThCs BKAaAKOW «[okas cnafos» NEHTHI.

Co3paHue Bugeo

PowerPoint 2010 no3BonseT nerko 4eMOHCTPMPOBaTb NpPe3eHTaumm Tem, KTO NPOonycTua cobbiTue B peaibHOM BPEMEHU, AN Co3aa-
BaTb Mpe3eHTaLMOHHble BUAeoMaTepuabl, Hanpumep, BUAeo3anncb cobctBeHHOro yyebHoro kypca. [na co3gaHua Buaeo3anucu
npe3eHTaL M AOCTaTOUYHO BbIMOJAHWUTL HECKOJ/IbKO MPOCTbIX AeNCTBUI. [lobaBbTe COXPaHEHHbIN ANKTOPCKUIA TEKCT, yCTaHOBUTE BpeMs
nokasa C/lafoB 1 aHUMaLMN 1 Jaxe BKAKOUUTE ABUXKEHWUA nasepHon ykasku. Co3gaHune Bugeomatepuanos B PowerPoint npoucxo-
AWT BO Bpems paboTbl, MO3TOMY Bbl HE TepseTe HU MUHYThI.

=a.0Office
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bonee acdekTuBHan coemecTHas paborta

~ — — ————
RIA9-60@I= Mpesermauua? - Microsoft PowerPoint (O3HakomnTenshan sepcua) Cpepcrsa prcosarms el
ai Tnasman  Boaska  Jwsadin Mepexogs  Amumauma  Mokas cnaiigos  Peuerswposanme  Brg Sopmar - @
Il Coxpanmts
CoxpanuTs u oTNpaETH Cozaats Bnaco
& Conparmre eax .
) Cozaatine sugeo na KoTopoE MEKHO Ha anckar,
5 omputs Omrpasus 1o 3nexTporHof nouTe “epes Hirmeprer wu no anexTponHol nowre.
R BIINOHEHIE EPEMEHH NOKAZ3 CTIZITADE, PEMESOTO COMPOBCIKASHIA W ARVOKEHUIT N32EPHO YKaZKM
L 3apams ' . - BRAKOMAET BCE CABIIAL) HE CPLITHIE MpH NOKa3E CAaTACE.
oxpamuTh wa seb-caiite
Coenerin CoxpaHeHite BHUMALH L, NEPEXOAOE 1 BaILIOE MyNLTUMEAME
a0 m Coxpamus & SharePoint Bpews, HEOBXOQUMOR 477 SaNHCH EWAE0, 328UCHT O ANHTENEHOCTU It €/I0XHOCTH WEXOAMOF NpesenTauym, B
locreaHmne TeuEHIE 3TOrO BPEMEHI MOXHO MPOAC/IKETE pabory ¢ PowerPoint.
@D LLIMpOKOBELLATENbHbIN NOK3S: @ Copasks o 3anucw euaeo us cnaiiaos a DVD-auck wnu ofnpaski ero 8 Mkreprer
cnaiigon
Mevars % Onycossts crsigs: KOMNBHOTEPHEIE MOHATOPEI W MGHATOPbI ¢ BICOKMM Pa3PELLIEHHEM

T W OTAD:

Tunki daitnon

/1712 NPOCMOTPE Ha KOMTSIOTEPHOM LIOHUTOPE, NPOEKTOPE WM MOHUTOPE € BLICOKUL Pa3PELIEHHEN (K.

%Hn peesoe n Bpewn noxasa cnaiiaos .

Cnpaeka
MapameTper E
[ Buxoa %

Vizwenurs Tun alina

Cosgars goxyment PDF/XPS

Cospars sugeo
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Ynaosars npesenTauto an
xommaxT-ancKe

Cosgars seigatu

Bpewn nokaa €naiiaas e sanneaHel

Bpema nokasa kaxaoro caaiiga: 05,00

[NpocTtoe co3paHue
BbICOKOKaUeCTBEHHbIX
BMAeOMaTepranos
ANA Npe3eHTaumu.
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M yAyydwieHuns!

ByabTe x03MHOM CcBOeU nHGoOpmMaLmK, a He Ha0bopoT.

HoBUHKMU

BcnomMHUWTE, CKONbKO 3/1€KTPOHHbIX COOBLLEHWI Bbl MOyYaeTe M OTNpaBaseTe B TeueHne 0bbluHOW Hegenn. CpaBHUTE 3TOT 0bbEM
C faHHBIMM 3@ 3TOT XXe nepuog Natb aeT Ha3ag. ObHoBneHHoe npunoxeHne Outlook 2010 npegHa3HayeHO Ans paboTbl € 6OAbLLNM
KONIMYECTBOM eXeAHEeBHO MocTynatollen nHbopmaumun. MNoasepxusarite opraHM3OBaHHOCTL M obLialiTecb € Havbosee BaXkKHbIMU
415 BaC NFOABMU. C MOMOLLLbHO HOBBIX MapaMeTPOB 1 COYETaHWM KaBULL MOXHO 3QdEKTVBHO yNpaBAsTb Nankon «Bxoasime».

NMpeacraBneHne «becepa»

YnydweHHoe npeacTaBieHne «Pa3roBop» MO3BOASET NMEPEXOAUTb Hero-
CPEACTBEHHO K BaXHbIM JAaHHbIM M 3KOHOMUTb BPEMSA Ha ynpaB/ieHune
3NIEKTPOHHOW MouTon. B npeactaBneHnn «Pa3roBop» HECKO/bKO CO06-
WeHnn  obbeauHaroTcA B obcyxaeHne  (uenouka — 0bCyXAeHus)
N OTOOPaXKaKTCA KaK eAnHbINA 31IEMEHT, AaxXe eCn HeKoTopble coobue-
HWMA pa3roBopa HaxXoAATCA B APYrux nankax.

HoBble cpeactBa ynpaBieHUs pa3roBopoM, Takme kak «Ounctka becegpl»
n «Mponyck 6eceabl» MNOMOrardT C3KOHOMUTb LIEHHOE MPOCTPaAHCTBO
B nanke «Bxoaawime»,

CoBer

AoctynHo B: et

¢ HauHute uncnonb3oBaTh NpeumyliecTBa npea-
craBneHna «becepa»! Ha Bknagke Bupa B rpynne
Beceppbl yctaHoBUTe paaxok MokasbiBaTbh Kak 6e-
cefbl.

T CI)yHKLU/II/I NO3BOJAKOT HE TOJIbKO COKpPaTUTb I/IHCI)OpMaLI,I/IOHHyI-O Harpysky, HO 1 yayyllnTb OTCAEXUBaHUNE HY>KHbIX COO6LLI,eHI/II7I
v ynpaBaeHne nvun. KOHTpOﬂI/IpyI‘/’ITe COO6LLI|eHI/I$I, nocrtynarowme B nanky «BXOAHLLI,I/IG», n yp,enﬂ|7|Te 6onblle BPEMEHU PELIEHNO APY-

rMx 3agau.

PeKOMeHAyeTCﬂ COXPaHATb TONbKO HeO6XO,£|,I/IMbIe COO6LLI|eHI/I$|. Bce nosTopAroWLneca N HEHy>XHble COO6LLI|eHI/I$| 6ecep,b| MO>XHO

yAanuTb C MOMOLLbIO QYHKLIMM OUNCTKM.

CrpaHuua 62 13 198
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CnepyeT npocMaTpuBaTb TONbKO BaXKHble cBeaeHus. [Npun Bbibope 6eceabl B Outlook byaeT oTobpaxkeHO nocnegHee cooblueHme
pa3roBopa. Ytobbl NPOCMOTPETb MOJlyYEHHbIE PaHEE UAN HEHY>KHble COOBLLEHNS, a TakxKe OTAe/bHbIX MONb30BaTeNel, LienoyKy
MOXHO pa3BepHYTb.

[N BbINONHEHWA AEUCTBUN CO BCEM LLEMNOYKOWN COODBLLIEHNIN 4OCTAaTOUHO CAeNaTb HECKO/IbKO LLENYKOB MbIWbHO. BbibnpanTte Temy
beceabl, Ha3HavalTe KaTeropmo BCEM COOBLLEHMAM B LLEMOYKE, MOMEYaNTe NX Kak NMPOUYUTaHHbIE, MepemMeLLanTe Uan Konupymnte
B APYryro manky u T. 4.

He yuacTByWTe B He OTHOCALLMXCA K Aeny obcyxaeHusx. Bocnonb3yntech dyHKUmen «[TponycTnTb» 1M OTNpaBbTe BCHO LLEMOYKY
coobueHnin 1 byayuime nucbma B nanky «YaaneHHblie».

B Microsoft Exchange npwu Bbibope nonb3oBaTtenem ¢yHKLMM Nponycka beceapl, Bce nocneayrolme coobuieHns 6yayT oT-
NPaBAATbCA B Manky «YAaneHHble», faxe Npu JOCTyNe K 3NeKTPOHHOW noute uau Beb-npunoxennto Outlook Web App
co cmapTdhoHa.

a.0Office
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MNMpepcTaBieHve
«Pa3roBop» nos-
BOJIA€T CHU3UTb
NHPOPMaLNOHHYO
neperpysky.

Ana ounctkm

Wan nponycka
pa3roBsopa focTa-
TOYHO HEeCKONbKMX
NPOCTbIX AeN-
CTBUN.
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MNpeaBapuTebHbIA NPOCMOTP KaseHAapA

Ob6bluHO obpaboTka NpurnaweHna Ha cobpaHve BKAKOYAeT TPW 3Tana — 4YTeHWe MpuraalleHns, NpoBepka KajleHjaps v oTBeT
Ha Npuvrnawexve. Tenepb Npy NOAyYeHUN NPUrNalLeHa Ha cobpaHne MOXHO BOCMO/b30BaThC GyHKLMEN NMpeBapuTeabHOro Npo-
CMOTpa KaneHzapa A1a onpejeneHns CBoero pacnmcaHus, He BbIXOAA U3 nanku «Bxogawine».

o MrHoBeHHbIN NPOCMOTP KOH(I)ﬂI/IKTOB KaneHgapa WA CMeXHbIX 3/1eMeHTOB Ha CHUMKe  KaJieHAapA, OTO6pa)KeHHOM
B npuraawleHnn Ha co6paH|/|e, 419 OAHOBPEMEHHOIO UTEHMA NpuUrnalleHna U NpoBePKN AaTbl B cobcTBEHHOM KaneHjgape.

Mownck & nanke “Bxoaawme” [CTRL+Y) pe +" lNpuHATE * | ? Nogsonpocom ~ | # OTENCHWTE + | % MNpenoMuTe HOBC

¥nopagodenwe: Jata CHa4ana HoBble

| e

O6cyxaeHne HOBbIX NNaHoB NPOeKTOB

@ Banepwii Ywaxkos
OTBETRTE, NOMANYHITA.

i B npownom Mecale

OGr3aTeneHo: ' Pycnaw Wawkos

4

Coscem nasno Koraa: Cpepa, 23 wona 2010 r. 13:30—14:00. MNposepka

[~ 6asa TepMUHOE MecTo: 7833 pacnmncaHunA
Chistyakov, Andrey [Janus) 24.09.2010 Conia 23 miein ]

i 1 4

[~ WHbopmMauns gna nHxEHEPHO pagaoT... P T S e A s A T 6es3 nepexo-
Mekrasova, Elena [Janus) 24,09.2010 | -‘j E.r_:p_c'_/ _{'_H_N?E ______________________ ':f E@_D'_' Aa

[~ Hukonaii Kpynko - yeonbHEHME 1o
Pischulina, Yulia [Janus) 24.09,2010 5 KaﬂeH'D‘apb'

|06|:y»:neune HOBIX MAAHOE NpoexTos; 7833; Banepuii Ywakos 1

[ Q Quint review implementation - KA Al /Tiukas BCTpeda =
Mekrasova, Elena [Janus) 24,09.2010 14 Kabwmer 3772
; Opui BpoHcki
b '-:I TepMMHOB 3 @ . [Opuia BpoHckwia
Chistyakov, Andrey [Janus) 24,09.2010 15 ao =
by Fwd: RE: Windows Live | Uzbek (La... ! 0
Mekrasova, Elena [Janus) 24.09.2010 Hy#HO BCTPETUTECH M OBCYAWTE HOBBIE NNAHLI.

YnpaBneHue Heckonbkumm yuetHbimu 3anmucamm Microsoft Exchange

B Outlook 2010 ynpouieH npouecc nepexoga mexay y4deTHbiMu 3anucamu Exchange. Tenepb B ogHOM npodune Outlook moxHOo
NOAKNOUYUTb HECKOJ/IbKO MOYTOBbIX AWMKOB Exchange, uto no3Boant nerko obpawartbCa K yYeTHbIM 3anucaM W YNpPaBaAaTb UMK
N3 O4HOrO PACrONOXEHWS.

=a.0Office
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BbicTpble geAcTBUA

MHorve nonydaemble COObLLEHWS TPEOYHOT BbINMOAHEHWUA AOMOA-
HUTENbHbIX AENCTBUIA, @ He MPOCTOrO YTEHWA W XpaHeHWs B narke
«Bxopawme». VMHorga coobLieHWs HYXHO NepemMecTUTb B ApYryro
nanky v co3gaTtb cobpaHve nam BCTpedy, nepecnatb ApyruM, yaanuTb
WAW BbINONHUTL coYveTaHue 3agad. Co3aas un onpegenns obuwme 3a-
[auv, BbIMONHAEMblE OAHUM JEWCTBMEM, MOXHO 6bICTPO pearu-
poBaTb Ha CBEAEHUA, MOCTYNatoLLMe B NOUTOBBIN ALLVIK.

BbicTpble AencTBMA MOMOratoT AOOUTLCSA CeAyHOLLErO:

e TpaTUTb MeHbLle BPEMEHW Ha paboTy C MOYTOBLIM SLLUKOM
W KaneHAapem — COKPaTUTb KOJIMUYECTBO LLENYKOB MbILIbIO, He-
06X0AUMBIX ANS BbINOJAHEHWA AEACTBUN;

* nepecblaTb COOBLLEHNA yYacTHWMKaM Tpynnbl U yAanaTb UCXOA4-
Hble coobLeHns, nomeyaTb, yNnopsaAoUYMBaTb, 3aHOCUTL B OMpe-
AeNeHHY0 nanky W BbIMOAHATL Oonblle 3ajady, 3aTpayvBas
MeHbLLE YCUANNA.

.
'3 NepemectuTe B: 7[5 PykosoauTento

._*l—:] COOBLWEHKE JNE.., w" lotogo

N
kg OTBETUTE M yaan.. “7 Co3aaTe HOBOE

BeiCTpBEIE AEACTENA

CoBer

AocrynHo B: =

o [lpocMOTpuTe BbICTPblE AENCTBUA Ha NEHTE, OTKPbIB BKAAAKY
FnhaBHas v rpynny BbicTpble AelcTBUA.

e TNpw nepeomM BbIbOpe BCTPOEHHOIO BbICTPOro Aencraus (oT-
AMYHOro ot «OTBETUTb U YAANUTb») OTKPOETCS OKHO ANS €ro
HaCTPOWMKWN B COOTBETCTBMM CO CTUIEM PaboThl.

e B Exchange npwv nepsom Bbibope 6bicTporo gerictens Pyko-
BoauTtento iy CoobleHre 3/IeKTPOHHOW MouThbl rpynne
aApeca 3/71eKTPOHHOW MOYTHI TPYMbl 3aMONHAOTCA aBTOMa-
Tueckn.*®

C nomolLLbo BbICTPBIX AeW-
CTBUM HECKOJIbKO 3aau
MOXHO BbIMONHUTb O4HUM
LLENYKOM MbILLN.

1 -
6 ,ﬂ,}'lﬂ aBTOMaTU4eCKOro 3anojiHeHna agpeca 3N1eKTPOHHOM NOYTbI rpynnbl HEO6XOAVIMO HaCTPpOUTb AaHHbIE€ TIUHUN OTYETHOCTU.

CtpaHuua 66 13 198

=a.0Office



Moackasku

Cosert
OueHb YacTo 6M3HeC-NoAb30BaTENN OTMPABAAKOT HEHYXKHbIE CO-

06LLeHVsA AN OTNPaBAAIOT KOHPUAEHLMANbHbIE CBEAEHNSA NOJb- o=
30BaTesisiM, KOTOPblE HE ABAKOTCA COTPYAHMKAMW OpraHu3auunn. AoctynHo B: "
HoBaa ¢yHKUMA NOYTOBbLIX NOACKA30K yBEAOMASET NOAb30OBaTe-

o WT-otaenbl MOryT HacTpouTb MOYTOBbIE MOACKa3KW B COOTBET-
ns 06 oTnpaBkKe COO6LLI,eHI/Iﬂ B caejyrownmx cnyydaax:

CTBMM C LLIMPOKMM CMEeKTPOM MapaMeTpoB.
e 60/IbION CNNUCOK PACChbIIKW — He HaAo OTMPaBAATb HEHYXK- e Tpebyetcs Microsoft Exchange Server 2010.
Hble COO6LLI,eHI/Iﬂ 60ﬂbLLIOMy KoamnmyecTsy nonyaneneVl;

* NoJb30BaTe/b OTCYTCTBYET Ha paboTe — He HY>KHO OTNPaBAATb COOOLLEHMSA, Ha KOTOPble He ByaeT JaH CBOEBPEMEHHbIV OTBET;

¢ HenpaBunbHbIA agpec nonyyatens — onpeaeneHne BO3MOXHOCTU NOJYYEHUs COOBLLEHNS afpecaToOM N UCKNHOYEHWE yBeAOMe-
HWIA O HeJOCTaBKe.

* BHewHwne agpeca — npesoTBpaLLeHme OTNPaBk KOHPUAEHLMANbHBIX CBEAEHWN 3a Npejesibl KOMMNaHUW.

¢ AmoaHHa HOaH x + ABTOOTEET: "MeHAa HeT Ha paboTe”

Komy... | L% Dxoanxa 10ak;

: Konug...
OTnpaenTe

Tema:

[oackasky NO3BOIAIOT NONYYaTb YBEAOMIEHUSA O TOM, HAaCTPOEH AN y MOJlyYaTens aBTOMaTUYeCKUA OTBET,
nepes oTNPaBKOW W, TeM CaMbIM, SKOHOMUTb BPeEMS.

=a.0Office
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Ho-
BuMHKa!

Icnonb3yinTe BO3MOXHOCTM COLMaNbHbIX CETEN B CBOEM paboyem NMOUYTOBOM MPUIOXKEHUN.

CoBeplueHHo HoBoe cpegctBo — Outlook Social Connector —
MCNoNb3yeTCA ANA NOAKNFOUYEHNA K COLMANbHBIM U AeN0BbIM Ce- Coser
1AM, Bkatoyas Microsoft SharePoint, Windows Live van gpyrue
pacrnpocTpaHeHHble CTOPOHHWE CalTbl, Takme kak Facebook, DocrynHo B: i
LinkedIn n MySpace, 4Tobbl 06ecneunTb nNosyyeHne AOMOAHM-
TEALHBIX CBEACHWIA 1 roAAepaTh ceAzb.’” quamaMTer K? nepenauTe Ha Bknaaky Bug, wenkHnte snemeHT O6s1acTb Nosb-
BCEM KOMMOHEHTaM — OT Lieroyek COOBLIEHMA 31eKTPOHHOI 3oBaTeniel 1 Bbibepute nyHKT HacTpoiika yueTHbIX 3anucen.

NouTbl 40O OBHOBNEHWUA COCTOSIHUS — W3 OAHOIO LIEeHTpanun3o- B BepxHelt 4acTh OTKPbIBAIOLLEroCs AMANOrOBOro OKHa LenKHuTe

BaHHOro npeacTaBaeHusa 6e3 Bbixoga 13 Outlook. ccbinky MpocmMoTp AOCTYNHbIX NOCTaBLYUKOB COLUAJIbHbIX Ce-
Teli B IHTepHerTe.

e Yt0bbl HaTN AOCTYMHbIX MOCTABLUUKOB A/ COLMAbHBIX CETEN,

° CI/IHXpOHI/I3I/IpyI‘/’ITe CBOW KOHTaAKTHble JdaHHble Henocpes-

. o ° Mpn npocMoTpe COOBLIEHNSA C HECKOJbKUMMK MoayyYaTenamm
ctBeHHO B Microsoft Outlook v nonyuante ceegeHnsa o apy- v np P » y

B BerHeVI yacT obaacT nosb3oBaTesien Bbl ysnaute ¢0Torpa—

3bAX W KoAnnerax. I_IpOCManMBaI/ITe OOHOBNEHMA COCTOSHMA U0 Kaxaoro uenoseka. LLienkHuTe doTorpaduio, UTobbl noay-
M3 CTOPOHHUX COUManbHbIX ceten, HeJaBHO pPa3MelleHHbIe UNTb AOMONHUTE/NbHBIE CBEAEHWNS 06 3TOM YesioBeke, Hanpumep
daiinbl UM Haxoaswwmecs B oblem goctyne poTtorpadumm. >KyPHaA COOBLLEHNIA NN OGHOBNEHNA COCTOAHMIA.

* [MopaxnrouanTech K coumanbHON MHGOPMaLMKM IMYHOTO cauTa
SharePoint 1 nonyyante obHoBneHMs u3 pabouen obnactu,
HanpuMmep HefaBHO pa3MELLEHHble WAN TErMPOBaHHbIE A0-
KyMEHTbI, aKTUBHOCTb Beb-canTa u T. 4.

Y7 [lns npocMoTpa CcoLmanbHOrO KOHTEHTa IMUHBIX CaiiToB SharePoint 2010 Tpebyetca Microsoft Office npodeccroHansHbiit natoc 2010. s NOAKAOUEHUA K CTOPOHHUM COLMANbHBIM
CEeTAM TPebyHoTCa HaACTPOWMKK, NPesoCTaBAseMble COOTBETCTBYHOLLMMW COLMaNbHbIMU CETAMU. B 6ONbLIMHCTBE CyYaeB ANs UCMO/b30BaHUA TakMX COLManbHbIX ceTei Tpebyetcs npu-
HATb YC/IOBUSA NOCTaBLLMKA.

=a.0Office
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o OTcnexuvBanTe XpoOHONOrno cBomx coobueHmi. Micnonb3yite Outlook Social Connector ans oTobpaxeHuns KpaTkoro npeacras-
NeHns cBsizaHHOro koHTeHTa Outlook npu BbIGOpe MMeHW KOHTaKTa, HanpyvMep, NOCAEAHEN 31EKTPOHHON NepPenmncky, cobpaHuii
N 06X AOKYMEHTOB.

o 3arpy>Ka17|Te CTOPOHHUX MNOCTaBWMKOB 4S9 CBOUX M36paHHbIX counanibHbIX ceterr n bosblue O6U.l,al‘;1Ter C NOJIb30BaTENAMU
B CBOEW CeTn, He 3aKpbiBasa nanky <<BXO,£I,FILLI,M€».

o Pa3paboTumky MOryT Moak/IoUaTbCs U NOAAEPXKMBATL COLMANbHbIE CETU U3 BU3HEC-NPUNOXKEHMI NN MHTEFPUPOBATb PELLEHWS
HenocpeacTBeHHO B Outlook.

Kupunos AHTOH PYKOBOLAWUTENL NPOrMrPAMME m @ [’J !mn& M

<

G E7 fsirom nprcosgisinnce k cetn Mnsuncdt 10, 23:0907.12.2008 « “* OcTaBa MTer Ha CBA3U
3 F;' Aorron goBaemn PTA Fundralear idex & Havanssust PTA. 17:06 06.12.2009 ~ B C NoAb30OBaTeNnamMu BaLueM ce-
) (3 3amermv co uepaLmero cobpammn. 16:52 06.12.2008 ~ TV, He BbIXOAS
: £ Motrow cxasan: "Bwoks na paSaty nocne otnycxka®. 14:16 05.12.2008 « !
| | ¥ 3 RE:Menpoanesa 9:4505.12.2008 13 npunoxenus Outlook.
&~ M f@ (3 RE: Cripoc knientoa Fourth Coffes 11:4104.12.2008
- (3 Meporpirie no oGty & wersepe! 11:40 04.12.200%

i: | Astros orveren Guidelines. pptx npneikon “Mapkerinr”. 10:1303.12.2008 ~ ~

=a.0ffice
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M yAyyqweHmns!

HoBUHKMU

ObwwanTecb € KoaneramMmun un apy3bsimu 6e3 nepexosa B Apyroe nNpuaoXeHme.

YnpouweHue B3aumMoaencTBusa

[ocTyn K  KOHTaKTHbIM  CBEAEHUSAM  MOXHO  MONYUUTb
B Heckonbkmx npunoxeHunsx Office 2010. B couetanun ¢ Office
Communicator wan BbIbpaHHbIM  NPUAOXEHNEM ObBMeHa
MIFHOBEHHbIMW MPUNOXEHUAMN Bbl MOXETE MpOCMaTpuBaTh
[AOCTYMHOCTb YesioBeKa, Hanpumep npu COBMECTHOM pejaak-
TMpoBaHun pokymeHTa B Word man PowerPoint nan npocmo-
Tpe coobueHuns B Outlook.™

o HaBeauTe ykasaTesb MbIWW Ha UMS WM 3HAYOK MPUCYT-
CTBMS YesioBeKa, OTKPOWTE KAapTOUKY KOHTAKTOB KOJJIEru
N HanuwKnTe MrHoBeHHoe coobuleHmne. Office Communica-
tor No3Bo/IAET BbINOHATL FOJI0COBbIE 3BOHKM.

CoBer

e

AeiicTByer Anﬂ:@.@ ‘L E @P_jj

e HauHuTe UCMO/BL30BATh 3Ty YAOBHYHO ManeHbKYH0 KHOMKy. &
370 3HayoK npucyTcTBUA. OH oTobpaxkaeTcs B M3BpaHHbIX Npu-
noxenusx Microsoft Office psgom cvmeHeM nonb3oBaTens
W NOKa3blBaeT €ro AOCTYMHOCTb.

i

o [lna HekoTOpbIX GYHKLMIA, ONUCaHHbIX B 3TOM pa3jese, Tpebyert-
ca Microsoft Exchange Server 2007 unun bonee nosaHss Bepcus.

e Ecam koHTakT HeJOoCTyneH, eMy MOXHO OTnpaBUTb 3/1E€KTPOHHOE coo6u_|,eH|/|e Wan 3annaHMpoBaTb BCTPEYY HEMOCPEACTBEHHO

M3 KapTOUKKN KOHTaKTa.

8 1na ncnonb3oBaHWA CUCTeMbl O6MeHa MIHOBEHHBIMU COOBLLEHMAM UAM CBEAEHUIM O MPUCYTCTBUM TPeGYeTCA OAHa U3 CReayroLmX TexHonoruit: Microsoft Office Communications
Server 2007 R2 ¢ Microsoft Office Communicator 2007 R2, Windows Live Messenger uan apyroe npuioxeHne obMeHa MrHOBEHHbIMU COObLLEeHNAMY, NojaepxmBatollee IMessenger.
[na ronocosbix Bbi3oBoB Tpebyetca Office Communications Server 2007 R2 ¢ Office Communicator 2007 R2 uan nto6bIM ApyruM nNpuaoxXeHnem ¢ nogaepxkon IMessengerAdvanced.
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Bonee achdekTuBHas coBmecTHas pabora

¥ mewna BcTpeua C Kopwes, nposepis novuTty nocne 10:30 MpPOCMOTP Pa3ANUHbIX
An T . X BapVaHTOB CBA3MU
ekcanap TymaHoB 4 B HOBOW KapTOuKe KOH-
3anaT: Ha cobpandny. OceoboouTca B 10:30
. TakTa. LLlenkHwuTe, uToObI
KOMMEPYECKMW QHUPEKTOP
pa3BepHYTb KapPTOUKY

= & - i v M NONYYUTb AOMOHU-

Te/ibHble CBeAeHWA.

° LLI,e}'IKHVITe KHOMKY B BerHeI7I 4acTn KapTOYKK KOHTaKTa, yTObbI 3aKpennTb ee NOBEPX APYTMX OKOH U BCErjda MMETb Mo, pyKOVI.

» [pwu ncnonb3osaHmm Microsoft Exchange Server moxHo npocaywatb aygnodainn ¢ NPON3HOLIEHNEM MUMEHM KOHTaKTa, MPOCMOT-
peTb COCTOAIHVE ero KafeHAapsa 1 Mepapxmueckyto CTpykTypy opraHusaumumn.”

19 Aﬂﬂ BocCnpowuseejeHna MMeHW KOHTakTa Tpe6yeTc;| eanHaa cucrtemMa obmMeHa COO6IJJ,eHI/IHMVI Exchange; KpOMe TOro, A0/ IKEeH 6bITb AOCTyneH ay,qmoc])aﬁn C 3anNnCbO0 MMEHWN. ﬂ,ﬂﬂ npo-
CMOTpPa nepapxmmn opraHnsaymnm HeO6XO,qI/IMO HaCTPOUTb AaHHbl€ TIMHUUN OTHETHOCTWU.

=3 Office
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OTanyunTenbHble 0CObeHHOCTU

MNpocMOTp 3Hauka COCTOSHUA Ha Bkiagke «CBegeHUs»
B NpeacTaBiaeHun Backstage npu npocmoTpe CBOWCTB AOKY-
MEHTa, OMNpeAenstolLMX MMeHa MOoAb3OBaTeNer, Hanpumep,
MMeHa aBTopa WM aBTOpa  MOCNEAHEro  U3MEHeHUs.
[Ans poctyna K HOBOM KapTOYKe KOHTakTa HaBeauTe ykasa-
TeNb MbILLIW Ha 3HAYOK.

MpocMOTp AOCTYMHOCTU APYrMX aBTOPOB MpPU OAHOBPEMEH-
HOW paboTe C JOKYMEHTOM WM nNpe3eHTauuen. Haseaute
yKazaTe/lb MbIWN Ha 3HAYOK MPUCYTCTBMSA, UTOBbI MPOCMO-
TpeTb KapTOUKy KOHTakTa aBTopa.

MpocMOTp NPUCYTCTBMSA MNPAKTUYECKM KaXAoro 3/eMeHTa
Outlook ¢ noaaepxkon agpecHon kHuru. Haeeaute ykasa-
Te/lb MbILUWN Ha MMsA YeNoBeKa WAN 3HAYOK MPUCYTCTBUSA, UTO-
6bl MPOCMOTPETH €ro KAPTOUKY KOHTaKTOB.

Mpwn ncnonb3oaHmm Office Communicator HaBeauTe ykasa-
TeNb MbILIWN Ha KOHTAKT B CMUCKe «DKCMPeCcc-KOHTaKTbl», YTO-
6bl MPOCMOTPETL €ro KapTOUKy KOHTaKTa.

i

MpOCMOTp COCTOAHMA MPUCYTCTBMA B 06NaCTU YYaCTHUKOB
pabouen obnactn Groove, co3gaBaemon B SharePoint Work-
space 2010. HaBeante ykasaTenb MbIWW Ha 3HAYOK MPUCYT-
CTBMS, YTOObI MPOCMOTPETH KAPTOUKY KOHTaKTa KOJIIEru.

MpumeuaHue. Bo3MOXHOCTb MPUCYTCTBUA WHTErpupoBaHa B MaHesnb 3a-
nycka SharePoint Workspace 2010 1 He TpebyeT OTAeNbHOW MpOrpammel
obMeHa MrHOBEHHbIMW COOBLLIEHNAMMN.

2.0ffice
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HoBUHKM M yAyYLLUEHMUS!

PaboTtante n ysepeHHO 0bMeHMBanUTECh COAEPXKMMbIM.

Office 2010 npeanaraeT MHOXeCTBO HOBbIX Bo3MoxxHocTer Word, Excel n PowerPoint ans 3awwmtbl, KOHTEHTa, @ Takke ynpaBiaeHUs

n obmeHa nm.
Pe)xum 3awmiy,eHHoro npocmMmoTpa

BonbwnHCTBO Nonb3oBaTenen noayyaroT dGanbl B BUAE BAO-
XKEHWNA K COOBLLEHNIO 31EKTPOHHON MOUThI MW 3arpy>KatoT X
n3 MinTepHeTa. Kak obecneunTb MakCMManbHYHO 3aLLUMUTy KOM-
nbtoTepa Npw OTKPbITUM $alrioB 13 NOTEHLMaAbHO HEN3BECT-
HbIX NICTOYHNKOB?

Pexxum 3awmuweHHoro npocmotpa B Office 2010 nomoraet
NpUHUMaTb Bonee B3BeLUEHHble peLleHVA W He MojBepraTtb
KOMMbIOTEP BO3MOXHbIM Yrpo3am 6e30onacHoCTy.

Mo yMonyaHWo JOKYMeHTbl 13 IHTepHeTa WAn JOKYMEHTSI,
KOTOpble MOTyT UMeTb MOTEHLMaNbHO OMacHOe COAePXMMOe,
aBTOMaTUYeCKN OTKPbIBAIOTCA B PeXuMe 3alMLeHHOro npo-
CMOTpa, 4YTOObI MO/Mb30BaTeNb MOr MPOCMOTPETb COAEpP-
XWMO€e U1 TONbKO MOTOM MPUHATb pPelleHne O paspelleHunn
€ro pesakTMpoBaHus.

CrpaHuua 73 13 198

CoBer

AoctynHo B:@ @ E

e YT0bbl HaWiTM MapamMeTpbl YNpPaBAEHWs PEXVMMOM 3aLLMLLEHHOTO
NPOCMOTpPa W HaZeXHbIX AOKYMEHTOB, B MpeAcTaBieHun Backstage
wenkHuTe MapameTpsbl, a 3aTeM wWenkHuTe LieHTp ynpaBneHus
6e30nacHOCTbIO.

e B npeacraBnenun Backstage Ha Bknagke CeepeHua B pasgene
MpoBepka npobnem Hangute GyHKLMIO «poBepKa YNTaEMOCTU».

e [ns nonyueHus ceeaeHuin o ToM, kak UT-cneumanmctsl MOryT mc-
noab3oBatb npeumyectea Office 2010 ana 6onee 3ddekTMBHOIO
ynpaeaeHs U 3awuTbl MHGOPMAaLMN B OpraHvsaLusx, nocetute
Beb-cant
technet.microsoft.com/office/ee263913.aspx.
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Hage)xHble AOKYMEeHTbI

Bce monb3oBaTenn XoTAT 3aWnTUTb CBOM KOMMbIOTEP M dalibl OT MOTEHLMaAbHbIX Yrpo3. HO 3a4eM Hy>Hbl 3TV NMOCTOAHHbIE NPOBEp-
K1 6e30nacHOCTV nocne NoATBEPXAEHMA HageXHOCTM danna? Mo 3Ton npuunHe bbina codgaHa QyHKUMA «HageXHble AOKYMEHTbI»,
Npv3BaHHaA CAKOHOMUTbL BPEMA NPV OAHOBPEMEHHOM obecneyeHnm 3awmnThbl.

Tenepb, noaTBepaAMB, 4TO Gann, CoAep>KallMi aKTUBHOE COAEPXUMOe (Hanmpumep, MakpoChbl), HaAeXeH, Wan Gaina, OTKPbITbIN
B peXVMe 3alUULLEHHOrO NPOCMOTpPa, be3onaceH ANs pesakTUPOBaHMSA, HE HY>KHO BbIMOAHATb HUKAKMX MOBTOPSIOLWMXCA AENCTBUN.
Office 2010 3anoMunHaeT HageXHble JOKYMEHTbI U 60/bLLEe HE BbIBOAWUT 3aNpOCOB MPU UX OTKPbITUMN.

NMpoBepka untaemocTun

HoBoe cpepctBo «[lpoBepka 4MTaeMOCTU» MCMAOAb-
3yeTca AN NPOBEPKM AOKYMEHTa Ha Haauuume cogep-
>KMMOTO, YTEeHNe KOTOPOro MOXET BbI3BaTb TPYAHOCTM
y t0fei C HapylweHuaMK 3peHus. Mpu obHapyxxeHun
npobaem CpeacTBO BbIBOAUT MX OOBACHEHWE, a TakXKe

npeanaraetr nNowaroByrd MHCTPYKUMKO MO UX YyCTpaHe-
HWHO.

Ha naHenn «lMpoBepka yntaeMocTn» oTob-
paxkaroTca HangeHHble B danine npobaemsl
C YNTAEMOCTbIO U MHCTPYKLMW MO UX yCTpa-

HeHWto.
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Huel

ObuieHre 6e3 rpaHumu.

Tenepb BCe NOMb30BaTENM, KOTOPbIM MPUXOANTCA paboTaTb
Ha HeCKONbKMX A3blkax, MOryT 6onee rmbko OpraHM3OBbI-
BaTb CBOK AeATeNbHOCTb. HacTpolika MHOros3bIkOBOrO WH-
Tepdeinca BbINONHAETCA B O4HOM AManoroBOM OKHe: Bblbop
OTAENbHbIX A3bIKOBbIX MapaMeTPoOB ANS PeAaKTUPOBaHUSA,
CnpaBkK, OTOHpaxeHMsa 1 Jaxke AN BCMbIBAOLMX NOACKA-
30K (B HECKOJIbKUX MPUNOXKEHUSAX).

e f3bIkOBble MapameTpsbl, 3ajjaHHble B O4HOW MporpaMmme
Office 2010, 6yayT aBTOMaTUYECKN MPUMEHEHBI K ApY-
rmm cooTBeTcTBytoLWMM nporpammam Office 2010.

YAydwe-

CoBer

AoctynHo B:@ @ 'L E@@ @ |°_JT

e V3yuute HoBble M yaydlleHHble cpeacTBa nepesoga B Word, Outlook,
PowerPoint 1 OneNote. «<MuHu-nepeBogUMK» BbICTPO NEpPEBOAMUT C/O-
BO wuau ¢pasy B MOMEHT paboTbl WM MpeAnaraeT BOCMOJ/b30BaThCS
byHKLMeR npeobpa3oBaHUA aHIIMINCKOrO TeKCTa B Peyb W 3arpysnTb
AOMNONHUTENbHbIE A3bIKK AN NPEOBPa30BaHNA TeKCTa B peub.”

° |_|pl/l AO6aBJ'IeHI/II/I A3blKa, ANA KOTOPOro He yCTaHOBEeHbl CpeacTBa NMPOBEPKU AN pacKnajkKa KnaBunaTypbl, BbIBOAUTCA YyBEAOMIE-

HWe CO CCblJIKaMW And peleHna r|po6ne|v|b|.

2 < < .
% [lononHUTesNbHbIe A3bIKM ANA NPeo6pa3oBaHna TeKCTa B peyb MOXHO 6ecniaTHO 3arpysuTs ¢ Be6-caiita LieHTpa 3arpyskn Maiikpocodt (http://www.microsoft.com/download).
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Bonee achdekTuBHas coBmecTHas pabora

Mapametpsl Word

OBwmne
JKpaH
MpasonucaHne

CoxpaHeHWe

Azbik

JononHuTensHo
HacTpoika neHThl
MaHens GeiCTpOro gocryna
HagcTpokikn

LieHTp ynpaeneHWa Be30NacHoCTE

? 3afaHne A3LIKOBLIX napametpoe Office.

BuIGOp A3bIKOE pegakTupOBaHUa

AoBasnaHue JON0AHHTENEHEX ASEIKOE ANA PEAAKTMROEAHMA 40KYMEHTOE, ALK PadakTUPOEaHKA
ONPEAENAKT ASEIKOBEIE QYHKLWK, TAKWE KAK C10E3PW, NPOBEPKE MPAaMMATHKKM W NOPALOK COPTHPOEKN

AzbIK pEAAKTUPOEAHKWA Packnagka knaenatypel  Mpaeonucadwe [opdorpad

DYCCKMIA <no yMonyanuio=  BrawdeHo ? ¥CTaHOBNEHO YaanuTE

aHramiicKmii (CLLLA) BranueHo 47 YcranosneHo —
Mo ymonyaHu

< i | 3

| AoBasnTe |

| [[loBaBETe A0NOAHMTENBHEIE A3EIKM PEAIKTHPOBaHWA]

BoiGOp ASLIKOE MHTEphERca U CNpaBKkM

3JafaiTe NPMOPKTETH ASHIKOE ANA KHOMOK, BKN340K M CNpasKW

AsbIk cnpaskn

1. WCNoNb30BaTh ASBIK MHTEpGDeRca <1
2. pyCCKWiA

Mo ymonyaHu Mo ymonyaHuo

[» [pocMOTp ASEIKOE WHTEpdeica, YCTAHOBABHHER 41A KaxX A0 nporpammer Microsoft Office

& K3k Nony4uTs JONOAHWTENEHE S A3HIKK MHTepderca W CNpaeky ¢ Be6-caiiTa Office.com?

Asbik nHTEpdenca
1. Mcnons3osats a3bik Microsoft Windoy
2. pycckui

EC]
B

BuIGOp A3bIKA BCMALIBAK WX NOACKAZ0K

Wenonk30BaTe A36IK MHTEpDElca EI

BrIEepuTe A3HIK 019 BCNALIEA WMWY NO4CKAZOK!

& Kak nony4uTe J0NCAHWTENEHEIE ALK BEENNLIEIMWWY NOACKaS0K ¢ caliTa Office.com?

[ QK ] [ OTmeHa

MpocTan yctaHOBKA OTAE/bHbIX A3bIKOB ANA PefakTUPOBaHWNA, CNPaBKKW, OTObpaXkeHns

M NMnoAacKasokK.
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HoBMHKKN U yAyYLLeHHUs!

ABTOMaTUYECKMN OTCNEXMBANTE COOBLLEHMA 3NEKTPOHHOM MOYThl, CO34aBanTe 1 3anyckauTe
npoueccol npodax, CoOoTBETCTBYHOLLUNE 6|/|3Hecy, npoBOANTE MaAPKETUHIOBbIE KaMIaHWW,
3O PEKTUBHO M BbIFOAHO BbIMNOJAHANTE NPOEKTHI.

Outlook 2010 c Aincnetyepom KOHTaKTOB pacnosaraeT MOLWHbIMU QYHKUMAMM MO YNPaBAEHUIO KJAMEHTaMW 1N KOHTaKTaMu, npejHa-
3Ha4YeHHbIMW ANnA NOBbILLEHUA Bq)d)eKTVIBHOCTVI npoaa>k N MapKeTUHroBbIX MGpOI’IpI/IFITVIPI. COBepLUGHHO HOBbIN MHTep¢e|7|c, HOBbIE

CpeacTBa MapKeTMHra v ynpaBaeHusa npoektamu, 3ddekTnBHble BO3IMOXHOCTM HacTponku Outlook 2010 ¢ Alncnetyepom KOHTaKTOB
NO3BO/IAKOT OCYLLLECTBAATb YNpaBAeHMe BCEMU CBeAEeHMAMM O KameHTax B Outlook.

* Pacnpegenvte 6usHec-AaHHble MO 4yeTbipeM paboumM obnacTaM Ha ocHoBe posiert: «[pogaxun», «MapkeTuHr», «[1poekTbl»,
«YnpaBneHne KoHTakTamu». Co3ganite oTOUILTPOBAHHbIE CMNCKK M 061acTV NpesBapuTeIbHOrO NPOCMOTPa AN TOYHOrO OTO6-
paxkeHNa HeobxoaMmon nHdopmauuu.

=a.0Office
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Bonee achdekTuBHas coBmecTHas pabora

CoBer

[OeiicrByer Anﬂ:&

e Outlook ¢ [lucnetyepoM KOHTaKTOB yCTaHaB/WBaeT
Microsoft SQL Express 2008 SP1.

8 Sutan George  Ormercreeven 045 2224234

(e e s QandMatiner i

[E— y o ShL Co3paaHue BKIaLOK AN8 yNOpsAOYEHUs BCEX

(1) wancnzape. . Honeps reneoncr x

& e T e | Y H6U3Hec-AaHHbIX N OTOBpaXkeHne Heobxoau-
AuaE- | -

] T - — |

MO MHPOpMaLmn

e OueHka MHTEpeCcoB npeanosaraet peaandayno CaMbiX MHOroob6eLlaroLnx B nepByro o4vepelb.

CUEHEa Magi
. OueHkKy MHTEepecoB MOXHO
CueHKa MHTepeca: ﬁﬁﬁ'ﬂ'ﬁ
" P BbINOJIHNTb aBTOMaTtmn4ye-
TN oueHEW: [Amuua'muecm v] |4 36e30bl v| CKV B COOTBETCTBUM
KpuUTEPMI OLLEHKM... | foTenumansHa... T 29.10.2010 | C 3a/laHHbIMU YCNOBUAMM
Caunkn 7 29.10.2010 [~ WAN OLLEHKY MOXHO nepe-
e ‘Hﬂ |_] 3anucatb 1 yKasaTb
MepEOHAYANEHO CEA3ZATECA... ‘HET | .,] HaNpAMyto.

° Onpep,enﬂ[/'lTe 7 I/ICI'IOJ'Ib3yl‘/‘ITe 3Tanbl Npojax u AGVICTBMFI B paMKax Ka)KAO[;I CTagnn Ana otcnexXuBaHuna m npocMoTpa CAesoK no
npoja>xamMm ¢ MOMeHTa npeano>XXeHna 40 yCnewHOoro 3akirn4yeHnA.

-3 Office
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[eiCTBIA, CBA3EHHBIE ¢ NPOAEXAMU

3Tan Npoaaxu:

JencTena u gata
33BEPILEHUE:

| HanoMuHaHwe:

AHANM3 NOTpeBHOCTEI

| W3BECTHBIE KPUTEPUMM NOKYIKK
¥ JemoHCTpauMa npogykTa
| BogwET NoATEEPHAEH

El 9:00

Mr 29.10.2010

v 29.10.2010 El
M 29.10.2010 E'
v 29.10.2010 El

WzyueHi..|

PeiimiHr |

AHANNE

Mpegnox.. |

Meperos.. )

o 1 2 3

Co3paBaiiTe HOBble TUMbI 3aMMCEN WM 3aHOBO HacTpaumBanTe cywiectsytowme. [JobaBnante wav yaanamte nons, 4tobbl Kaxkaas
3anuncb TOYHO OTpaxkasia Balin NoTpebHocTn. OnpesensiTe COBEPLUEHHO HOBbIE TUMbI 3anucer, Hanpumep «MNoctaBwmk», «lpo-
AaBel», «COTPYAHWK», N Ha3HayanTe NX COOTBETCTBYHOLLMM NOAAM. N5 BbINOJHEHWUA BCEX 3TUX 3aZay UCMONb3ynTe BU3YyasbHbIN
KOHCTpykTOp Ppopm. Co3aaBaiiTe HOBbIE MO, YAaNANTE HEHYXXHbIE, N3MEHAWTE NOPALOK pacnoNoXeHus B Gopme.

MNpoBoaunTe 3¢pdeKTVBHbIE MaPKETUHIOBbIE KaMMaHUM C UCMOAb30BaHMEM CrMcka 063BOHA M APYrMX MAPKETMHIOBbIX MPUEMOB.
Bbibupalite TONbKO HEOBXOAMMbIE KOHTaKTbI, 3aTEM 3anuLWINTE WA UMMOPTUPYINTE paclimdpoBKY 3BOHKA. B TeueHmne pasrosopa
Aenavite 3amMeTKn HernoCpPeACTBEHHO B TEKCTE, 3aTeM 3aBepLuuTe BbI3OB W yCTaHOBUTE MeTKy «K MCMONHEHMIO» AN KOHTaKTOB,
TpebyroLwmx AONONHUTENbHbIX 4EUCTBUNA.

OTcnexuvBarite NPOU3BOAUTENBHOCTb C MOMOLLBIKO HOBOW MaHenn MOHWUTOpWHra. Habatogante 3a BaXKHbIMUK acnekTamu paboTbl
(Npouecc Npojax, COCTOSHME MPOEeKTa, CPaBHEHWE pe3y/IbTaTOB MAPKETUMHIOBbIX KaMMaHW1) C MOMOLLbIO rpadUyecknx MuHU-

NPUNOXKEHNN.
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m igess sy o Mas ANA NOAYUYEHUS NpeacTaBe-
— . HWUA O paboTe NpeanpUATUA.
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npeAOCTaBﬂﬂﬁTe KOHTaKTHYHO I/IHCI)OpMaLI,VII-O nceBedeHmna O npojgaxax TemM Yy4dacTHMKaM rpynnbl, KOTOPbIM  OHWU  HYXHbI.

I'Ipm o6pau.|,eH|/w| NOTEHUMNAaNbHOTO KAWEHTA COTPYAHWKWM OTAEeNa Npojax 6yAyT pacnosaratb AaHHbIMWU, HeO6XO,£I,I/IMbIMM
ANA 3aKNr4YeHNA Caenkun.
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CrtpaHuua 80 13 198 DuoOﬁl Ce



BoinonHAWTe 3agauyv B yAobHOe and Bac
NOAKAKOUEHHOM K VIHTepHeTy.

Echm Bbl He MoXxeTe B3ATb € COH6OM KOMMbOTEP
nAn BaM TpebyroTcs MpoCTble CpeAcTBa € obwmm Jo-
CTYNOM AN COBMECTHOM paboTbl, MOXHO /1 BeCTu
peyb O 6bICTPOM U 3PPEKTMBHOM BbIMONHEHUM 3a4au?
PaccmoTpuM cregytoLime cutyaumm.

e Bbl HaxoauTecb BAanu oT foMa uam opuca 1, CooT-
BETCTBEHHO, OT CBOEro komnbtotepa. Bbl cobupae-
TeCb MOKas3aTb BaXkKHYH Mpe3eHTauuto, HO TyT Mo-
CTyMNatoT HOBblE ZlaHHble OT KAMeHTa. Bbl BcTaBasieTe
bnew-HakonNuTeNb B KOMMbIOTEP B KOHbEpeHLL-
3ane, 4tobbl ObICTPO OOHOBUTL Chavgbl. YTO BbI
caenaete, KOrAa y3HaeTe, UTO Ha 3TOM KOMMbtOTepe
He yCTaHOB/IeHO nNpuaoxeHne PowerPoint?

e Bbl 1 yyacTHuMKM rpynnel Ucnonb3yeTte pa3Hblie Bep-
cum Microsoft  Office, HekoTopble Ha Windows,
a HekoTopble — Ha Mac. bbino 6bl 3ameuatenbHO
paboTaTtb ¢ 06LWN1M HabopoMm cpeacTB ANa COBMECT-
HOrO MCMONb30BaHUSA W PefaKTUPOBaHUSA JAaHHbIX
1 ynpaBaeHua 3aMeTKamu No TEKYLLMM MPoeKTaMm.
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BpeMsl MpaKTU4eckn Ha 1robOM KOMIMbHOTEpE,

CoBer

¥ P4(NT
Be6-npunoxxerHns Office Web Apps gocTtynHbi p,na:@ &S \L \N_:f

e Beb-npunoxenus Office Web Apps BkatouatoT Be6-npunoxeHve Microsoft Word
Web App, Beb-npunoxerune Microsoft Excel Web App, Be6-npunoxeHve Mi-
crosoft PowerPoint Web App v Be6-npunoxxeHne Microsoft OneNote Web App.

<

e [lna kommepueckux opraHmsaumii: Tpebyetca SharePoint Foundation 2010.

e [lna NMUHOro ucnosibzoBaHusA: Tpebyetca GecnnatHbIn ugeHTMdMKaTtop Win-
dows Live ID. Beb-npunoxeHne OneNote Web App u pegaktvpoBaHve B Beb-
npunoxennn Word Web App 6yayT goctyrnHbel B Windows Live Bo BTopoi noso-
BMHe KaneHgapHoro 2010 roga.

o TpebyroTca nogaepxvBaeMble bpaysepbl U NogkatoueHne K ViHTepHety. Moaaep-
XvBaeMble 6pay3epsl: Internet Explorer 7 uav 6onee nosgHss Bepcus ana Win-
dows, Safari 4 nam 6onee no3gHas Bepcus Ans Mac, Firefox 3.5 nam 6onee no3gHss
Bepcusa ans Windows, Mac nam Linux.

o [pocmatpueaiTte dannbl Word, Excel n PowerPoint, koTopble coxpaHeHbl Ha caite
SharePoint 2010, ¢ ncnosnb3oBaHMEM CPEACTB MPOCMOTPA A1l MOBUIbHBIX YCTPOW-
ctB ans Beb-npunoxennii Office Web Apps. MoaaepxxuBatoTtca creaytolme bpay-
3epbl 415 MOBUAbHBIX ycTpoicTs: Internet Explorer 8 Windows Mobile 5 nan 6onee
noszHeli Bepcuw, Safari 4 B iPhone 3G wnu 3GS, BlackBerry 4.x n 6onee nosaHew
Bepcmu, Nokia S60, NetFront 3.4, 3.5 n 6onee nosaHel Bepcum, Opera Mobile 8.65

=a.0Office



I n bonee nosgHelt Bepcmumn 1 Openwave 6.2, 7.0 n 6onee No3aHen Bepcun.

Beb6-npunoxenus Office Web Apps npesoctaBasioT BO3MOXHOCTb TMOKOro A0CTyrna, 3HAaKOMYH Cpeay peAakTUpPOBaHUA W psj, yxKe
3HaKOMbIX OYHKLWI, MO3BO/IAS CBOEBPEMEHHO BbIMOAHWUTL MOCTAaBAEHHble 3aaun. CoxpaHuTe JOKYMEHTbI, Mpe3eHTauun, pabouve
KHWUIM 1 3aMUCHbIE KHUXKKW B CETU U B Ja/ibHENLLEM OTKPbIBANTE, U3MEHSAINTE N UCMONb3YNTE UX COBMECTHO. [pocmaTpmnBaniTe KOHTEHT
B PEXMME BbICOKOW YETKOCTM, BHOCUTE HE3HAUWTe/bHble W3MEHEHUs B VIHTEpHeTe U OTKpbIBAWTE W3MEHEHHble dalbl
B NMPUNOXEHUAX AN HacTobHbIX MK Ans aanbHenwero peaaktMpoBaHus ¢ UCNOb30BaHWEM BCE MOAHOTbI GYHKLUA 3TUX NpuUaoXe-
HUNA.

Bocnonb3yntech Beb-npunoxerHmammn Office Web Apps — npekpacHbiM gononHeHnem k Habopy Office 2010.
OTAanumnTenbHble 0CObeHHOCTH
(W4 X< P [N Office Web Apps

MpocToTa coxpaHeHuna dannos Word, Excel, PowerPoint 1 OneNote B IHTepHeTe 1 AOCTYN K HUM NpaKTUYecKn ¢ NFoH6oro Komnb-
toTepa, MNoAKAOUYeHHOro K VHTepHery. Pabota B NpuBBIYHOW Cpefe C UCMOAb30BaHWEM WHTYUTUBHO MOHATHOW JIEHTI
1 HEKOTOPbIX MOCTOAHHO NPUMEHSAEMBIX CPeACTB GopMaTMpPOBaHNA 1 pegakTnpoBaHus Microsoft Office.

MNpocMOoTp ParnoB B pexunmMe BbICOKON YETKOCTU AN MAaKCUManbHO 3PPEKTMBHOrO oTobpaXkeHus KOHTeHTa. ! PepakTnposaHue
AOKYMEHTOB, CO3AaHHbIX Ha Komnbtotepe B Microsoft Office, B VIHTepHeTe. OTKpbITUE N3MEHEHHBIX JOKYMEHTOB B MPUIOXKEHUNAX
AN HaCTONbHBIX MK OAHUM LLeNYKOM Mbitwm.?

CoBmMecCTHOe 1cnosib3oBaHne Gannos ¢ nosb3oBaTenaMu, pabotarowmmm B 6onee paHHUx Bepcuax Microsoft Office ana Windows
nnm Mac, nam gaxe c TeMu, y kotopbix Habop Microsoft Office He ycTaHOBEH.

1 YcraHoBka npunoxkenus Microsoft Silverlight™ ans Mcnonb3oBaHMs GyHKLMOHALHLIX BO3MOXHOCTEl He TpeByeTcs, HO PEKOMEHAYeTCA A8 AOCTVXEHWUS HaUAYULLIEro pesybTaTa

npu npocMoTpe fokymeHToB PowerPoint n Word B Be6-npunoxeHusax Office Web Apps.

%2 BO3MOXHOCTH OTKPbITUA dalina B NpUNoXeHUn ans HactonbHbix MK HenocpeacTBeHHO 13 Beb-npunoxeruin Office Web Apps gocTtynHa ans KOMMbHOTEPOB, Ha KOTOPbIX BbIMOHAETCS
noagep>xmsaemblii 6paysep n cuctema Office 2003 or nam 6onee nos3gHsas Bepcus cuctemsl Microsoft Office ans Windows. 3Ta dyHKLMOHaAbHAA BO3IMOXHOCTb Takxe ByAeT JOCTyrnHa
Ha KOMMbLOTEPaX, Ha KOTOPbIX BbIMONHAETCSA NOAAEePXKUBaeMbIVi bpay3ep BMecTe ¢ NiaHnpyembIM K Bbinycky Habopom Office ans Mac 2011.
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@ Word Web App d Excel Web App

W-
LS
Monck CcoAep>XXMMOro JAOKYMEHTa, MOJyyeHWe CBSi3aHHOM
CBOAKMW pe3y/ibTaTOB MOMCKa, KOMMPOBaHWE TEKCTa W3 AOKY-
MEHTa B peXxum npocmoTpa Beb-npunoxenns Word Web

App.

Vicnonb3oBaHne  3HaKOMbIX  CPeACTB  peAakTMpOBaHMA
n popmaTnpoBaHmsa, n3BeCTHbIX No pabote B Word, Bkatouas
byHKUMM aBTO3aMeHbl, NMpoBepKn opdorpadum npu BBOJE,
bopmatmpoBaHua wpndTa 1 ab3aues n CTMaAn.

OAHOBpPEMEHHOE pefakTMPOBaHME OAHOW W TOM Xe KHWUMM
BMECTE C MOJIb30BATENAMM, HAXOAALLMMUCA B APYTUX MECTaXx.

Ncnonb3oBaHne MHOrMX QYHKUMIKA, WU3BECTHbIX MO paboTe
B Excel, co cnuckamun IntelliSense, otobpaxatowmmmca npwm
BBOZE MMeHWN OyHKumMK. BctaBka 1 n3ameHeHune Tabavu, dop-
MaTUPOBaHME fAYeeK, MONCK COAEPXKUMOTO KHUTW.

Mpn M3MEHEHUN WAV OBHOBAEHUN 3HAUYEHWUWA siYeeK MPOWUC-
XOAWUT OBHOB/IEHNE BCEX CBAI3aHHbIX 31EMEHTOB KHUIM, BKJIO-
Yas cxeMbl, yCI1oBHOEe dopMaTUPOBaHME U Jaxe CcnapKaaliHbl.

@ OneNote Web App

BcraBka pucyHkoB, Tabaumu, n kamnos Office.com.

|P= PowerPoint Web App

MNpocMOTp CcnangoB, 3aMeToK K cnanaam WAu 3amyck nokasa
CNanfoB B PeXrMe BbICOKOW YEeTKOCTU W3 BEH-NPUNOXKEeHNs
PowerPoint Web App.

Ncnonb3oBaHve 3HakoOMbIX OYHKLMIA, M3BECTHbIX MO paboTe
B PowerPoint, Bkato4as BO3MOXHOCTb A06aBaeHMs, KONUPO-
BaHWA, YAaNEeHNS W CKPbITUSA CNAKAO0B, NPUMeHeHne wpudTa
n ab3aueB U MHoOroe apyroe.

BctaBka nan 3ameHa PUCYHKOB N NpUMeHeHne cTunen PUCyH-
KOB.

BctaBka, pepaktnpoBaHne W popmatMpoBaHMe PUCYHKOB
SmartArt®, Bk/toUaa N3MeHeHue cTuien n maketos SmartArt.

OpHOBpeMEHHOEe pefakTMpOBaHME OAHOW ObLen 3anncHOMU
KHUXKWM € Noab3oBaTensamy, paboTtarowmmm ¢ Beb-npuno-
xeHnem OneNote Web App, v apyrumm nosb3oBaTensimu,
pabotatowmmm ¢ OneNote 2010.

Co3paaHne HOBbIX CTPaHWL, 1 pa3AesioB 1 UCMONb30BaHMe Apy-
TMX 3HaKoMbIX QYHKLMM, M3BeCTHbIX No pabote B OneNote,
BKNtOYas aBTO3ameHy, npoBepKky opdorpadun npun BBOAE,
dopmaTtnpoBaHue WpndTOB U ab3aLeB, CTUAM TeKcTa, Teru
nT. 4.

MpOCMOTP aBTOPOB OMNPEAEeNEHHOro COAepP>XUMOro B obLuew
3aMMCHOM KHUXKKE W JOCTYN K MpeablaylinM BepcusaMm cTpa-
HUL,

BcraBka pucyHkoB, Tabaumy n kavnos Office.com.

2.0ffice
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YAyyqwenue!

Bocnonb3yntecb MHOrodyHKLMOHaAbHBbIMW NHTepdelncamu, pa3paboTaHHbIMK Aaa HeHOb-
LLIMX YCTPOWUCTB.

Yacto pa60Ty npuxognTca BbINONAHATb, Haxo4ACb B NYTU

n3 nyHkTa A B nyHkT B. c nomoupto Office Mobile 2010 mMoxHo Cosert
JIETKO BbIMONHATL 3ajayn MpPAMO B MNoe3gkKax: MNpocMaTpuBaThb

. 23 ::
N pegakTnpoBatb AokymeHTbl Office n genatb 3ameTku. Mpunoxxenne Office Mobile goctynHo gna: "=

212

Bt

» TpocmaTtpusaiite aokymeHTsl Office B BLICOKOM kauecTse
Ha cMapTdoHe ¢ Windows ¢ MOMOLLbIO TexHoorM nepedop-
MaTUpPOBaHMA TekcTa. Mpy U3MEHeHUN 1 coxpaHeHn daiinos
dopMaTupoBaHMe (Haanuve Tabaunl, Cxem, pUCyHKOB Smart-
Art) coxpaHsetca.**

[ocrynHocrb:Office Mobile 2010 6yazeT BbinylleH Ha cMapT-
¢doHax ¢ Windows® (Windows Mobile 6.5 nnn 6onee nozaHve
Bepcmm) ¢ BbixogoM Microsoft Office 2010 B 06LLyHO 4OCTYMHOCT.
o  Office Mobile 2010 He BXoAMT B COCTaB NPUNOXKEHWI, HaBOPOB
» PacnpoctpaHsainte ceou daiiabl Npsamo co cmaptdpoHa. OTnpa- Office 2010 nn Be6-npunoxennii Office Web App.
BUTb  AokymeHTbl  Office  no  3nekTpoHHOW  noute
WAn coxpaHuTe nx Ha cepsepe SharePoint Server ¢ nomousto
HoBOro npwunoxeHua Microsoft SharePoint Workspace Mo-
bile 2010.

3 B cocras Office Mobile 2010 BxoanT Word Mobile 2010, Excel Mobile 2010, PowerPoint Mobile 2010, OneNote Mobile 2010 1 SharePoint Workspace Mobile 2010. Mpwnoxerne Outlook
Mobile 2010 npegayctaHoBneHo Ha cMapTdoHbl ¢ Windows Bepcun Windows Mobile® 6.5 nan 6onee nosgHen 1 ABASETCA NOYTOBLIM KIMEHTOM MO YMOJIUYAHWIO, BbIXOASALLMM MOC/E BbIMyC-
ka Microsoft Office 2010 B wwpokyto npogaxy. Office Mobile 2010 He BxoauT B cocTaB npuaoxeHuis, Habopos Office 2010 nan Beb-npunoxernii Office Web Apps. OyHkummn Beb-
npunoxenui Office Web Apps, Office Mobile 2010 n npunoxenuii Office 2010 nmetoT HeKOTOPbIE OTANYMS.

% Moy 0BHapyXEHUM HEMOAAEPXKMBAEMOTO COAEPXKMMOTO Bbl MONYUNTE COOBLIEHME 06 UCKIOUEHMN 11 MOXETE COXPaHUTbL M3MEHEHNA B B HOBOTO daiina, UToBbl OCTaBUTb NCXOA-
HOe CoZepXXMMOoe.

=a.0Office
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Bocnonb3yntecb npoctbiMy GYyHKLMAMM KOMMPOBaHWA W BCTaBKM B nporpammax. bnarogapsa yayudweHHomy 6ydepy obmeHa
Ha cMapTdoHe Windows BO3MOXHOCTb KOMMPOBAHWA U BCTaBKW AaHHbIX W13 APYrUX YCTaHOBAEHHbIX Ha CMapTGOHEe MPUIOXKEHWN
He BbI3blBaeT TPYAHOCTEN U ABASETCA MHTYUTUBHO MOHATHOMW.
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OTtanyunTenbHble 0CObeHHOCTU

Cr

@ Word Mobile 2010

C nomouubto Microsoft Word Mobile 2010 MoXHO nerko cos-
AlaBaTb, PejaKTMPOBaTb W COXPaHATb JOKYMEHTbl Ha cMapT-
doHe B ntobe Bpema v B Nro6om mecTe.

Ncnonb3oBaHne 3HaKoOMOro WHTepdeinca npu co3gaHum
N U3MEHEHUM  LOKYMEHTOB  Ha MOOWABHOM  YCTPOWCTBE.
B UMCNO OCHOBHbIX BO3MOXHOCTEN aBTOPCKOW pa3paboTku
BXOAAT MapKMPOBaAHHble U HYMEPOBaHHblEe CMWUCKKM, dopma-
TMpoBaHWe wWpndTa ¥ ab3aueB, Hanpumep BblpaBHMBaHWE
n OTCTYMbI.

Ncnonb3oBaHne HOBOro pexuma BblgeneHuns un bonee Tou-
HbI BbIBOP COAEPXKMMOTO.

B npunoxenuax Office ynpouweHa paboTta cTakumu cpes-
CTBaMW, Kak aBTO3aMeHa 1 nposepka opdporpadpum.

J . Outlook Mobile 2010

Microsoft Outlook Mobile 2010 npeaoctaBaseT AoCTyn
K 3/1IeKTPOHHOI NnouTe, KaseHAapto, KOHTaKTaM 1 3aZadam ye-
pe3 VIHTepHeT B Nt060e Bpems B NHO6OM MecTe.

Vicnonb3oBaHne HOBOrO pexXxnma BblgeENEHUA U Bbl60p He-
CKOJIbKMNX COO6LLI,eHI/II‘/J1, AaXe eC/in OHUN HaXogATCA B Pa3HbIX
MecCTax.

paHwvua 87 n3 198

X Excel Mobile 2010

Bbictpoe co3paHve, OOGHOBAEHME U MepecyeT 3HaYeHWM
B kHurax Microsoft Excel Mobile 2010 B nyTw.

MpocTas BCTaBka CXeM WA CUMBOAOB, 3$dEKTMBHAsA COPTU-
poBKa, GUAbTpaLMa 1 ynpaBaeHUe TUCTaMMU.

[obaBneHve wau pegaktmpoBaHve  GOpPMyn U UCMOb-
3oBaHve 6onee 100 GyHKLMNA.

yl'lpOIJ.l,eHHOG BblaeneHne cogep>XmmMoro 3a c4eT HOBOro pe-
>XKUMa BblgeneHuma.

B umcno oCHOBHbIX napamMeTpoB q)OpMaTI/IpOBaHI/Iﬂ A4veek
BXOAAT CTUIN LIJpI/ICI)TOB, rpaHnubl, 3aTeHEHNE U BblpaBHUBa-
Hue. [lonb3oBaTenb Aa>Xe MOXeET CO34aBaTb W N3MEHATb
HacTpanBaeMble HNC/IOBbIE CI)OpMaTbI.

5 | SharePoint Workspace Mobile 2010

Hosoe npunoxenune B Office Mobile 2010!

MpocTon npocmoTp carToB SharePoint 2010, 6ubanotek fo-
KYMEHTOB U APYrnX CNUCKOB CO CMapTHOHa.

OTKpbITME LOKYMEHTOB HenocpeacTBeHHO 13 SharePoint 2010
AN NPOCMOTPa  WAN  PefakTUPOBaAHMA W COXPaHeHne Wux
Ha cepsepe.



Mpu nogkntoueHnn k Exchange Server MOXHO C3KOHOMWTb bbicTpas cMHXpoHM3auMa AOKYMEHTOB Ha cMapTdoHe 6e3 no-
Bpems, O0ObeauMHMB  CBfi3aHHble  COOOLLEHWsA,  YTOObI TepuV AaHHbIX.
B Ja/ibHeleM nepemMeLlaTb, ynopsAaoumMBaTe UAN YAaNaTb UX

C MOMOLLbIO Napb! LWEeNYKOB B NpeAcTaBneHnn «beceaa».” Otnpaska Kko/neram cchifikun Ha OGN AOKYMEHT 10 anek-

TPOHHOW MOYTe WM B TEKCTOBOM COObLWEHMM 6e3 BbIxoAa
Halignte COTPYAHWMKOB Balle OpraHm3auumn C NOMOLLbHO 13 npunoxeHus SharePoint Workspace Mobile.

cMapTdOHa, BbIMNOAHMB NOUCK B r106anbHOM CNUCKe aspecoB

Exchange Server.?

% TMpeactaBnenne «becega» AOCTYNHO Ha ycTpoicTax nog ynpaeaeHvnem Windows Mobile 6.1 uau 6onee nosaHeit Bepcun Npu HaaMumu nogkatoueHus k Microsoft Exchange
Server 2010.

% Tpebyetca Microsoft Exchange Server 2003 nau 6onee NosaHsa Bepcus.

2.0ffice
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li] PowerPoint Mobile 2010

MpunoxeHne Microsoft PowerPoint Mobile 2010 n gonon-
HeHVe K Npe3eHTauMy MCNo/b3YoTCA B KayecTBe BCMOMOra-
Te/IbHbIX KOMMOHeHTOB. oakatounte cmapTdoH ¢ Windows
k MK uepe3 Bluetooth un ncnonbsyinte PowerPoint Mobile
2010 kak BTOPOW MOHWUTOP AJ/f MPOCMOTPA 3aMeToK K npe-
3eHTaumn. C nomowbro cMapTdOHa MOXHO OCYLLEeCTBAATb
CMEHY CNalfZoB WA NepexoauTb K OMnpeAeseHHbIM Crainjam
B npe3eHTaLmn.”’

PesakTmpoBaHMe 1 COXpaHeHWe Mpe3eHTauui 1 3aMeTok
Ha cMapTdOoHe.
MpocmoTp  npe3eHTauMer B MONHOIKPAHHOM  pexunme

C pa3HoobpaszHbiMKn rpaduueckumm sdpdektamun. JononHu-
TesbHas Noazep>kka 3PPeKTOB CMeHbl CIaNA0B 1 aHUMaLUW,
BK/IOYAA NyTN NepemMeLleHums.

Ncnonb3oBaHWe HOBOTO AWCMNeTYEpa CNalngoB ANs NOayYeHns
KpaTKOro NpeACTaBAeHUs O Npe3eHTaumum, 6bICTPOro NpocMo-
Tpa, PeAakTMpOBaHUS, YAANEHUS UAN CKPLITUS CNaijoB.

yBennueHune macwtaba v naHopamupoBaHue A8 NPoCMOTPa
HebonbLIVX AeTanen Ha cnange.

[N OneNote Mobile 2010

MpocToe co3gaHne 3aMeToK Ha cMapTdOHe € nomollbko Mi-
crosoft OneNote Mobile 2010. Co3gaHune 3kcnpecc-CrmncKoB.
BctaBka  dotorpaduii, CHATbIX KaMepon  cMapTdOHa,
B 3aMeTKM.

Moasep>kka OpPraHM30BaHHOCTUM U CMHXPOHM3aunn. CUHXpo-
Hu3auma 3ametok ¢ OneNote 2010 Ha MK ¢ nomoLbto LeHTpa
yctporicte Windows Mobile, poctynHoro B Microsoft Win-
dows 7 n Windows Vista®.?

Ncnonb3oBaHve 3HAKOMOro wWHTepderca npu Co3gaHun
VNN pefakTMPOBaHWM 3aMeTOK Ha MOBW/IBHOM YCTPOWCTBE.
Ncnonb3oBaHme QyHKLUN aBTO3aMeHbl N OCHOBHbIX BO3MOX-
HOCTeM pa3paboTKy, TakMX Kak MapKUpPOBaHHble U HYMepO-
BaHHble CNUckK, opmaTnpoBaHme WPUPTOB.

MNpocmoTp 6oraTbix rpaduueckmx OOBEKTOB B 3aMeTKax
B MOJIHO3KPaHHOM pexwume. [MaHopamupoBaHue, MacwTabu-
poBaHMe WM IKCMOPT M306paxKeHnn A/a NCNONb30BaHWSA
B APYrMX NPUNOXKEHUSX.

%7 [Ins paboTbl MOMOLLHMKA MO Npe3eHTaLMAM TpebyeTcs Haanume cMapThoHa, UCMob3ytolero cTek Bluetooth Microsoft.
% |enTp ycTpoiicte Windows Mobile coBmecTiiM ¢ 6onblumHcTBoM Bepcnit Windows 7 n Windows Vista.

2.0ffice
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HoBuHkal!

yBennubTe rmbkocTb CNMCKOB M 6nbanotek (M NoBbicbTe YA06CTBO CBOEN paboTbl) C MOMO-

wbro SharePoint Server.

CoxpaHuTe AOKYMeHTbIl, Haxogdwmeca Ha cepsepe, Ha Baw [1K
M BO3bMUTE UX C cO6ON. pOCMOTPUTE COAEPXKMMOE U BHECUTE
B HErO M3MEHEHNA B aBTOHOMHOM pexume. BepHyBLmnch B oduc,
BbIMO/NHNTE Ha CEPBEPE CUHXPOHN3ALNKO BHECEHHbIX U3MEHEHWI.
Haxoaacb 3a npesenamu odumca, Bbl MOXeTe MOAY4YUTb AJOCTYN
JaXe K TakMM CBeAeHMAM OpraHv3auunuy, KOTopble CCbliaroTcA
Ha cepBepHble CUCTEMBI.

KoHTteHT SharePoint Server 2010 MOXHO B3Tb B MO€34KYy C MOMO-
wbto Microsoft SharePoint Workspace 2010.

* Bcero Hecko/bKO LLENYKOB MbIlLK B NpuaoxeHun SharePoint
Server 2010 No3BO/AT BbIMOAHWUTL CUHXPOHM3aLUUIO 616aMO-
Tek, dopm, co3gaHHbIx B InfoPath, 1 cnnckos HenocpeacTBeH-
HO Ha Bawewm [1K.

e 3anyctute pabouyto obnactb SharePoint HenocpeacTBeHHO
c carita SharePoint, KOTOpbIA HYXHO CUHXPOHM3UPOBATb
¢ nokanbHbIM [MK. nan cosgarite pabouyro obaacte SharePoint
M3 NaHesn 3anycka W HACTPOWTE CUMHXPOHM3ALMIO KOHTEHTa
C KOMMbHOTEPOM.

CoBer
=

AoctynHo B: 2

e TpunoxeHne Microsoft SharePoint Workspace sBasetcsa Tex-
HoMOTUel cneaytollero rokoneHns Groove U AOCTYMHO
B Habope Microsoft Office MpodeccroHanbHbIn natoc 2010.

e CvHxpoHu3aums paboumx obnactenn SharePoint Bo3MOXHa
TO/ILKO C CalTamy, paboTarowmmm Ha cepeepax Microsoft
SharePoint 2010, SharePoint Foundation 2010 nau SharePoint
Online.

o O®yHKUMOHaNbHOCTL Groove NO3BO/ISET CO3AaBaTb OAHOPaH-
rosble paboune obnactu.

* B cobcrBeHHyto konuto carTa SharePoint nepeBoamnTe TOAbKO HEOHXOAMMBIN KOHTEHT SharePoint Server.

CrpaHuua 90 13 198

=a.0Office



N3Bneknte KOHTEHT B pabouyro obaactb SharePoint n coobuwmTe Apyrum nosnb3oBatensMm o pabote ¢ HUM. M3beralite KOHPAMK-
TOB PEeAaKTUPOBAHUA C APYTUMU HOAbMW, KOTOPblE MOTYT 0bpallaTbCca K 3TOMY Xe KOHTeHTy Ha cante SharePoint. SharePoint
Workspace npeanaraet yHKLMIO BNOKMPOBKM AOKYMEHTA, BbI3bIBAEMYIO OAHUM LLENUYKOM NEHTBI.

XypHan Bepcuii KOHTEHTAa MOXHO NPOCMaTpMBaTh B NH060e BPeMs, a MO 3aBepLUEHNN PabOTbl KOHTEHT CleAyeT BEPHYTb 06paTHO
Ha caiT SharePoint nan 3akpbiTe 6€3 COXpaHeHUs U3MEHEHWNA.

Paboune obnactn Groove no3BonsatoT IGHEKTUBHO COTPYAHMYATL € yYacTHUKaMu rpynnbl (6e3 ncnonbzosaHua SharePoint Server)
B Point Workspace 2010. 311 paboune o6aactm aBASHOTCA OAHOPAHTOBbIMM 06AaCTAMKN A1 COBMECTHOW paboThbl, XOPOLIO 3HaKO-
MbIMK nonb3oBatenaMm Groove. Kak v npexae, paboune obnact Groove MOryT MMeTb OAHOrO WM HECKONbKUX YYaCTHWKOB
M NpegnaratoT pas/ivyHble CPeACTBa NMOBbILLEHNA MPOM3BOANTENBHOCTY, Takne Kak «ObcyxaeHne», «KaneHaapb» 1 «[loKyMeHTbI».

Bbl cMOXeTe MMeTb JOCTYyN K CBEAEHMAM OpraHv3aLum, He3aBUCUMO OT Ballero MecTtoHaxoxzeHus. [lobaBbTe 3anucy, BHecuTe
B HUX M3MEHEHMA U BbINOJIHUTE CUHXPOHM3ALMIO STUX M3MEHEHUI C cepBepom SharePoint nocne noakatoueHus K ceTu (3Ta BO3-
MOXHOCTb AOCTyMHa TOAbKO A/1A MOAb30BaTeNem, Ncnoab3yroLmx cny>kby Microsoft SharePoint Business Connectivity Services).
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HOBble BO3IMOXXHOCTU MPUAOXKEHMMN
Office 2010

O3HaKOMbTeCb C HOBbIMW W YAyUYLIEHHbIMW BO3MOXHOCTAMMW, NPeACTaBAEHHbIMWU B KaXKA0M
npunoxeHun Office 2010.

-3 Office
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Ae.

[leB13 3TOro NpMAOXKEHWNA — NPOCTOTA. C MOMOLLbH BCTPOEHHbIX WABJIOHOB MOXHO 6bICTPO NPUCTYNUTL K paboTe, a addekTnBHbIE
cpeacTBa OCTaHYTCA aKTyaZbHbIMU AaXkKe Mpu yBennyeHnn obbema AaHHbIX. Access faeT BO3MOXHOCTb MakCMMaibHO MOJIHO UCMOAb-
30BaTb MMeRLWYyCA MHOOPMALIMIO C MEHBLUMM YMCAOM NMOMEX W He3HaunTeNbHbIM BpeMeHeM obyuyeHunsa. baarogapa 6ecnpobnem-
HOMY MOAKNFOUYEHWNIO K Pa3HOOOpPa3HbIM MCTOYHMKAM JaHHbIX M HaAU4YMIO CpeacTB cbopa AaHHbIX OpraHmn3aLmMs COBMECTHON paboThbl
BbIMONHAETCA Haanexawmm obpasom. Access 2010 nosbiwaeT 3¢EKTMBHOCTb AaHHbIX, YNpoLwas ynpasaeHWe, aHaan3 u obmeH
C ApYrMMK nonb3oBatensiMmu. Npun ncnonb3oBaHUM HOBbIX Be6-6a3 aaHHbIX 1 SharePoint Server 2010 Bce gaHHble ByayT HaxOAUTLCSA
B Npejenax AOCTynHOCTN banxarviwero Beb-6pay3epa.

BonnowleHue naen B Xu3Hb

Bo3smorkHocTM OnucaHune l'pe HaxopuTtca
M npeumylLlecTBa
YnyuweHune! FOTOBbIE LLUABAOHSI Bbibop WabaoHOB, KOTOpPblIE MOXHO WCMOJb- e [lepenranTe Ha Bkiaaky ®aiin, 4tobbl OT-

60a3bl AQHHbIX 30BaTb C HaCTPOMKOW wau 6e3 Hee. Vcnonb- KpbITb NpeacTaBneHne Backstage. Beibe-
30BaHMe BCTPOEHHbIX Y MPUCAaHHbIX coobLiec- pute koMaHay Co3gaTtbw, a 3aTeM Bblbe-
TBOM WabAoHOB 6a3 AaHHbIX W UX HacTpolika puTe obpaseL, WabaoHa WM BbINOJHUTE
B COOTBETCTBUM C COBCTBEHHbIMM NOTPebHO- nouck Ha cainte Office.com.
CTAMWU.

=a.0Office
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Bo3smo>xHoCTH
M npenmyLiecTsa

OnucaHue

F'ae Haxopurtca

HoeuHka! LLUABAOH BA3bl AGHHBIX CoxpaHeHve 6a3bl JaHHbIX B BuAe LWabaoHa e [lepenaute Ha Bknaaky ®daiin, ytobbl OT-
AN ee COBMECTHOTO MCMOJ/Ib30BaHUA BHYTPU KpbITb NpeactaBneHne Backstage. Boibe-
opraHusauum WAM  Ha YpOBHE  WHTEpHeT- pute komaHay CoxpaHutb 1 ony6aunko-
coobuecTBa Access. BaThb, a 3aTeM B pasgene CoxpaHutb 6a-

3y JaHHbIX KaK BblbepuTe 371eMeHT
LLa6noH.
Mpumeuanue. B npeapiaywinx Bepcuax BO3MOX-
HOCTb COXpaHeHWs 6a3bl JaHHbIX B BUAe LWabnoHa
AOCTYMHA C UCMONb30BaHMeM HAACTPoMKkM Access
AN paclMpeHnin paspaboTumka 1 He npeaycMoTpe-
Ha B BUZe BCTPOEHHOW GYHKLUM.

HoBuHka! Temsl Office MpocToe cornacoBaHHoe U NpodeccnoHab- e Ortkporite dopmy mam oTyeT. Ha Bknagke
Hoe d¢opmaTupoBaHme 6a3 faHHbIX Access FhaBHaa B rpynne [peacraBneHus
¢ npumeHeHunem Tem Office. wenkHute Pexkum, a 3aTem — Pexxum

mMakeTa. ABTOMaTMUeCKM MOABAAETCA
Bknagka Pa6ota ¢ popmamu (Pabora
C oTueTamm).
e Ha Bknagke KoHcTpykTop B rpynne Te-
Mbl LLeNKHUTe Tembl.
Mpumeuanune. B npegbigywinx Bepcmax  Access
ana ¢OpMaTI/IpOBaHVIﬂ OoT4yeToB W”n q)OpM ncnonb-
3YHOTCA TEéMbl aBTOCI)OpMaTVIpOBaHVIﬂ. (DyHKLI,VIﬂ aBTO-
¢OpMaTVIpOBaHI/IFI no-npexHemy AO0CTyrnHa B Npu-
noxeHnn Access 2010 u moxeT 6bITb AobaBneHa
Ha IEHTY UAN B NaHeN b 6bICTpOFO AOCTyna.
HoBuHka! Co3gaHve dopm Hasuraumm ans 6a3 AaHHbIX e OrtkpouiTe ba3y gaHHbIx. Ha Bknagke Co-

Popma HABUTALLMM

6e3 HanucaHus Kkoga wau norukun. [pocto
nepeTackvBavite GOpPMbl UK OTYETBI, KOTOPbIE
HY>XHO NPOCMOTPETb.

3patb B rpynne ®opmbl LENKHUTE
HaBurauus, 4tobbl NPOCMOTPETL CNNCOK
AOCTYMHBIX KOMMOHOBOK HaBMUraLum.

=a.0Office
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Bo3mo)xHoCcTU
M NnpenmyLecTsa

OnucaHune

lpe HaxopuTtca

HoeuHka! YacT NPUAOKEHMS DKOHOMMS BPEMEHW U YCUAWI 3@ CYET UCMOJb- e Ortkpolite ba3zy gaHHbIx. Ha Bknagke Co-
30BaHMs B Hase AaHHbIX y>XXe roTOBbIX KOMMO- 3patb Brpynne LWa6aoHbl LwenkHUTE
HEHTOB. Yactu npunoxkeHuns.
HoBwuHka! MoAs «BbICTPbIN OgHoBpemeHHOe AobaB/ieHve rpynnbl CBA3aH- e Ortkpoiite Tabauuy. Ha Bknagke Pabora
3aMycKy» HbIX Mojei, Hanpumep «Agpec», «lopog», c Tabavuyamu | Mona B rpynne Ao6ae-
«Obnactb», «MNouToBBLIN WHAEKC», B Tabauuy NieHne m ypaneHue B pasgene fonon-
MyTeM BbIMNOJHEHWS HECKOJIbKUX NPOCTbIX AeWi- HUTeNbHble MNoJA HanguTe bBbicTpbIi
CTBUI. 3anyck.
HoBwuHka! KoAAreKLMS Vicnonb3yinte  LeHTpanbHbI  PENO3UTOPUIA e Ortkporite popmy uam otyet. Ha BKnagke
M30BPAKEHMM AN OOLWMX  M306paxeHUn, KoTopble C fer- FnaBHaa B rpynne [peacraBneHus

KOCTbIO MO>HO MCMO/Ab30BaTb W OBHOBAATbL
Ha ypoBHe 6a3bl JaHHbIX, SKOHOMSA TeM CaMbIM
AparoueHHoe Bpemsa Ana paspaboTku. B kon-
NeKumMn 1N306paxeHnlii MOXHO XpaHWUTb 3M6-
Nemy KOMMaHWKW, GOHOBble M306paxKeHna
$OPM MAM 3HAUKN ANA APYTNX 06bEeKTOB, MOA-
AepXuBarolWwmx — n3obpaxeHus,  Hanpumep,
A9 KHOMOK WM 3/1eMEHTOB YMNpaB/ieHNs HaBu-
raymen.

wenkHmte Pexxum, a 3atem — Pexxum
MakeTa. ABTOMAaTMUeCkM MOABASETCS
Bknagka Pa6ora ¢ popmamm (Pabora
C oTueTamm).

[obaBneHne obuiero nsobpaxeHus Kk dopme
WAW OTUeTY:

e BbibepuTte nyctyto Adveiiky. Ha Bknagke
KoHcTpykTOp B rpynne dnaemeHTtbl yn-
paBaeHuA WenKHUTe 3n1eMeHT BcraButb
nsob6parkeHue.

Vicnonb3oBaHne obuiero n3obpaxeHus B Ka-
yecTBe GOHOBOrO M306paxxeHns Gopmbl:

e Ha Bknagke ®opmat Brpynne «doH»
WwenKHWTe 3neMeHT POHOBbIN PUCYHOK.

=a.0Office
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Bo3mo)xHoCcTU
M NnpenmyLecTsa

OnucaHune

lpe HaxopuTtca

YnyuweHue! AMcnertiep npaBmA

Co3faHue, pepakTUpOBaHWe MpaBWa YC/IOB-
Horo dopmaTMpoBaHWs W yrNpaBieHNe WMU

OtkpownTte dopmy mam otyet. Ha Bknagke
FnaBHaa B rpynne [lpeacraBneHus

YCAOBHOIO
DOPMATUPOBAHMS B OAHOM LEHTPaNN30BaHHOM MpeACTaBAeHUN. wenkHuTe Pexxum, a 3aTem — Pexxum
Bo3moxHocTb gobaeneHns go 50 pgonos- Maketa. ABTOMaTMYeckM MOsABAAETCA
HUTENbHBIX YCNOBUA dopmaTUpoOBaHMA K MO- Bknagka Pa6ota c popmamu (Pabota

NAM. C oTYeTamm).

Boibepute none. Ha sknagke ®opmat
B rpynne dopmaTtupoBaHue 3JieMeHTa
yrnpaBseHus LWenkHuTe YcnosHoe ¢op-

MaTupoBaHue.
HosuHka! TMCTOTPOMMDI [MctorpamMmbl € rpagneHTHbIMU  3a/MBKaMu, Otkponte dopmy mam otyeT. Ha Bkiagke

fo6aBneHHble B GOPMbI U OTUETHI, UCMOJIb3YHO-
TCA ANS HarsiAHOIO OTOBpaXKeHWs CpaBHUBae-
MbIX 3HAUEHUI UKW ONpeaeneHns TEHAEHLNN.

FnasHaa sBrpynne [peacraBneHnsA
wenkHute Pexxum, a 3ateMm — Pexxum
mMakeTta. ABTOMaTMyeckn MOABAAETCA
Bk1agka Pa6ora c¢ popmamu (Pabota
C oTYeTamm).

Boibepute umcnoBsoe none. Ha Bknagke
®opmart Brpynne ®opmatupoBaHue
3/leMeHTa yrnpaBJ/ieHus LenkHuTe Yc-
NoBHoe ¢popmaTMpoBaHue.

B ananorosom okHe [ucneruep npasun
ycnoBHOro opmMmatMpoBaHUA HaXxmute
kHonky Cospatb npaeBwno. B anano-
roeoMm okHe Hoeoe npasuno popmartn-
poBaHua B pa3gene Bbibop TMna npa-
Buna uwenkHute CpaBHUTb € ApPYyrumMmu
3anucamm.
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Bo3mo)xHoCcTU
M NnpenmyLecTsa

OnucaHune

lpe HaxopuTtca

YnyuweHue! MocTpouTeas HoBoe cpeactBo IntelliSense — aBToO3anosHe- Otkpownte 3anpoc. Ha Bknaake MaBHas
BbIDOKEHMA HWMe, MOACKA3KM U KpaTKMe CBEAEeHNS — MO3BO- B rpynne [peacraBneHna  WenkHUTE
NAeT JIerko C€o3jaBaTb BblpaXeHus U cokpa- Pexxmum, a 3ateM — PeXXum KOHCTpy-
LaTh OLIMOKW. KTOpa.
B rpynne HacTtpoiika 3anpoca wenkHuTe
MocTpoutens.
YnyuweHne! KOHCTpYKTOP C NOMOLLbIO N3MEHEHHOTO KOHCTPYKTOpa Mak- OtkpoiiTe 6asy AaHHbIX.
MOKPOCOB POCOB MOXHO MPOCTO ¥ BbICTPO MPUCTYNNTE K Ha Bknaake Cozgath B rpynne Makpocsi
paboTe 1 co3gaTb MakpocC C HyAs. W Koa WwenkHute Makpoc.
HoBuHka! MaKPOChI ACHHbIX Vicnonb3oBaHMe HOBbLIX MakKpOCOB JaHHbIX Otkpovite Tabamuy. Ha Bknagke Pa6ota
ANA NPUKPEnaeHna NOTUKU K AaHHbIM, C LeH- c Tabauueii | Tabnuua Hangmte Makpo-
TpMpoBaHMEM ee Ha Tabiunue, a He Ha 06bek- Cbl  JaHHbIX B Trpynnax Ao cobbiTnii
Tax, OOHOBAAOLWIMX AaHHbIE. n Mocne cobbITHA.
1 _ o
HoBuHka! BbIYMCAIEMOE MOAE Tenepb B Tabamuax MOXHO CO34aBaTb BblUMUC Otkpointe Tabauuy. Ha Bknagke Pabora
Nfemble MoAsA ANA XPaHEHWA AaHHbIX, NCMOJb- c Tabauueii |Mona B rpynne Jo6asne-
3yembIXx B BbluncneHunax. Co3gatb  BblUMC- HUe W ypaaneHue LWenkHUTe [lononaHum-
NfemMoe Mosie HYy>XHO OAWH pa3, Mocie 4ero TesibHble nonA. B HWxHel uactn kon-
OHO ByaeT ncnonb3oBaTbcs B H6a3e AaHHbIX. Nekunn Haante Belumcnsemoe none.
HoBuHka! WHTerpauus cogepxxmmoro Web 2.0 n co3za- Otkpovite dopmy. Ha Bknagke naBHas

DAEMEHT YMNPOABAEHUS
BeO-bpay3epa

HVe TMBPUAHbBIX NPWUAOXKEHWUIA, TaKMX Kak KapTa
Bing™, koTopble AMHaMU4yecky OBHOBAAHOTCS
no agpecy B BblbpaHHOW 3anuck, B Gopmax
Access.

B rpynne [peacraBneHusa  LWenKHUTE
Pe>xum, a 3atem — Pe)xxum makerta. AB-
TOMaTUUeckn nossasetcs Bknagka Pabo-
Ta ¢ maketamn ¢opm (MHCTpyMeHTbI
KOHCTpPyKTOpa ¢dopm).

Ha Bknagke KoHcTpykTOp B KOANEKLUUU
dnemMeHTbl ynpaBieHUs HavauTe dne-
MEHT ynpaBJieHUs Be6-6paysepa.
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Bo3smo>xHoCTH
M npenmyLiecTsa

OnucaHue

F'ae Haxopurtca

YcoBepLueHCTBOBaHHas /ieHTa BO BCEX MpWo-
xeHusax Office 2010 obecneumBaeT 6bICTPbLIN
foctyn K 6onbluMHCTBY KOMaHA. OHa no3Bo-
JIIeT co3aBaTb HacTpanBaeMble BKAAAKM U Ha-
ctpamBatb wuHTepodelic Office 2010 B cooT-
BETCTBUU C NEPCOHA/IbHLIM CTUNEM PaboThl.

e JleHTa oTObOpaxkaeTcs B BEPXHEN 4acTu
3KpaHa.

e UYtoObl HACTPOWUTb JIEHTY, B NPeACTaB-
NeHnn Backstage wenkHute MMapame-
TpbI, a 3aTem — HacTpoiika eHTbl.

BbICTPbIN AOCTYN K HY>XHbIM 3agadvam u 6onee
3bdekTnBHan pabota. MNpeactaBneHne Back-
stage, goctynHoe Bo Bcex npunoxenunsx Office
2010, 3ameHsieT MeHto «Dalin» npeablayLmnx
Bepcuii Microsoft Office.

e Yrobbl OTKPLITL nNpeacTaBneHne Back-
stage, nepeiianTe Ha BKIaaKy Daiin neH-
Thl.

Ynyuwenune!  Acprg

HoeuHka! MpeAcTaBAeHMe Back-
stage

HoBuHka!

64-paspaAHAg BEPCUA

MakcnmanbHO 3¢ deKTBHOE WCNOoJb30BaHMe
BJIOXEHWI B HOBOE U cyllecTBytowee 64-pas-
psagHoe obopyaoBaHue 3a cyeT 64-pa3psagHoun
Bepcum Office 2010.

MprmeyaHune. 3Ta BO3MOXHOCTb YCTaHaB/AMBAETCA
TONbKO B 64-pa3psagHblx cuctemax. [aa nonyyeHus
WHCTPYKLMIA MO YCTaHOBKE W JONONHUTENbHbIX CBE-
AeHul noceTuTe Be6-canT

http://office.com/office64setup.

=a.0Office
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bonee apdekTuBHas coemectHas pabora

Bo3amorkHocTH OnucaHune lpe HaxopuTtca
M NnpenmyLecTsa

HoBwuHka! MOAKAIOYEHME K BEO- MoaKkAtoUeHUe K UCTOYHMKAM AaHHBIX MO Npo-  [Ins NoAkatoueHns K Beb-cay>x6am BbiNoHNUTE
CAYXGam TOKONly BED-CNy>6bl C BO3MOXHOCTbIO BbIBOAA  C/lefytoline AencTBus.
M MOAAEPXKKA CAYKO AAHHBIX 6113HEC-NIPUSIOXEHIA HEeMOCPEACTBEH- e OrtkpoWiTe 6asy pAaHHbIX. Ha Bknagke
Microsoft SharePoint HO B CO3/laBaeMbI€ NPUIOXKEHUA. BHewwHMe AaHHbIe NeHTbl B rpynne Um-
2010 Business Connec- NOpPT M CBA3b LieNKHUTE [LoNo/IHUTENb-
tivity Services (BCS) Ho, a 3arem Bbibepute Cnyx6bl gaH-
HbIX.

[Ans cnyx6 Business Connectivity Services:

e 5Ta OyHKUMA HacTpauvBaeTcs Ha cepsepe
SharePoint Server 2010.

HoBuHka! HOAEXHbBIE AOKYMEHTbI Mpouecc onpeaeneHns HaseXHbIX 6a3 AaHHbIX e [lpn OTKpbITUM 6a3bl JaHHbLIX aBTOMaTu-
Tenepb ynpouyeH. C NOMOLLbIO HOBOW (QYHK- Yeckn MOABAAETCA MaHesb COOBLLEHW.
unn «HagexHble JOKYMEHTbI» MOXHO BbI6paTh UTtobbl BCcerga foBepATb 6ase AaHHbIX,
cobcTBeHHble HageXHble 6a3bl faHHbIX U 6a3bl WwenkHUTe Bkarountb copeprkmnmoe.
AAHHbIX, CO3[aHHble ApYyrvMMW MoJb30oBaTe- YnpasneHue HagexHbIMU 4OKYMEHTaMM:
namu.

e [lepenanTe Ha Bkaagky ®aiin, 4tobbl OT-
KpbITb npeactaBneHne Backstage, a 3a-
TeM wenkHUTe Mapametpsbl. B gnanoro-
BOM OkHe MapameTpbl Access LLeKHWTE
aneMeHT LleHTp ynpaBneHus 6e3sonac-
HocTblo, a 3atem — [lapameTtpbl LeH-
Tpa ynpaB/sieHMs 6e30nacHOCTbIO.
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Ynyuwennue! g3 oppie cCpeACTBA
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Ynpoctnte v HacTpoNTe MHOTFOSI3bIKOBOW WH-
Tepdenic. Monb3oBatenn HeECKONbKMX S3bIKOB
MOTyT J1IerkO OTKPbITb  AMajoOroBOe OKHO
B Access 2010 ans A3bIKOBbIX HACTPOEK ANA pe-
JAKTUPOBaHUsA, OTOBPaXKeHWUs, BCMbIBAOLLUX
NogCKa3okK, CrpaBKum.

e [lepenaute Ha Bknaaky daiin, ytobbl OT-
KpblTb npeactaBneHne Backstage, a 3a-
TeM wenkHute 3nemeHT [lapameTpbl.
B ananorosom okHe Mapametpbl Access
wenkHuTe AsbIk.
MpumeuaHmne. ViameHeHre 3TMX NapaMeTpoB B J/itO-
6om npunoxenun Office 2010 pacnpocTpaHseTcs
Ha BCe AOCTYMHble NPUIOXEHMWSA 3TOro Habopa.

=a.0Office
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lpe HaxopuTtca

Hosunkal Be6-6a30 ACHHbIX

BbicTpoe Hauano coBmecTHOM paboTbl. Pazme-
Wwante npeseHTauum B VHTepHeTe u obpa-
WanTecb K HWM A1 NPOCMOTPa WAU pepak-
TMpOBaHWA 13 ceTu. lNonb3oBaTenn, He UMeto-
Wwye kaneHTa Access, MOTyT OTKPbIBaTb GOPMbI
1 oTyeTbl B Bpay3epe, Nocie Yero BbIMOJHSAE-
TCA aBTOMaTMyeckas CUHXPOHMU3aLUA U3MeHe-
HW.

Utobbl co3saTh NycTyto 6a3ly AaHHbIX, BbINOA-
HUTE CeayroLmne AeiCTBIS.

e [lepelianTe Ha Bkiaaky ®aiin, 4Tobbl OT-
KpbITb NpeactaBneHne Backstage. LLlenk-
HuTe Co3spatb, a 3atem — [ycraa Beb6-
6a3a AaHHbIX.

Co3paHuve HoBOW Beb6-6a3bl JaHHbIX Ha OCHOBE
wabnoHa:

e [lepenranTe Ha Bkiagky ®aiin, 4tobbl OT-
KpbITb NpeacTaBieHne Backstage. Bbibe-
pute komaHay Co3paTb, 3aTeM 3/1EMEHT
O6pa3ubl WwabnoHoB 1 BbibepuTe Wab-
JIOH, cojepxalwmii cTpoky Be6-6aza
JaHHbIX B UIMEHMW.

anIMe‘-IaHVIe. AJ'IH MNCNonb3oBaHMA 3TONO0O KOMIMO-

HeHTa TpebyeTtca yctaHoBWUTb Microsoft SharePoint
Server 2010 v BkAtOUNTL CyXbbI Access.

HosuHkal CpeACTBO MPOBEPKM

COBMECTMMOCTH

HoBoe cpeacTBO NpPOBEPKM COBMECTMMOCTM
UCNONb3YyeTCA A/ OnpejeneHns Heobxoam-
MOCTW BHECEHWs U3MeHeHWI nepeg nybavka-
Lmen 6asbl AaHHbIX.

e [lepenranTe Ha Bkiaaky ®aiin, utobbl OT-
KpbITb npejcTaBneHne Backstage. [e-
peiaute Ha BKNaZKy CoxpaHuTb
u onybaukoBaTtb, BblbepuTe KOMaHAy
Ony6aukoBatb B cayxbax  Access
v 3aTem — MNpoBepUTb COBMECTUMOCTb.
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Ynyawennel (51 1poaHMe

N CUHXPOHM3ALMA
ACHHbIX
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Mpn NOAKNOUYEHUM K WCTOYHWKY AaHHbIX
C Ucnonb3oBaHNeM BebH-ciyx6 wan Beb6-6a3bl
JaHHbIX AaHHble K3LWMPYHOTCA JIOKaAbHO U CO-
XpaHATCA Mexay ceaHcamu Access. Npun noc-
NefyroLeM UCMONb30BaHNMN BbIMOAHAETCA CUH-
XPOHM3aLLMSA TONbKO AN USMEHEHHOTO KOHTEH-
Ta.

K3LIJI/lpOBaHVIe AaHHbIX!

L K3LIJI/IpOBaHVIe AaHHbIX BbIMNOJHAETCA aB-
TOMaTn4deckun.

CVIHXPOHU3aLMsA UBMEHEHWI MpOeKTa:

e [locne nyb6aukaumm  6asbl  AaHHbIX
Ha cepBepe SharePoint Server 2010 ne-
penavTte Ha Bkaaaky ®aiin, 4tobbl OT-
KpbITb npeacTaBsieHve Backstage,
n Ha Bknagke CBepeHusa BblibepuTe KO-
MaHay CUHXPOHU3MpOBaTb BCe.

MpumeuaHmne. Sta OyHKUMA TpebyeT Hannuus

SharePoint Server 2010 v BkatoyaeTcs nocae nyban-
kaumu B SharePoint.

® Microsoft®

=a.0ffice



XS

-
-

B Microsoft Excel 2010 npeacraBaeH WMPOKMIA PAA HOBbIX M YAYyULLEHHbIX CPEACTB aHanu3a AaHHbIX W BU3yanmsaumum. HesaBucnmo
OT BbIMOJHAEMbIX AEACTBUI — aHaNM3 CTAaTUCTUYECKUX AaHHbIX, KOHTPOJIb JNYHBIX UAM BU3HEeC-pacxoaoB — ¢ nomolbto Excel 2010
NPOBOAWTb aHanW3, yNpaBasTb N OOMeHNBaTbCA MHOOPMaLLMENn MOXHO caMbiMK pa3HoobpasHbiMK cnocobamu. Excel 2010 nomoraert
Nyylwe oTCAexXuBaTb AaHHble W NpuHMMaTh 6osee 3ddekTuBHbIe pelleHus. MybankyinTe kHurm Excel B VIHTepHeTe u paclumpsiTe
BO3MO>XHOCTN COBMECTHOM paboThbl € Apy3bsaiMU U Konneramu. Bcs Balwa gedatenbHOCTb ByaeT HaxoauTbCs B Npegenax AOCTYMHOCTU
6avkaiiiero Be6-6pay3epa nam cMapTdoHa — paboTaiiTe, KOraa XoTuTe 1 rae xotute.”

BonnowleHne naen B X13Hb

Bo3mo>xHoCTH OnucaHue Fae HaxoauTca
M npenmyLlecTBa
HoBuHka! CNapPKAQHMHBI [ns HarnsagHoro o6o6LieHns JaHHbIX UCMOJb- e Ha Bknagke BcraBka B rpynne Cnapk-
3ytoTca HebonbluMe AuarpamMmbl, pasmellae- NaiHbl  WeNKHUTe 3nemMeHT CTpoka,
Mble B siYerke pPAfOM C COOTBETCTBYHOLLUMMU Cron6eu v Beimrpbiw/npourpbiLu.
3HaYeHNAMM.

# [lna goctyna K Be6-CTpaHULIAM MW C UCMO/b30BaHMEM CMapThOoHa TpeByeTca COOTBETCTRYHOLLEe YCTPOCTBO 1 NoaKtoueHe K IHTepHeTy. Be6-hyHKLMM MCMOL3YIOT NPUAOKEHMS
Office Web Apps, uto TpebyeT Hanmums nogaepxmeaemoro bpaysepa Internet Explorer, Firefox nawn Safari, a Takxxe SharePoint Foundation 2010 nan Windows Live ID. [lns HekoTopbIx
dyHKLUMI Heobxoanma ycTaHoBka cuctembl Office Mobile 2010, koTopas He BxoauT B coctaB npunoxenui Office 2010, Habopos npunoxeruin uam Beb-npunoxennii Office Web Apps.
®yHkunm Beb-npunoxenmnin Office Web Apps, Office Mobile 2010 v npunoxenwuii Office 2010 moryT oTanyaTbes.
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YnyuweHue! VCAOBHOE HoBble napameTpbl MO3BOAAIOT ObICTPO BM3Y- e Ha Bknagke FnaBHas B rpynne Cruam
POPMATUPOBAHME ann3nposatb W MOHWMAaTb gaHHble. C nomo- LenkHUTe 3n1eMeHT YcnoBHoe ¢op-
Wb CTWNEN, 3HAUKOB, MMCTOrPaMM, a Takxe MaTupoBaHue.
rPagneHTHbIX 3a/MBOK C rPaHMLLaMM 1 CNJIOLL-
HbIX 3a/IMBOK 3HauyeHuWs oTobpaxatoTcs bosee
HarnsgHo.
HoBuHkal Cpes VIHTYUTVBHO noHATHas ouabTpauus 6onbwimx  [ns cBogHOM Tabaunupl:
06BbEMOB JaHHbIX 338 MeHbllee YUCIO Aeu- e Ha Bknaake Pa6oTa co cBOAHbIMM Ta6-
cTBMI Bnarogaps NPUMEHEHUI0 HOBbIX GYHK- navuamu | Mapamertpei B rpynne Cop-
UMM Ccpe3a u paclUMpPEeHnto BO3MOXHOCTEN TUPOBKa M GUALTP BbIGEPUTE KOMAHZY
BM3ya/lbHOrO aHa/av3a C MOMOLLbIO CBOAHbIX BcraBuTb Cpes.
Tabauy 1 guarpamm. o
W v Anarp [na ceogHOWN Anarpammel:
e Ha Bknagke PaboTa co cBOAHbLIMU Aua-
rpammamu | AHanums B rpynne [laHHble
BblbepuTe KOMaHAy BcraBuTh cpes.
HoeuHka! PowerPivot aag Excel Ana addexTnBHOrO MoaenvpoBaHua HGusHec- e Tpebyercs 6HecnnaTHas oOTAenbHas 3a-

2010

CUeHapveB MOXHO 3arpy3uTb HaACTPOMNKY
PowerPivot ans Excel 2010. OHa no3soaset
6bicTpO  ObpabaTbiBath HosbliMe ObOBbEMbI
JaHHbIX (Hepeako B MUINOHBI CTPOK), obec-
meuvBaeT MPOCTYHO WHTErpauuio  AaHHbIX
W NpeAoCTaBAsieT BO3MOXHOCTb 6€3 JNLWHUX
YCUIWA  MNpeAcTaBuTb  JaHHble  aHaausa

¢ nomMolubto SharePoint 2010.

rpyska. [lononHWTeNbHbIE CBEAEHUSA CM.
Ha Beb-calTe

http://www.powerpivot.com.

Mpumeuanue. PowerPivot ansa SharePoint Tpebyert
SQL Server 2008 R2 Enterprise Edition nan 6onee
nosgHtoto Bepcuto 1 SharePoint 2010.
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HosuHka! PUABTD MOMCKA

BbICTPBIN MOWUCK CBA3AHHbIX 3N1EMEHTOB Cpeau
MWJIIMOHOB JOCTYMHbIX BAPUAHTOB B PeXMMaxX
Tabnuny, CBOAHbIX TabauL, WAW CBOAHbIX AuWa-
rpaMm.

e B aktvBHOW Tabanuue wam cBOAHOM Tab-
nue LWenKHWUTe CTpenky |¥ | oTobpa-
XKaemyro B 3arofloBKe CTPOKMU
nan ctonbua, 4ytobbl OTKPbITE QUALTP
nowucka.

e B cBogHOW Tabavue MOXHO LIEeNKHYTb
cTpenky, oTobpaxkaemyto npwu HaBege-
HUWM yKasaTens Ha UMs Moas B pasgese
Cnucok noneu cBoagHOW Tabaunubl Nog,
3aronoBkom Bbibepute nons ansa go-
6aBseHUA B OTUerT.

e [lna goctyna K GUIbTPY MOUCKa B CBOA-
HOM AMarpaMMe HaXMWTe VHTepaKTuB-
HYHO KHOTMKY.

Ynyuwenne! MpeACTaBAEHMS

CBOAHOM TOOAMLLBI

MoBbIlWeHHas MPOU3BOANTEIBHOCTb, 6s1aro-
fapsa Yemy YCKOpseTcs W3BJeYeHue, COpTM-
poBka u duabTpaums AaHHbIX. Kpome TOro,
[OCTYMHbl HOBblE BO3MOXHOCTYW, B TOM 4ncC/ie
MOBTOP Ha3BaHWW CTPOK W LUECTb HOBbIX Bbl-
yncneHuin «Mokasatb Cymmy Kak».

MoBTOP Ha3BaHWU CTPOK:

e Bbibepute cBoAHYO Tabaumuy. ABTOMaTH-
yeckn nossasetca Bknagka Pa6orta
co cBoAHbIMU Tabauuamun. Ha Bknagke
KoHctpykTop B rpynne Makert LWenKHU-
Te aneMeHT Makert otuera, a 3atem [Mo-
BTOPATb BCE MOANUCU 3/IEMEHTOB.

[ns oTobpaxkeHus cnucka BblunciaeHus «lo-
kazatb CyMMy Kak» BbINOJIHUTE  OAHO
N3 CnepyroLLmxX AeNCTBIUi:

e BbibepuTe nose 3HaUYEHUN B CBOAHOW
Tabavue, a 3aTem Ha Bkiagke Pab6ota co
cBoAHbIMK Tabauuamu | MapameTpbl
B rpynne BbiuvcneHusa BbibepuTe ane-
MeHT Mokasatb Cymmy Kak.
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Ynyuwenue! UHTEPAKTUBHOCTb C NMOMOLLBIO HOBbIX MHTEPAKTUBHBIX KHOMOK Ons poctyna K napameTrpam ¢uabTpa-

CBOAHOM AMATDOMMBI CI)VIanpaLI,vVIﬂ BbIMOJIHAETCA HEenocpesCTBEHHO LMW LWENKHUTE WMHTepaKTVMBHblE KHOMKWM
B CBOJHOW Anarpamme. B CBOJHOW Anarpamme.

HoBuHka!l BCTABKA MpocTtoe MHOrokpaTHOe MCMo/b30OBaHWe Co- YTobbl BCTaBUTb COAEPXMMOE, LLEeNK-
C AMHOMMYECKMM 4EP>XXMMOTo C NMOMOLLBIO MpesBapuUTeNbHOro HWTE B HYXXKHOM MeCTe KHUTU.
NPEABAPUTEABHBIM NPOCMOTPa TOro, Kak OyAeT BbIrNAAETL MH- Ha Bknagke Mnaeuas B rpynne Bydep
NPOCMOTPOM dopmauua nocse BeINONHEHUA onepaumun Ko- obmeHa LeKHUTE CTPeKy Nog KHOM-

NPOBaHWA 1 BCTaBKU. ko BcraBuTb, UTOGBI NPOCMOTPETL Ma-
pamMeTpbl BCTaBku. Vinn npaBoi KHOMKown
MbILWW LWEJKHUTE B MECTe BCTaBKM, YTO-
6bl MPOCMOTPETb NapamMeTpbl BCTaBKM.
3aTeM HaBeawWTe yKkasaTelb Ha OT-
Ae/bHbIA BapuaHT Aas NpocMoTpa pe-
3yNbTaToOB UM BblIOepuTe HYXHbIN MNapa-
MeTp BCTaBKMW.

MNapameTpol BCTABKM:

FE==4EA

HoBwuHka! BOCCTOHOBAEHME CnyyaiHO 3aKpbliv pabouyto KHUry 6e3 cox- Mepenante Ha BkNagky ®aiin, 4TOGHI
HEeCOXPAHEHHbIX paHeHuns? He ctpawHo. B Excel 2010 BoccTa- OTKpbITb  MpeActaBneHve  Backstage.
BEPCUM HOBUTb HECOXpaHeHHble BEPCUM TaK e Npo- Ha Brrapke «CeeaeHna» noa saronoe-

< KoM Bepcum npocMoTpute AOCTYMHblE
CTO, Kak OTKpbITb ¢aln. B npeacraBneHmm
aBTOMATUYECKM COXPaHEHHblEe Bepcuu
Backstage MOXHO NpocMoTpeThb A0 NATW aBTO-
WAN LWeNKHUTe YnpaBrieHne BepcuamMm
COXPaHEHHbIX BEPCUWA paHee COXpPaHeHHbIX ANA OCTYNa K KOMaHAe BOCCTaHOBMTH
daiinos. HecoXpaHeHHble KHUTW.

YnyuweHue! MPOM3BOAMTEABHOCT MoBbllEHHasA NPOW3BOAUTENBHOCTb M pacun-  HenpumeHumo
NOCTPOEHMS PEHHble NUMWTbI 4SSl MOCTPOEHNSA AWarpamm
AMATDAMM Mo3BO/IAOT  OJHOBPEMeHHO obpabaTbiBaTh

60oNbLUE 31EMEHTOB JaHHbIX.

CrpaHuua 106 13 198

=a.0Office



Bo3morxHoCTH
M npenmyulecTBa

OnucaHue

Fae Haxopautca

1 . -
YnyuweHue! HaacTpoiika «Momck BbimosHeHVe aHanuMsa «4yTto, ecam» C NoOMO e Ha Bknaagke [ara B rpynne AHanums.
peLLEHUIM Wbto nepepaboTaHHOW HAACTPOWKM «MOUCK  ng BratoueHMs v 3arpy3ku HAaACTPONKM «TTo-
peweHnn». TlONCK OMTUMA/bHBIX PEeWeHUnA e peLLeHUi» BbINOAHUTE CReaytoLme Aeit-
C MOMOLLbIO METOAOB MOWUCKA PELIEHWI, TaKUX ey,
Kak HoBbl onTumumzaTop Evolutionary Solver, . -
e [leperigute Ha Bkaagky ®Paiin, uyTOObLI
Ha OCHOBE TeHEeTUYeCKMX W 3BOJIFOLMOHHbIX
< OTKPbITb NpeacTaBieHve Backstage, a
ANrOPUTMOB  C YNIYYLUEHHBIMW  JIMHENHBIMU
. 3aTem wWesnkHute Mapametpbl. B gnano-
N HeNMHeNHbIMKU MeTogamu. Hosas dyHKLUMO-
roBom okHe «[lapameTtpbl Excel» wenk-
Ha/IbHOCTb MO3BOJIAET MOLIAroBO MPOXOAUTb o
HuTe Hapcrponkn. B packpbiBatowemca
NPO6Hble peLleHUs UM MHOTOKPaTHO WCMOb- o
cnNucke YmnpasieHMe B HUXKHEW 4actu
30BaTb Mogenn orpaHu4veHunsa. Kpome Toro, .
M BKNagkn  «Hapctponku»  Bblbepute
BOCMO/b3yNTECh HOBbIMU I106anbHBIMU Napa- ”
Hapctpoukn Excel, a 3atem wenkHuTe
MeTpamMu OnNTUMM3aLMKW, HOBbIMK OTYeTaMu <
. Mepeutn. B ananoroBom okHe «Haga-
O IMHENHOCTU 1 BBIMOJIHUMOCTM 1 MHOTUM < <
. cTponku» BbibepuTe lMouck pelueHUn,
APYTUM. a 3aTeM HaxxmuTe KHornky OK.
Mpumeuanue. Hagctporika «lMouck pelueHuin»
AOCTYMHa U B 64-pa3psajgHon Bepcun.
1 - .

Ynyuwenwue! TOYHOCTb ADYHKLLMI HoBble anroputMbl 1 6osee 3HaunMble MeHa  [lpocmoTp HoBOW KaTeropumn «CoBmecTumas
GYHKUMA  MOBBIWAKOT  MPOU3BOAUTENBHOCTE  GYHKLMA» ANA ONpeeseHns pasandmin Mexay
b6onee 45 cratMcTMUeckux, GUHAHCOBBLIX  CTapbIMW U HOBbIMW BEPCUAMMN QYHKLNIA:

n MaTemaTuyeckmx OyHKUWMA. bonee paHHwWe e Ha Bknagke ®opmynbl B rpynne Bu-
byHKUMKN TakxKe NoajepkumBaroTca Ansa obec- 6amoTeka pyHKUMIi BbibepuTe Jonon-
nedeHna COBMeCTMoCT. HUTenbHble PyHKUMK, a 3aTeM — CoB-
MeCTUMOCTb.
HoBuHkal! Co3gaHve 1 oTObpaxeHMe MaTeMaTU4eckmx e Ha Bknagke BcraBka Brpynne Cum-

POPMYAbI

dopmyn ¢ WMpokUM Habopom cpeacTB peaak-
TUPOBaHMSA.

BOJIbI WenkHUTe ®opmyna.

Mpumeuanne. Popmyna He BKIHOYAETCA [AO TeX
nop, Moka Mo3vLusA BCTaBKWM HaXOAWTCA B TEKCTO-
BOM roJie.
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HoBuHka CpeACTBa byabTe Xy[OXXHUKOM-TPadUKOM U pesakTu- Bbibepute wunsobpaxeHue. Uan, utobbl
1 ynyuduweHue! PEAQKTUPOBAHMS pynte ¢otorpadum 6e3  [ONONAHUTENbHbIX BCTaBUTb  M300paxkeHMe, Ha BKAajke
M30BPAKEHM cneuunanbHbix  Aporpamm. B konnekumsx BcraBka B rpynne  Wnnrocrpauun
«LiBet» 1 «McnpaBneHne» HaxogaTcA  Ha- wenkHute PucyHok. MNpu Bbibope n306-
CTPOMKM HaCbIWEHHOCTN LBeTa, TOHa LBETa, paxkeHWs aBTOMaTM4eckn OTKpbIBaeTCs
M3MeHeHMA LiBeTa, Pe3KOCTW, Pa3MbITUS, APKO- BKJ1agka Paborta ¢ pucyHkamu > ®op-
CTW ¥ KOHTPaACTHOCTU. MoXHO Ao6aBuTb Takune Mmar.

3¢ deKTbl, Kak GOTOKONMUA, MapKep, pucoBaHmne Hahignte cpeactea XypodkecTBeHHbie
avHuy,  3bdekT cTekna, nacteam WUT. A s¢pdekTbl, Yaaneune ¢owa, Mcnpas-
C MOMOLLBIO YAYYLUEHHbIX CPeACTB 0bpesku neuus wuLlper Brpynne KoppexTu-
nysaneHns ¢doHa un3obpaxeHUs BbIBOAATCS poBKka Ha Bknagke Pa6oTa c pucyHka-
TaK, Kak Hy>HO. mu | ®opmar. Ha3Toii e BKJagke
B rpynne Pasmep HaxoAuTca CpPeacTBO

O6pes3Ka.
Ynyuwenwue! AOMOAHUTEABHbIE Vicnonb3oBaHMe LWMPOKOro JuanasoHa fJo- Ha sknagke Maket cTpaHuubl B rpynne

Tembl Office

NONHWTENbHBIX, NpodeccnoHanbHO pa3pabo-
TaHHbIX Tem Office. Mpoctoe nprvMeHeHne co-
rnacoBaHHoro Habopa LWpUPTOB, LBETOB
n rpadmyeckmx addexTos.

Tembl WenkHUTE 31emMeHT Tembl.

CrpaHuua 108 13 198
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YnyuweHue! AOMNOAHUTEAbHbBIE Co3gaBaTb CxeMbl Ha BbICOKOM npodeccmo- e Ha Bknagke BcraBka B rpynne Wnnto-
pPUCYHKM SmartArt Ha/lbHOM YPOBHe TaK >e MpPOocCTo, Kak $opmn- cTpaumum HaxmuTe KHonky SmartArt,

poBaTb MapKupoBaHHbIN cnucok. B Office a 3aTem BblbepuTe MakeT SmartArt.
2010 BKAKOYEHbI AECATKW AOMOJAHUTENbHbIX
mMakeToB SmartArt, nossosstowme 6onee 3¢-
GEKTVBHO W HarnsigHO OTobGpaxkaTb BaXKHble
naev n HennHelHble KoHuenumm. Kpome Toro,
npeactaB/ieHbl JOMNONHUTE/IbHbIE UHCTPYMEH-
Tbl Ans paboTbl C Anarpammamu B popmate
PUCYHKOB, a TakKXe peanns3oBaHa BO3MOX-
HOCTb npeobpa3zoBaHus auarpamm SmartArt
B durypeol.

HoeuHka! BCTOBKA CHUMKO BbicTpas BCTaBka CHWMMKOB 3KpaHa B KHUMM e Ha Bknagke Bcraska B rpynne Wanro-

3KPAHA 6e3 Bbixoga u3 Excel. cTpauum LWenkHuTe 3snemMeHT CHMMOK
JKpaHa.

HoBuHka! 64-pA3PAAHOS BEPCUS OnbITHbIM Moab3oBaTensMm Excel wan aHanm- MpumeuaHne. 3Ta BO3MOXHOCTb YCTaHaBANBAETCS
TMKaMm, paboTalolyM € 6OAbLIVMY, WHTeH-  TOJbKO B 64-pa3pagHbix cuctemax. [na nonyueHuns
CVBHO VICI'IOJ'IbByI'OLLI,I/IMVI pecprbl namsaTtm I/IHCTF‘)’yKLI,I/II/I no yCTaHOBUKe N AONOJIHNTENbHbIX CBe-
3NeKTPOHHBIMM TabauLamu, npeanaraetca 64- ~ ACHAM NOceTMTE Beb-caiiT
paspsgHas Bepcus  Excel 2010 w npego- http://office.com/office64setup.
CTaBAsETCA Nojjep>KKa Ans Tabaul, pasmepom
B HECKOJIbKO rurabant.

YnyuuweHue! AEHTa YcoBepLIeHCTBOBaHHaA JieHTa BO Bcex Mpw- e JleHTa oTObBpaxkaeTca B BEPXHEN u4acTu

noxenusax Office 2010 obecneumsaeT 6bICT-
pblA foCTyn K 60AbWKNHCTBY KOMaHA. OHa
MO3BOAISIET CO34aBaTb HacTpavBaeMble BKAAA-
KW v HacTpamBatb wuHTep¢eliic Office 2010
B COOTBETCTBUW C MEePCOHa/bHbIM CTUIEM pa-
60ThI.

3KpaHa.

e Yrobbl HACTPOWTL JIEHTY, B NpPeACTaB-
nenun Backstage wenkHute Mapamert-
pbl, a 3aTem — Hactpoiika /1eHTbl.
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Bo3amorxHOoCTU OnucaHune l'pe Haxoputca
M NnpenmMyLLecTBa

HoBuHka! MpeAcTaBAeHMe BbICTPBIN AOCTYN K HY>XHbIM 3asa4vaM u bonee e [lepenante Ha Bkaagky ®Pain, u4TObbBI
Backstage apdekTnBHaa paborta. lNpeacraBneHne Back- OTKpPbITb NpeacTaBneHne Backstage.
stage, foCTynHoe BO Bcex npuaoxeHusx Of-
fice 2010, 3ameHsieT MeHtO «Dann» npeablay-
wmx Bepcuin Microsoft Office.

bonee addekTnBHas coBmecTHas pabora

Bo3amorxHocTU OnucaHune lF'pe HaxopguTtca
M NpeumyllecTBa

HoeuHka! CoBMECTHOE OpaHoBpeMeHHoe peaakTnpoBaHue KHWUr e JT1a QyHKUMA BKAOYAETCA aBTOMaTM4ec-
PEAQKTUPOBAHME C NONb30BaATENAMY, HAXOAAWMMMNCA B PasHbIX kn B Beb-npunoxeHunn Excel Web App.

B VIHTEpHETE MecTax, U UCKtoYeHMe 610KMPOBKU KHUTU MpK YT1obbl OLEHUTb 3Ty PYHKLIMIO, COXpaHUTe

BHECEHWW U3MEHEHWI. KHUry Ha cavite SharePoint Foundation

2010 wam B nanke Windows Live SkyDrive
W, He 3aKpblBas KHWUTY, MONPOCUTE ApPYro-
ro NnoJib30BaTeNs OTKPbITh €e.

ma.Office
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Bo3smo>xHoCTH
M npenmyLlecTBa

OnucaHue

F'ae Haxopurtca

Ynyuwenue!  yvnno1eHHbIM OBMEH
COOBLLLEHMIMMU
Ynyuwenwme! My©AMKALLMS

B CAY>XKOaX Excel

Mpn oTobpaxkeHun CBEAEHUN O MPUCYTCTBUM
#| MOXHO HaBeCTW yKasaTesib Ha UMs YesioBe-
Ka, 4TOObl OTKPbITb KApTOUKy KOHTaKTa
M HauyaTb obueHne 13 Excel.

Hanpumep, utobbl MPOCMOTPETb HOBYHO Kap-
TOUKY KOHTakTa B 060N pabouert KHure,
MOXHO HaBeCTW yKa3zaTe/lb MbILW Ha CBOMCTBA
KHWUIW, onpeenstolme nMeHa nosb3oBaTenen,
Hanpumep, CBOMCTBA aBTopa W/AW aBTopa Mo-
cnejHuX un3aMeHeHun, B obnactm «CBolcTBa»
Ha Bknagke «CBeseHus» npeacTaBieHus Back-
stage.

OTtnpaBKa pe3y/ibTaTOB aHa/n3a, BKIYas KHU-
TM CO CnapkaaiHamu 1 cpesamu, BCEM COTPYA-
HVMKaM OpraHu3aLuu C nomoLbto nybankauum
KHWUT naHenelt MOHUTOpUWHra B VIHTepHeTe.

e [pe 6bl HM oTObBpaxanacb MHbOpPMaLMA
O TNpWCYTCTBUW, HaBeauTe YyKasaTesb
Ha MMs YenoBeKa, YTOObl OTKPbITb KOH-
TaKTHYHO KapTOUKy M HayaTb Ob6LLEHMe.

MpumeuaHue. [1nA NCNONb30BAHNA CUCTEMDI
obmeHa MIHOBEHHbIMU coobLeHnAMM
WAN CBEAEHUIA O NMPUCYTCTBUKN TpebyeTcs oaHa
n3 cnegyrowmx TexHonorun: Office Communi-
cations Server 2007 R2 ¢ Office Communicator
2007 R2, Windows Live Messenger nan gpyroe
NpUAOXKeHNe 0bMeHa MIHOBEHHbIMK COObLLe-

HUAMN, noaaep>xusatoLiee IMessenger.
Ans ronocoBbix Bbl3oBoB Tpebyetca Office
Communications Server 2007 R2 ¢ Office

Communicator 2007 R2 wan nobbiM  apyrum
npuaoXeHneMm ¢ nogaepxkon IMessenger-
Advanced.

e [lepenanTe Ha Bkaagky ®aiin, 4tobbl OT-
KpbITb NMpezcTaBneHne Backstage. Bbibe-
puTe KOMaHay COXpaHUTb 1 OTMPaBUTh,
3aTeMm CoxpaHuTb B SharePoint
1 BbibepuTe aneMeHT MapameTpbl ny6-
AnkKaummn.

MNpumeuanme. [1na ncnonb3oBaHUa 3Ton QyHKLMK
TpebyeTcs ycTaHoBKa npuioxeHus SharePoint Serv-
er 2010. Mpwn npuobpeTeHnn OTAENbHbIX NPUIOXEe-
HWM Ana nyéankaumm B CNy>K6bI Excel
n3 npunoxenmns Excel 2010 Ttpebyetca ycTaHoOBKa
Microsoft Office 2010 npodeccroHanbHbI NAKOC,
Microsoft Office 2010 npodeccmoHanbHbIR akage-
Muyeckmin nan Microsoft Excel 2010.

=a.0Office
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Bo3mo)xHoCcTU
M NnpenmyLecTsa

OnucaHue

lpe HaxopuTtca

HoeuHka! NMpoBepka MoryT an nogm € HapyLleHUaMN 3peHns nNpo- Mepenante Ha Bknaaky daiin, ytobbl OT-
YUTOEMOCTU ynTaTb JaHHble B BalleWh kHure? HoBoe cpea- KpbITb npeacraBieHne Backstage.

ctBO «[IpoBepka YMTaemMoCT» NPOBepseT A0- Ha Bknagke CBepeHua LeKHUTE 3e-
KYMEHT Ha Ha/in4ymMe COAEPXMMOro, 4TeHue meHT Mouck npobaem, a 3atem — lMpo-
KOTOPOro MOXET Bbl3BaTb TPYAHOCTW, W Npea- BepKa UNnTaemMocCTu.
NnaraeT nollaroBble WHCTPYKLMM MO ycCTpaHe-
HULO Npobaem.

HoeuHka! TabauLbl, NONYYEHHbIE MO 31EKTPOHHON nouTe OTkpbITMEe B pexume  3alyMLLEHHOrO

PEXMM 30QLLMLLIEHHOTO
NPOCMOTPA

CrpaHuua 112 13 198

WK 3arpy>XeHHble 13 VIHTepHeTa, aBTOMaTu-
YeckM OTKPbIBAOTCA B PeXMMe 3allMLLIEeHHOro
NPOCMOTpPa, YTOObI Bbl CMOFAN MPUHATL Bonee
B3BELLEHHbIE PELUeHUs W HE MOABEpPraTb KOM-
NblOTEP BO3MOXHbIM yrpo3amM 6e30nacHoCTU.

NPOCMOTpPa BbINOJHAETCA aBTOMaTNYECKN
npyv  OTKpbITUKN  alina, 3arpy>XeHHoro
n3 NHTepHeTa. Moa neHTOM nossasetcs
MaHesb COOBLLEHNA, WHPOpPMUMpYOLLas
06 oTKpbITUM daina B pexume 3alim-
WEHHOro  MPOCMOTPa W paspeLleHum
Ha pefakTupoBaHue.

[na ynpaBneHua napametrpamu pexuma
3alMWEHHOro  MpPOCMOTPpa  LUeNKHUTe
BKNagky ®awun, 4tobbl OTKPbITb Npes-
cTaBneHve Backstage, a 3aTeM LenkHuTe
anemeHT Mapamerpsbl. WWenkHnTte LeHTp
ynpaBnaeHua 6e3onacHoOCTblO, a 3a-
Tem — [MapameTpbl LeHTpa ynpasie-
HUA  6e3onacHOCTbIO. MapameTpsl
A8 paboTbl B pexvMe  3alMLLIEHHOTrO
NPOCMOTpa HaxoAAaTcA Ha Bkiajkax Pe-
YKMM 3alyMieHHoro npocmotpa v Ma-
pameTpbl 6/510kMpoBKK PaiinoB Anano-
roBoro okHa LieHTp ynpaBneHusa 6e3o-
NacHOCTbIO.
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Bo3mo)xHoCcTU
M NnpenmyLecTsa

OnucaHue

lpe HaxopuTtca

HoBuHka!

HaAeXHble AOKYMEHTSI

HagexHble AOKyMEHTbl ynpoliarot paboTty
B Excel 2010, otkntouas BbIBOZ 3anpocos bes-
OMaCHOCTW ANS KHWT, YXe MPU3HaHHbIX Hajex-
HbIMW.

[na pobaBneHus HaZlexXHOro AOKYMeHTa Bbl-
NONHUTE CNeayroLLme AeACTBUS.

e [lpy OTKPBITUN KHUTK, COAEPXKMMOE KO-
TOPOA  HYXHO MNpPW3HaTb  HaAEXHbIM
(HanpvMep, Makpochbl), B NaHenn coob-
WEHWIM LLeNKHWUTEe 3/1eMeHT BkarouunTtb
cofepXKumoe.

[na ynpaBneHus HaZeXHbIMW LOKYMeHTaMu
BbIMONHNTE ClefytoLLme AeACTBUS.

e [lepelianTe Ha Bkiaaky ®aiin, 4tobbl OT-
KpbITb NpeacTaBneHne Backstage, a 3a-
Tem wenkHuTe Mapametpobl. B ananoro-
BOM OKHe «[apameTpbl Excel» wenkHuTe
LleHTp ynpaBneHua 6es3onacHoOCTblO, a
3aTem — [apameTpbl LieHTpa ynpaBs-
neHua 6e3sonacHocTbio. B gnanorosom
OKHe  LeHTpa  LWenKHUTE  3N1eMeHT
Hape>xHble JOKYMEeHTbI.

HoBuHka! COBMECTHOE MCMOAb-

30BOHME C MOMOLLLbIO
Communicator «14y

C nomouwsbto npunoxeHunn  Excel 2010
n Microsoft Communicator «14» MOXHO Hauu-
HaTb BUPTYyasibHble BCTPEYU HEMOCPEACTBEHHO
c pabouero Mecta 1 obecreumBatb COBMECT-
HbIW JOCTYN K OKHY MPUIOXKEHWA Tak >e Mnpo-
CTO, KaK W OTMNpaBaATb MrHOBEHHble cooblue-
Hus. Takxke obecneuymBaercs yaobCcTBO W
6bICTPOTa COBMECTHOTO MCMNOJ/Ib30BaHWsA pabo-
yen KHWUMM Npu OTnpaBKe MIHOBEHHbIX COO6-
LLLEeHNN HenocpeacTBEHHO M3 Excel.

e [lepenranTe Ha Bkiaaky ®aiin, 4tobbl OT-
KpbITb npeacTaBneHne Backstage. Haii-
AuTe KOMaHAbl OTnpaBUTb MrHOBEH-
HbIM coobueHnem 1 OKHO COBMECTHO-
ro gocryna K JOKYMEHTY Ha BKJajke

OTnpaBnUTb N COXPaHUTbD.

Mpumeuanmne. /[1na COBMECTHOrO MCMNONb30BaHMA
c nomowbto Communicator «14» Tpebyetca ycra-
HoBka npuaoxeHuns Communicator «14» n Micro-
soft Communications Server «14». beTa-Bepcuu
npunoxenns Communicator «14» n Communica-

=a.0Office
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Bo3mo)xHoCcTU
M NnpenmyLecTsa

OnucaHune

lpe HaxopuTtca

tions Server «14» 6yayT AOCTYMHbI BO BTOPOM NOJO-
BMHe KaseHgapHoro 2010 roga.

Ynyuwenme! g3 xopbie cpeacTsa

[octyn kK paboTte u3 nioboro mecra

Bo3amo>xHoCTH
M npenmylLlecTsa

Ynpoctute u HacTponTe MHOrOA3bIKOBOW WH-
Tepderic. MNMonb3oBatenn HECKONbKUX A3bIKOB
MOTYT IerKO OTKPbITb ANanoroBoe okHo B Excel
2010 pna A3bIKOBLIX HACTPOEK A/A pefakTnpo-
BaHWs, OTODOpaXkeHWs, BCMbIBAOLLMX MOACKa-
30K, CNpaBKu.

OnucaHune

e [lepenanTe Ha Bkiagky ®aiin, 4tobbl OT-
KpblTb npegctaBneHne Backstage, a 3a-
TeM wWwenkHuTe MapameTpsbl. B gnanoro-
BOM OkHe lMapametpbl Excel wenkHute
3nemMeHT fA3bIK.
MpumeuaHmne. VI3meHeHWe 3TUX NapaMeTpoB B /itO-
6om npunoxenun Office 2010 pacnpocTpaHseTcs
Ha BCe JOCTYMHbIE NMPUIOXEHUs 3TOro Habopa.

F'pe HaxopuTtca

Hosunkal AOCTYN K KHUIram

B MHTEPHETE

MpocmaTpuBaTth, peAakTMpoBaTh W UCMOAb3O-
BaTb KHWIM COBMECTHO MOXHO Hernocpes-
CTBEHHO B Beb6-bpay3epe. Beb-npunoxeHue
Excel Web App pacwmpseTr pyHKLMOHaNbHOCTb
Excel B VIHTepHeTe Ans BbICOKOro Kayecta
NpeACTaBleHNA U1 YNPOLLEHHOTO pPefakTupo-
BaHUs B 3HakoMoM uHTepdeice Excel. Bbl Mo-
XeTe paboTaTb B 3NEKTPOHHbIX Tabanuax of-
HOBPEMEHHO C APYrMMW MO/b30BaTeNAMU Aa-
e NpW NCNoAb30BaHUN Pa3Hbix Bepcuin Excel.

e [ina opraHusaumii: Tpebyetca Share-
Point Foundation 2010.

e Jlna NANYHOrO UCNO/Nb30BaHUA: TPeby-
eTca becnnatHbli naeHTMdukatop Win-
dows Live ID.

=a.0Office
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Bo3amo>kHocTH OnucaHune F'ae Haxopurtca
M npeumyiLlecTsa

Ynyuwenne!  Eyce| Mobile 2010 Mpunoxenne Excel Mobile 2010 no3sonser e Office Mobile 2010 He BxoauT B cocTaB
OCTaBaTbCA B KypCe MOCAEAHUX W3MEHEHWUN npuaoxeHun, Habopoe Office 2010
1 paboTtaTb, HaxoAAaCb B Noe3jke, B 3HAKOMOM nan seb-npunoxennii Office Web Apps.
Nnosb30BaTeNbCKOM WHTepdelice, cneuunanbHO OHO 6yaeT BbINyLWeHO Ha cMapTdoHax
pa3paboTaHHOM A5 HeHONbLUMX YCTPOMCTB. ¢ Windows  (Windows  Mobile 6.5

nin bonee MO3AHAA BepCUs) C BbIXOAOM
Microsoft Office 2010 B wwupokyto fo-
CTYMHOCTb.

\
o
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InfoPath 2010 — 370 3ddekTMBHOE M NPOCTOE B MCMONb30BaHUN CPEACTBO ANs HbicTporo cbopa MHGOPMaLMKN OT NtoAen, KOTopble
UrparoT BaXkHYH posib Ans Bawero 6usHeca. B couetaHun c SharePoint Server 2010 npeumyLiecTBa NPUAOXKEHNA YBEIMUYMBAOTCA
6narogaps BO3MOXHOCTM obpalyaTbca K 6o/bLeMy KOAUYECTBY /tOAeN B Pa3/IMUHbIX MecCTax, He3aBMCMMO OT TOro, paboTatoT OHM
Ha MK, ncnonbsytoT cmapTdoH unv Be6-6payzep.®® MoHATHble v npocTble dpopmbl InfoPath ucnonbzosanvck B 3HaKOMON cpeje
Microsoft Office, noatomy cobpaHHble gaHHble He TOIbKO H6osiee HajexXHble, HO 1 bonee NonHble. brarogaps oTpacneBbiM CTaHAap-
Tam, Takum kak XML Schema, XSLT, SOAP, XHTML 1.0 WCAG 2.0 (cepsep) v apyrmum, InfoPath ynpoliaeT BHyTpeHHOH MHTerpauuio
W nerko paboTaeT C yCTaHOBJEHHbIMUW CUCTEMAMK, TEXHOIOTUSMU U NPOL,eccamu.

YnyJiweHHble hopMbl yripaerneHusi busHec-npoueccamu B InfoPath 2010

Bo3modkHOCTU OnucaHue F'ae HaxopuTca
M npemmyluecTBa

HoBuHka! InfoPath Filler C nomouwpto InfoPath Filler 3anonHATe popmbl e InfoPath Filler
cTaHOBUTCA npolle. HekoTopble peako uc-
nosib3yemble QYHKLMOHaNbHbIE BO3MOXHOCTH
yAaneHbl.

0 [ins poctyna K Be6-CTpaHMLAM MM C UCMONL30BaHNeM cMapTdoHa TpebyeTca COOTBETCTBYHOLLEE YCTPOWUCTBO W MOAK/IOUeH e K VIHTepHETY. 15 HEKOTOPbIX MOBMALHBIX GYHKLI
TpebyeTcs ycraHoBka npunoxeHus Office Mobile 2010, koTopoe He BXOAWT B NpuioxeHus, Habopsl npunoxennii Office 2010 n Be6-npunoxenus Office Web Apps. OyHkumn Office
Mobile 2010 v npunoxenwuii Office 2010 MoryT oTANYATLCS.

=a.0ffice
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Bo3mo)xHoCcTU
M NnpenmyLecTsa

OnucaHue

lpe HaxopuTtca

Ynyuwenune! goiree BbICTPbIN Cobupalite HeobxoaMMyto MHbOpPMaLLMKO, C Ca- e InfoPath Filler
1 TOYHBI CBOP MH- MOro Hayana WCnosab3ys MPOBEPKY AaHHbIX
dpopmaLmm (obs3aTesibHblE MOASA, AMana3oHbl 3HaYeHWH,
BXOAHON dopmMar), NOACKAa3KN Ha 3KpaHe 1 yc-
nosHoe dopmatmpoBaHue (BblaeneHve aarbl,
€C/IN OHa NPOoCpoYeHa).
Ynyuwenwue! MpocToe NocTpoeHue Co3gaBaliTe CAOXHble GOPMbl C MOMOLLbIO e InfoPath Designer
CAOXHBIX GDOPM FOTOBbIX MpaBWa  (ynpasieHUs npaBuiaMu
1 3KCNpecc-npaBu), MakeToB GOpM u CTUNEN.
Ynyuwenune!  pogoTqa C cbopmamu PaboTaite kak B VIHTepHeTe, Tak © B aBTOHOM- e  UHTerpaums InfoPath ¢ SharePoint Work-
B CETU MAM OBTOHOMHO  HOM pexwMe, UCMO/ib3ys CTaHAAPTHYIO peann- space.
3aumto dopm InfoPath m3 SharePoint Work-
space 2010.
YnyuweHwue! OBbeAMHEHUE AQHHbIX Jlerko obbeauHANTEe JaHHble W3 MHOro4UC- e InfoPath Designer
3 PA3AMYHBIX MCTOY- JIeHHbIX WCTOYHWKOB C MOMOLLbIO MOAKAOYe-
HUKOB HWUI K gaHHbIM Beb-cnyx6, XML, Microsoft SQL
Server n Access 2010 B ogHon dopme.
Ynyuwenve!  Co3paqHME OAHOM InfoPath 2010 obecrneunBaeT eanHoobpasune e InfoPath Designer

AOOPMb

AAS OTODPAXKEHMS KAK
B Bpaysepe, TaK

n Ha T1K

mexay dopmamm Ha MK n dopmamu Microsoft
Office SharePoint Server, npegoctasass 6onee
WIMPOKME BO3MOXHOCTU ANA MoJib30BaTeNen.
B oboux TMnNax dopmM AOCTyMHbI caegyrolme
3NeMeHTbl yNpaBAeHUA: MapKUPOBaHHBIN, Hy-
MEpOBaHHbIN 1 MPOCTON  CMUCKW, CMNCOK
C MHOXECTBEHHbIM BbIOOpPOM, Moje co cnuc-
KOM, rpajpuyeckne KHOMKKW, T[UNepCcblika,
rpynna Bblbopa n pasgen.

=a.0Office
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Bo3amo>kHocTH OnucaHune F'ae Haxopurtca
M npeumyllecTsa

HoBuHkal! AETKO MepPeHOCHUMbIE Mo>HO ynakoBaTb MOJb30BaTe/bCKOe peLle- e InfoPath Designer
hOopPMbI Hue InfoPath co cBssaHHbiMM URL-agpecamu
Ha OZHOM KOMMbIOTEPE W Pa3BEPHYTb 3TO pe-
leHne Ha NtoboM Apyrom cepBepe, YTO MO3-
BOJISIET pa3paboTumkaM pelleHUst C3KOHOMUTb
BpeMs v ycuaus.

Ynyuwenue! | |or0cTHOCTD InfoPath 2010 nyuwe obecneuvBaer LenocT- e InfoPath Designer v InfoPath Filler
MHADOPMALUM HOCTb WHbOpPMaLuK, noasepxusas GopMbl
C UMPPOBON MOAMUCLID Ha OCHOBE KPWMTO-
rpadun cnepyroero nokonexHmsa (CNG).

HoBwuHka! Co3A0HME CDOPM, ®opmbl InfoPath 2010 Ha SharePoint Server e bpay3epbl ¢ nogaep>xkor SharePoint Ser-
COBMECTUMBbIX 2010 Tenepb  ABAAKOTCA  COBMECTUMbIMMU ver 2010, Bkntouas Internet Explorer, Fire-
c WCAG 2.0 ¢ WCAG 2.0 ypoBHsi AA, uTo no3BoAsieT co3ja- fox n Safari.

BaTb qJOprI Aana nosb3oBaTtenen ¢ orpaHu-
YeHHbIM BO3MOXHOCTAMMU.

HoBuHka! PacLUMpeHme pelle- InfoPath 2010 is fully integrated with Share- e InfoPath 2010 u SharePoint 2010.
HWUM HO OCHOBE CPOPM Point Server 2010. InfoPath 2010 noaHocTbto
InfoPath nHterpupyetcs ¢ SharePoint Server 2010. Op-

raHv3auuy, mcnonbsyrolme oba npogykra, ¢
nomoubto  SharePoint MoryT ucnosnb3oBaTb
dopmbl InfoPath 2010 B Beb-6pay3epax 1 Ha
MOOWBHbBIX YCTPOWCTBaX ANS OpraHu3auum
pabounx npoueccoB Ha ocHose SharePoint u
MHOroro Apyroro. Pa3paboTumnku MoryT co3ga-
BaTb Popmbl InfoPath pasnnuHbIMK cnocoba-
MW, HanpyYMep co3jaBasi UX U3 BHELUHUX U pe-
rynsipHeix cnvckos SharePoint.
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Bo3smo>xHoCTH
M npenmyLliecTsa

OnucaHue

F'ae Haxopurtca

InfoPath 2010 noaaep>xuBaeT BO3MOXHOCTb
noayyeHuns AaHHbix XML 13 Be6-cnyx6 REST.
Beb6-cny>x6bl REST ncnonb3yoT BXOAHbIE Napa-
MeTpbl, nepepasaemble no URL-agpecy. Te-
nepb pa3pabotumkn GopM MOryT fUHaMU4Yec-
kn n3meHaTb napameTpbl URL-agpeca B dopme
InfoPath 6e3 koga, HO c NpaBuaamMmn s Noy-
YeHMA HYXHbIX JaHHbIX U3 BeH-cnyxbbl REST.

InfoPath 2010

C nomolubto NeHTbl pa3pabaTtbiBaTh 1 pa3Bep-
TbIBaTb 3NEKTPOHHble GOPMbI CTano elle npo-

Lwe.

InfoPath Designer 2010 v InfoPath Filler
2010

B npegcraBneHnn Backstage wenkHute
anemeHT lMapameTtpbl, 4TOOLI HacCTPOUTbL
NEHTY.

HoBuHka! [MTOAAEPXKKA MOAKAIO-
4EeHMs K AOHHbIM BED-
CAY>XObl REST

HoBuHka! AEeHTa

HoBuHka!

MNpeacTtasaeHmne Back-
stage

CrpaHuua 119 13 198

MNpeactaBneHne Backstage 3ameHseT Tpaau-
UMOHHOe MeH «®Dain» n nossonser addek-
TVBHee BbIMONHATbL 3ajaun C NOMOLLbIO 6onee
yaobHoro goctyna kK HeobxoAMMbIM KOMaH-
Aam.

Mepengunte Ha Bknagky ®aiin, 4ytobbl OT-
KpbITb NpeacTaBieHne Backstage.
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OneNote 2010 npeagocTaBaseT NOAHOPYHKLMOHANBHYH 3aMNCHYH KHUXKY A5 XPaHEHUS M COBMECTHOMO MCMOJIb30BaHWsA MbICIEN,
naen n nHdopmaumn. CoxpaHamte TeKCT, N30bpaxeHus, genarite ayamo- U BUAEO03aMETKM, a TakKe KOMUM COAEP>XKMMOrO, CO34aHHOTO
B Apyrux nporpammax. Co3gante HECKONbKO 3annCHbIX KHUXKEK W Nerko ynpaBasiiTe UMW C MOMOLLbO Pa3INYHbIX CPeacTs, paspabo-
TaHHbIX A8 NPOCTOM OpraHu3auumn 1 HbICTPOro AocCTyna K KOHTEHTY. OyHKLMA COBMECTHOIO MCMO/b30BaHUA MO3BO/AET CO3jaBaTbh
N peAakTMpoBaTb 3aMeTKU OAHOBPEMEHHO C Apyrumu nonb3oBatensmum OneNote 2010 w Beb-npunoxeHns OneNote Web App
nnn pabotatb € O6LMMMN 3aNUCHBIMU KHUXXKAMW A8 NOAAEPXKKN CUHXPOHM3ALMK U aKTyaabHOCTU AaHHbIX.

BonnowleHue naen B Xu3Hb

Bo3modkHOCTU OnucaHue F'ae HaxopuTca
M npemmyluecTBa
HoBwuHkal CBS30HHbIE 30METKM BO3MOXHOCTb CO3JaHNs 3aMeTOK B MPUIOXKe- e Ha Bknagke PeueHsupoBaHue B rpynne
Hum OneNote 2010 npu paboTe B AOKyMeHTe 3aMeTKu LWeNKHUTe 3/1eMeHT CBsaA3aH-

Word 2010, npeseHTaumun PowerPoint 2010 HbIE 3aMETKW.

nam B Internet Explorer, c nocneaytowmnm aBTo- ® [llocne 3TOro MOXHO OTKPbITE COXPaHeH-
HbIi gokymeHT Word 2010, PowerPoint
2010 nan Be6-cTpaHuuy B Internet Explo-
rer 6 wivbonee nosgHen Bepcun
N fenatb 3aMeTKM No xoay paboTbl.

MaTUYeCKMM CBA3bIBaHWEM C pabouen cTpaHu-
Lel B JpyroM NMpuIoXKeHUN.

Mpumeuanue. Pagom c 3ametkamn OneNote nos-
BUTCS 3HAYOK MPUJIOXKEHNS, B KOTOPOM BeAETCA pa-
60Ta. YTODObI OTKPbITb UCXOAHBIA JOKYMEHT B MecTe
PacroNoXeHWs CCbIIKK, HYXKHO LLEeNKHYTb 3TOT 3Ha-
YOK.

=a.0Office
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HosuHka! 3akpenaeHue 3akpenneHve OneNote Ha pabouyem cTONe Ha Bknagke Bug B rpynne lNMpeacrasne-
HO pabBoyYem CToAe no3BoAUT JenaTb 3aMeTkv npu  paboTe HUA  LWEeNKHUTE 3NEMEHT  3aKkpenuTb
B APYTVX MPUAOXKEHUSAX. Ha pabouem cTone.
YnyuweHwue! MAHEAb HOBUIALMM Ha ynydweHHOW naHenn HaBuraumm 3anmcHom MaHenb HaBUrauUM HAxXoOAUTCA B IEBOW
3AMMCHOM KHMXKKM KHUXKKW HaxoAaTCA CpeacTBa AAs ynopajoum- 4acTh 3KpaHa roj NEeHTON.
BaHUS 3anucen U nepexoga Mo 3anucCHbIM
KHMXKKAM.
Ynyuwenne!  popurauma no YayyweHHble ¢yHkumm noucka B OneNote B none Mouck (B npaBoi yactu 3kpaHa
PE3YALTATAM MOMUCKA 2010 otobpaxkatoT pe3yabTaTtbl NoMcka Mo Me- noJA NeHTON) HauHUTe BBOAUTb MCKOMOe
pe BBOAA, HOBaA CUCTEMa paHXVPOBaHUA pe- cnogo. o Mepe BBOAA C/10Ba NOABNTCA
pacluMpeHHas o6nacTb HaBurauuu no
3y/IbTaTOB MOWCKa pacnoaaraet 3amMeTku, cTpa- .
MouncKy, B KOTOPOW oTOobpaxkaroTca pe-
HWLbI, Ha3BaHMA CTPaHWL, U HeJaBHO MWCMOJb-
3y/bTaTbl MOMCKa B MOCAEAHMX PacnoJio-
30BaBLUMECH  JOKYMEHThI B COOTBETCTBUU SKEHMAX, a TakKe TeKCT B 3aro/oBKax
c npeablayuinm BbI60pOM 1 no3Boadert 6bICTpO N Tene JOKYMEHTOB.
HaXOANTb HY>XXHYH MHGOPMaLMIO.
YnyuuweHue! BKAGLAKM CTDQHML, Co3zaBaliTe  MHOTOYPOBHEBblE  BJIOXKEHHbIE Mo ymon4aHuto BKAaAKM CTPaHWL, Haxo-

CTpaHuLbl, CBOpayMBalniTe BJIOXEHHble CTpa-
HVLbl Y NOAb3yWTeCb QYHKUMEN MepeTacku-
BaHWS /11 CO3JaHNA  BJIOXKEHHBIX CTPaHWL,
Kpome TOro, ¢ nomoLlpto naaBatoLLero 3Hauka
«HoBas cTpaHuL@» MOXHO CO3jaTb CTPaHWULYy
TOYHO B HY)XHOM MeCTe.

AATCA B I'IpaBO|7| 4acTn 3KpaHa noj noaem
«[Tounck».
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HoeuHka! BbICTPOE COXPAHEHME OneNote 2010 no3BonseTr 3KOHOMWTb BpeEMS, e [lpu paboTe B ceaHce CBA3aHHbIX 3ame-
nckaoYas HeobXOAMMOCTb  ynopaoYMBaHMS TOK,  CO3JaHun  BbIpE3KM  3KpaHa
CBEAEHWI MOCAE WX COXPAHEHMWS. C MOMOLLbIO 13 npunoxenns OneNote, otnpaske co-
obLeHna 3neKTPOHHOM nouTbl 13 Out-
GYHKUMN BbICTPOro COXpaHEHMUS MOXHO bbICT-
look 2010 B npunoxeHne OneNote
po BbIGpaTh PacnonoXeHne B 3aNMNCHbIX KHUXK- o
WAN NeYyaTn KOHTEeHTa W3 ApYyroh npo-
Kax npu fobaBneHWM KOHTEHTa W3 pa3HbIX UC- rpaMMbl  C OMOLLBIO  BUMPTYanbHOTO
TOYHMKOB, BKIOYAA [JOKYMEHTbl, Beb-CTpa- npuHTepa «OTtnpasuTtb B OneNote 2010»
HULbI N COOBLLEHNA 3/1E€KTPOHHOMN MNOYTHI. OTKPbIBAETCA [AManoroBoe OkHO Bbibe-
pute pacnonoxxeHune B OneNote, B KO-
TOPOM MOXHO YyKas3aTb MeCTO ANSA Bbl-
BOAa pacrnevaTku.
HoBuHka! MoAAEPXKA Co3gaHve u oTobpaxeHWe MaTemMaTUyecKunx e Ha Bknagke BcraBka B rpynne Cumsoibl
MATEMATUYE CKMX bopmMyn B 3amMeTkax C MOMOLLbI LUIMPOKOTO wenkHuTe dopmyna.
JOOPMYA Habopa cpeacTs pesakTMpOoBaHUs GOpMya. Mpumeuanme. [laHHble PyKOMUCHOTO BBOAA MOXHO
npeobpasoBaTb B MaTemaTu4eckyto Gpopmyny, noc-
N1e Yero oTpenaktmpoBaTb C NMOMOLWbIO CPeacTB pe-
AaKTMpOBaHWA. Ha BKnajgke PucoBaHue B rpynne
Mpeo6pa3zoBaHue lienkHUTe PykonucHbii ¢par-
MEHT B MaTeMaTnyeckme CUMBO/JIbl.
HoBuHka! MO>XHO C3KOHOMWTb BpPEMS, UCMOb3YA Te Xe e [pynna CTuamM HaxoAUTCA Ha BKIajke

MpUMeHEHUE CTUAEM
K TEKCTY

coueTaHWs KAaBuLW AN MPUMEHEHUS CTUAei
K TEeKCTy, KoTopble ncnonb3ytorcs B Word 2010.
HoBble ctuan npepoctaBastoT Gonblue BO3-
MOXHOCTe dopMaTnpoBaHus ana 6onee no-
TMYHOM OpraHu3aLnn BalLnx Uaen.

FnaBHaA.

e Van Bocnonb3lymtecb 3HaKOMbIM Co4eTa-
Huem knasuw CTRL+ALT+1,2,3 pna npu-
MEHEHMA CTWeN 3aro/OBKOB U couyeTa-
Huem CTRL+SHIFT+N pans npumeHeHums
cTuna «OBbIUHbIN».
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HosuHka! POPMAT Mo 06PA3LLY ®yHkunro «dopmat no obpasLy», U3BECTHYHO e Ha Bknagke lnaBHas B rpynne bydep
no apyrum npunoxenunam Microsoft Office, obmeHa LlenKHWTe 3n1emMeHT Dopmat
Tenepb MOXHO WCMONb30BaTh W ANS 3aMeTOK. no o6pasuy.
Mpocto wenkHute «dopmat Mo o6pasLy», Npumeuanne. 410661 BCTaBMTL TO Xe hopmaTmpo-
6 BaHVe B HECKOJIbKO Pacno/ioXeHWI 6e3 MOBTOPHOTo
ytob6bl CKONMMpoOBaTb GopMaTMpoBaHuWe Bblge- BLIGOpa DOPMAT Mo 06PA3ILy, ABIKAL LEAKHUTE
JIEHHOro TeKCTa, a 3aTeM LWeNKHUTe p,pyr0|7| nyHKT ®opmar no 06pa3|_||y_
ab3au, uTo6bl NpUMeHNTb GopMaTMpoBaHMe.
HoeuHka! ABTOMOTHYECKIMM Bonee npocton goctyn K 3ametkam npu pabo- e Co3pante cTtpaHuuy OneNote coaHWM
NnepeHoC TEKCTA Te B HebO/bLWMX OKHax, Hanpumep nNpu WuC- KOHTEMHEPOM 3aMEeTKM, KOTOPbIN Ha4u-
NOAb30BaHWUM MpPeACTaBAEHVA  3aKpenaeHus HAETCA y NI€BOTO NOJAA WAV PAAOM C HUM,
N jobaBbTe TEKCT, 3aHMMAIOWMIA 3HaUK-
Ha pabouem ctone. OneNote 2010 aBTOMaTU- A W
Te/bHYHO YacTb WKMpWHbL. Ha Bknagke
yeckn  oTObpaxkaeT  3aMeTkW,  pazdbutble
Bua wenkHUTE 3n1emMeHT 3akpenuTb
Ha CTPOKM MO LUMPUHE OKHa. Ha pa6ouem cTone.
MpumeuaHue. TekcT aBTOMaTMYecku Byaet pasbut
Mo LUMPUHE OKHA, HO (aKTUYECKOe COAepPXKMMOe
CTpaHuLbl U dopmaTUpOBaHUe OcTaHyTca 6e3 n3me-
HeHWI.
Ynyuwenue!  cChuckm [Mpn co3paHnMmM MapKMPOBaHHOIO CrmMcka ycra- e Ha Bknagke MnasHasa B rpynne OcHOB-
HOBKa OTCTyna A8 NepBOro ypoBHA MapKepoB HOW TEKCT LeKHUTE CTPeNKy pAAoM
BbINOJIHAETCA aBTOMATUYECKMU. ¢ 3Haukom  Mapkepbl v Hymepauus,
yTObbI BEIOPaATH GOpMaT cnmcka.
HoeuHka! MakcmmanbHo 3ddekTuBHOE ucnonb3oBaHve  Fpumeuanmne. 3Ta BO3MOXHOCTbL yCTaHaBAMBAETCA

64-pA3pPAAHbIM BbIMYCK

BJIOXXEHWI B HOBOE W CyLLecTBytoLLlee 64-pas-
psagHoe obopyaoBaHMe 3a cyeT 64-paspagHOro
Bbinycka Office 2010.

TONbKO B 64-pa3psagHbiX cucTemax. [ns nonydyeHus
WHCTPYKLUIA MO YCTaHOBKE W JOMOJHUTENbHBIX CBeE-
AeHnn nocetnte Beb-cant

http://office.com/office64setup.

=a.0Office
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HoBuHka! AEHTa

HoBas neHta B OneNote 2010 3ameHseT cTaH-
JapTHble MEHI0 W naHenn MHCTpymeHToB. OHa
obecrieunBaetr ypobHOe, HarnsgHoe pasme-
LEeHMEe KOMaHA, NOTMYeCK CrpynnMpOBaHHbIX
Ha BKJagKkax, Ans 6osnee ObicTporo nowucka
HYXHbIX OyHKUMIA. HoBas neHTa Takxke MoA-
AEPXKMBAET LUMPOKME BO3MOXHOCTU HACTPOW-
KW B COOTBETCTBMM C MEPCOHa/IbHbIM CTU/IEM

pa 60Tbl NONb30OBaTENS.

e JleHTa 3aMeEHSET MEHI W MaHean WH-
CTPYMEHTOB, pacrnoaraBlIMecs B BEPX-
Hel YacTu 3KpaHa.

e UYroObl HacCTPOWTb JIEHTY, B NPeACTaB-
neHun Backstage wenkHute [Mapame-
Tpbl, a 3aTeM — HacTpoiika fieHTbl.

HoeuHka! MpeAcTaBAeHMe Back-

stage

MpepacraBneHne Backstage 3ameHseT obbluHOe
MeHo «Daii» 1 NO3BOAIAET ObICTPO BbIMNOAHATH
Takve onepaumu, kak npegoctaBieHne obLero
[0CTyna, neyatb 1 Nyb6AnKaLmMa 3amMeToK.

e Yrobbl OTKPLITE nNpeacTaBneHne Back-
stage, nepelianTe Ha BKaaaKy Daiin neH-
Thl.

LaOﬁ:ICé
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YnyuwieHue! OBLLME 3aMUCHbIE Tenepb paboTta B O6LEN 3aMUCHON KHUXKE e Utobbl co3paTh 06Uy  3aMMCHYHO
KHMKKMA ctana 6onee NpPocTon v rMbKoK 3a cYeT aBTO- KHWXKY, Ha Bkiagke [ocTtyn NeHThl
MaTUUeCcKoro  BblAeNeHUs  HEeMpPOUUTaHHbIX B rpynne O6was 3anucHasa KHUXKA
M3MEHEHWUN, BBEAEHWA TaKUX CBA3AHHbIX wenkHute Co3paTb o6LLYHO 3anMUCHYHO
byHKUMI, Kak «[louck No aBTopy», U MHOFOro KHUDKKY.
Apyroro. OBLiyto 3annCHYt0 KHUXKY, COXPa-  Mpumeuanme. [L17 COBMECTHOrO WCMOAb30BaHNA
HeHHyto B VIHTepHeTe, MOXHO OIHOBPEMEHHO CYLLECTBYIOLLEA 3aMUCHOM  KHUXKW nepeniaute
PesakTMpoBaTh C APYrMMM MOAb30BATENAMM  Ha BKAaaKy Paiis, utobbl OTKPbLITE MpeaCTaBaeHe
c nomowpto OneNote 2010 u Be6-npunoxe- Backstage. 3atem oTkpolTe Bkiagky Aocrtyn, yto-
Hua OneNote Web App Obl COXPaHUTb 3anMUCHYHO KHUXKY B O6U.I.eAOCTyI'I-
HOM MecTe.
HoeuHka! OTOBPAXKEHUE HOBO- Korga Heckonbko nosb3oBaTeNell COBMECTHO e BHOBb AobaBieHHOe cofep>XMMoe aB-
ro KOHTEHTA U ero aB- paboTatoT B 06LLEeN 3aNUCHOM KHUXKE, HOBOE TOMaTn4eckn BblAeNseTca LBeToM npu
TOoPA COAEPXUMOe BblAenseTcs LBETOM. ITO Mo3- OTKPBITVN O6LeN 3aNNCHOM KHIXKKM.
BO/IAIET BUAETb BCE€ W3MEHEHWs, BHECEHHble e Y1obbl MOKasaTb MM CKPbITb HEMPOUM-
C MOMEHTa Balllero MocjeAHero UCnosb30oBa- TaHHbIE M3MEHEHUA, Ha BKnaAke floctyn
. . B rpynne HenpouuTtaHHble LWeENKHUTE
HUA OBLL el 3aMMCHON KHUXKKK, a TakxKe UHAN-
N aneMeHT NMomMeTUTb KakK NMpoUnNTaHHbIe,
KaTopbl aBTOPOB 3TWX U3MEHEHU. a 3aTeM — [MoKa3bIBaTL HENPOUMTaH-
Hble W3MEHeHUA B 3TOW 3anUCHOM
KHUKKe.
HoBwuHka! Mounck BceX M3MEHEHWI B aKTUBHOW 3aMnCHON e Ha Bknagke [octyn Brpynne O6uwasn

[omck no aBTOpy

KHWXKE, akKTUBHOM pa3sgene Uanm BCeX OTKPbI-

TbIX O6LLI,I/IX 3aMMCHbIX KHU>XKaX no aBTOpPY

3aMMcHasA KHMKKa NCMo/b3yTe KOMaH-
Abl CKpbITb aBTOpOB 1 Haitn no aB-

TOpY.
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Mo Mepe BHECEHWS| W3MEHEHWI pasHbIMU
nonb3osatenamu OneNote coxpaHsaeT bosee
paHHVE BEPCUMN KaXAOW cTpaHuubl. Ecan kTo-
NMBO CNyYyaiHO M3MEHUT COAEPXKMMOE AOKY-
MEHTa, MOXHO MPOCMOTPETb XypHan u3Me-
HEHWI U OTMEHUTb UX B Nt0HOE Bpewms.

e Ha Bknagke Aoctyn B rpynne XXypHan
LeNKHWTe 31emeHT Bepcun crpaHuubi.

MpOCMOTp U BOCCTAHOBNEHWE paHee YAaneH-
HbIX CTPaHML,

e Ha Bknagke Aocryn B rpynne XXypHan
wenkHuTe 3nemMeHT KopsuHa 3anncHown
KHVDKKMW.

C nomMoLbo GYHKLMN BUKU-CCbIIOK MOXHO
6e3 Tpyza CcblnaThCs Ha CBSI3aHHOE COAEpPKM-
MO€e B 3aMMCHbIX KHMXKAX, Hanpumep cTpaHu-
Ubl 3aMeToK, UX pasfenbl Uan rpynnbl pasge-
NnoB, 1 npocMatpmeaTb ero. Co3zaBaiiTe BUKMU-
CCbINKM Ha Ntoboe HOBOE Cogep>KMMOe, UTobbI
KaXZblA MOJb30BaTeNb JAaHHOM  3arnucHOMn
KHUXKM  aBTOMaTUUeCKU MoJjydyan  CCblaKy

Ha HeobxoaVMy MHbOPMaLWIO.

e Ha Bkiagke BcraBka B rpynne Ccbiikm
HaxxmuTe KHonky Ccbinika.

Mpumeuanue. [ns 6bICTPOrO  CO34aHUA  BUKK-
ccbinky Ha ctpanuue OneNote 2010 sBeguTte mmA
pacrionoxeHuns OneNote, ana koToporo Tpebyetcs
[06aBUTb CCbIIKY, B ABOMHbIX KBajpaTHbIX CKOO-
kax — [[ums]]. Npwn pacno3HaBaHMM MMEHWU CTpa-
HWULBI, pasgena Wan 3arnMCHOM KHUXKM 3TOT TeKCT
aBTOMaTuyeckn npeobpasyetca B ccbiiky. Ecam aToT
TEKCT He pacrnosHaetcs, B npuaoxeHun OneNote
CO3/,aeTca HOBasA CTpaHuLa C TakuM MMEHEM.

Hosuhkal Bepcum CTPAHMLL

HosuHka! Kop3mHa 3anmcHom
KHMKKM

HoBuHka! Co3AQHME BUKM-
CCbIAOK

YnyuweHune! 3aLmTta IRM

YTo6bl BaXHble JaHHble MOFAM MpocCMa-
TpUBaTb TO/NbKO COOTBETCTBYHOLLME MOJIb30Ba-
Tenn, AokyMeHTbl XPS, 3awuiieHHble ¢ no-
mowbro IRM, cneayetr BCTaBUTb B 3anucCHble
KHWXXKW B BUZE pacrnevaTtok.

e Ha Bknagke BcraBka B rpynne ®aiiibl
wenkHute 3neMeHT Kak pacneuatky
1 BbibepuTe AokymeHT XPS, 3awmuieH-
HbIM ¢ nomolLlbo IRM.
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1 Y M UH-

YnyuweHue! 93bIKOBbIE CPEACTBA Ynpoctute v HacTpouTe MHOrOf3blIKOBOW WH e Ha Bksiagke PeueHsnpoBaHue B rpynne
Tepdeiic. Monb3oBaTenn HECKONbKUX A3bIKOB A3BIK LWeNKHWUTE 3/1eMeHT fA3biK, a 3a-
MOTYT Jerko OTKPbITb AMaNoroBoe OKHO TeM — f3bikoBble NapameTpbl.
B OneNote 2010 A5t A3bIKOBbIX HacTpoek ~ I1PMMeuaHue.  lismerenve 31X  napametpos

6 B itobom npunoxernmn Office 2010 pacnpocTpa-

ANA peAaKTMpOBaHMﬂ' o010 paerMﬂ' BCMbI- HAETCA Ha BCe AOCTynHble TMNPUAOXKEHUNA 3TOro
BalOLLMX MOACKA30K, CpaBKM. Habopa.

HoBuHka Vicnonb3oBaHne oyHKLMI NepeBoja Mo 3a- e Ha Bksiagke PeueHsupoBaHue B rpynne

CpeacTBa NeEPEBOAC
M ynyduweHue!

Npocy ¥ MWHU-NepeBoAYMKa ANA YNPOLLEeHUs
paboTbl B MHOrOA3bIKOBOW Cpeje.

B cpeactBe «MuHU-NepeBOAUNK» MNpeAcCTaB-
NeHbl
N GyHKLMA
TekcTa B peub Windows, a Takxke BO3MOX-

MOMOLLHWK MO aHMINACKOMY SA3bIKY
npeobpasoBaHns  aHIINNCKOTO
HOCTW ANs 3arpy3kn AOMOJHUTENbHBIX f3bIKOB
418 Nnpeobpa3oBaHUsa TekCTa B peub.

Azbik wWenkHuTe MNMepesoga,.

Mpumeuanune. [ononHuTenbHble A3bIKKM AaA Npe-
obpa3oBaHus TekCTa B peyb MOXHO 6HecnnaTHo
3arpy3ntb C Beb-calita LleHTpa 3arpysku Maii-
kpocodT (http://www.microsoft.com/download).
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[octyn kK paboTte u3 ntoboro mecra

Bo3amorkHocTH OnucaHune lpe HaxopuTtca
M NnpenmyLecTsa

HoBuHkal! AOCTYM K 3QMMCHBIM MpocmaTpuBaiiTe  MnocneiHUe  U3MEHEHUSs, e [ina opraHusauumii: Tpebyetca Share-
KHUXKKOM B MIHTEpHETE XypHan Bepcui W peAakTUpymTe 3anucHyro Point Foundation 2010

KHWXKY OJHOBPEMEHHO C O/b30BaTeNsMY, e [INA JINUHOFO WCMONBL3OBAHWA: Tpe-

paboTatowmmm ¢ Beb-npunoxeHmem OneNote GyeTca  GecnnaTHbIi  MAEHTUGUKATOP

Web App 1 OneNote 2010. Windows Live ID. Be6-npunoxeHnne One-

Note Web App 6yaer goctynHo B Win-
dows Live BO BTOpOI MosOBMHE KaneH-
papHoro 2010 roza.

Ynyuwenue!  OneNote Mobile 2010 MpunoxeHne OneNote 2010 Mobile noszeo- e Office Mobile 2010 He BxoauT B cocTaB
NfeT ocTaBaTbCA B Kypce MOCNefHWX U3MeHe- npuaoxeHunn, Habopos Office 2010
HWI, paboTas B 3HaKOMOM MO/1b30BaTENbCKOM nan Beb-npunoxennii Office Web Apps.
nHTepderice, cneumnanbHo paspaboTaHHOM OHo 6yaeT BbIMyLEHO Ha cMapTPoHax
A1 HeBONbLUNX YCTPOMCTB. ¢ Windows (Windows Mobile 6.5 nan 60o-

Nee no3aHas Bepcus) c Bbixogom Office
2010 B LWMPOKYO AOCTYMHOCTb.

=a.0Office
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Outlook 2010 no3BonseT 3pPEKTMBHO YNpaBAsTb €XeAHEBHOW JAesTeNbHOCTbrO. bnarosaps OOHOBJIEHHOMY BHELIHEMY BUAY
M NOTMYHOWN OpraHn3aLun 3NeKTPOHHOM NouTbl, GYHKLMAM nomcka 1 paboTbl B COLMaNbHbIX CETAX Bbl MOXETE MPUAEPXKNBATLCA CBO-
€ro pacnucaHva v BbIMOAHUTL BCE MOCTaBAEHHble 3aaun. [1pn oXnaaHuM BblaeTa, YTEHUN KHUTU B Kade nav 3aBepLUeHNN BCTpeyun
C KIMeHTOM BaM TpebyeTcs, UTobbl 3n1eKTPOHHasA nNoyTa bbila 4OCTYyMHa B COOTBETCTBUMN C pacnmncaHneM M He 3aBucena oT Ballero me-
ctononoxeHus. Outlook 2010 npegocTaBaseT NOBCEMECTHbIA AOCTYMN K 31€KTPOHHOW NOYTe, KaaeHAapt U afpecHON KHUre, K KOTO-
PbIM MOXHO 06paTUTLCA ¢ Banxalilero Be6-6paysepa uan cmaptdona.® Obuaiitech ¢ MH0ALMM Ha paboTe U AOMa, UCMONb3YA CPeA-
CTBa A/11 MOAKAOUEHUA K pa3/IMyHbIM Beb-cnyxbam u cariTam coumanbHbiX CeTelr, NO3BO/AIOLWME NOALEPKMBATL CBA3b C TEMU, KTO
Ba>KeH A1 Bac.

3! ina goctyna K Be6-CTpaHMLAM UM C UCNONb30BaHNEM CMapThOHa TpeByeTca COOTBETCTRYHOLLEE YCTPOICTBO U NOAKIIOUEHNE K MHTepHETY. BeB-pyHKLIMN 1CMONB3YIOT NPUIOXKEHMe
Outlook Web App, uto TpebyeT Haanuus nogaepxveaemoro 6paysepa Internet Explorer, Firefox nawu Safari, a Takxe Microsoft Exchange Server 2010. a5 HekoTopbIxX GYHKLMA HEOO-
xogmnma ycraHoBka cuctembl Office Mobile 2010, koTopas He BxoguT B cocTaB npunoxenuii Office 2010, Habopos npunoxeHuii nav seb-npunoxennii Office Web Apps. OyHkLmn Beb-
npunoxennii Office Web Apps, Office Mobile 2010 n npunoxenuin Office 2010 moryT oTamyaTbcs.

a.0Office
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Bo3morxHoCTH
M npenmyulecTBa

[NpeACTaBAEHME
«beceaon

BbiCTpblE AEMCTBMA

CrpaHuua 130 13 198

OnucaHue

MpeacraBneHne «PasrosBop» yaydwaeT oTcne-
>XXMBaHWe W ynpaBaeHne CBA3aHHbIMKU COO06-
WEHVUAMW  SNEKTPOHHOW MOYTbl, MO3BOAAA
C NIErKOCTbHO YNPaBAsATh 60/bWMMM OB6bEMaMK
nuceM. llepemMellatb U pa3gensaTb Ha KaTe-
ropuv uenble COOOLWEHNS WAN JaXe WrHO-
pupoBaTb MX MOXHO C MOMOLLbIO BCErO Hec-
KOAbKMX LenykoB. HoBble cpeacTBa ynpas-
JleHVAa pa3roBOpoM MOMOraktT C3KOHOMMUTb
LeHHOe NPOCTPaHCTBO B Manke «Bxogawme».

Co3paBaiiTe M COXpaHsiiTe No/sb3oBaTebCkue
AEVCTBUA  C MOMOLLBIO  QYHKLUMN  ObICTPbIX
aencteuii. OHWM MOMoOratoT ynpaBaaTb CBeje-
HUAMMU 1 BbICTPO pearvpoBaTb Ha HUX, CO3-
faBas v onpegenss oblue 3afaun, BbINOA-
HAROLLMECS OAHMM LLENUYKOM MbllUK. Yaanante
CcoobLeHNs, OTBEYaNTE Ha HUX, MepexoanTe
B KOHKPETHYHO MarkKy, co3jaBaite coobLleHus
3NEKTPOHHOW MOYTbI KOJIJIEram v T. 4.

Fae Haxopautca

MepekntoueHvie B NpescTaBneHmne «becepa»:

e Ha Bknagke Bup B rpynne beceabl ycra-
HoBuTe ¢naxok lMokasbiBaTh Kak 6e-
ceapbl.

Wcnonb3oBaHve cpeacts ynpaeneHus bece-
AaMU:
e Ha Bknagke naBHasa neHTbl B rpynne

YpaneHue ncnonb3yinte KoMaHabl Oum-
ctutb 6eceay n UrHopupoBatb 6ece-

Ay.

e [lpu nepBom BbIGOpe BCTPOEHHOTO Hbl-
CTporo Aewcrsmsa (otamyHoro ot «OTBe-
TMTb W YAaAWTb») OTKPOETCA OKHO
ON1f €0 HaCTPOWKM B COOTBETCTBUMU
co cTunem paboTbl.

UTtobbl CO3zaTb HOBOEe ObICTpOe AeicTBuE,
BbINOJHUTE ClejytoLLee.

e Ha Bknaake NnaBHas B koanekunmn boic-
Tpble AelcTBUA WenkHnTe HoBoe.

Ans ynpaBaeHus v ynopsgoudeHus OblCTPbIX
AEVCTBUIA BbINMOAHUTE CiegytoLee.

e Ha Bknagke [naBHaa Brpynne bBbic-

Tpble AGFICTBVISI Ha>XXMUTE KHOMKY Bbl-
30Ba ANanoroBoro okKHa ANnAa JOCTy-

na K AONONHUTEJIbHbIM MapaMeTpaMm.



Bo3morxHoCTH
M npenmyulecTBa

[MoACKAO3KM

CpeACTBa nomcka

AOMOAHUTEABHbBIE
Tembl Office

CrpaHuua 131 13 198

OnucaHue

OueHb 4acTo HBU3HEc-Noab30OBaTENN OTMPaB-
NAOT COOBLLEHMSs MNOb30BaTENSIM CO CTaTyCOM
«HeT Ha mecTe», cnyyaiHO OTMPaBASOT OTBET
60/1bLLIOMY KONNYECTBY MOAb30OBaTENEN B CMU-
CKe pacCbUIKM WA OTNPaBASOT KOHOUAEHL M-
aJbHble CBEAEHWUS MOJ/b30BATENAM, KOTOPbIE
He SBAAIOTCA COTPYAHWKAMM OpraHm3aumu.
HoBas ¢yHKUMA MNOYTOBLIX MOACKA30K YyBe-
JOMAsET nosb3oBaTens 06 oTnpaBke CO06-
WEHUs MONb30BaTENIAIM B CMUCKE PaCChIIKK,
Mo/Jib30BaTeNto, KOTOPOrO HET Ha MecTe,
WAN NONb30BaTeNsIM, KOTOPble He SBASOTCA
COTPYZAHMKAMW OpraHu3aLmn.

Mpoctota copTVpoBKN 6BO/bLLUNX 06BEMOB
JAHHBIX U MOWCK HYXHbIX CBeAeHUA. KoH-
TEKCTHble CPeACTBa MOoMCKa NO3BOJAIOT Cy3UTb
0b6nacTb MoMCKa W HaWTK BaXKHY MHPOpMa-
Lyto.

HoBble Habopbl TEM NPeAOCTaBAAOT WNPOKME
BO3MOXHOCTM A5 CO34aHns Ha npodeccuno-
Ha/bHOM YypOBHe ftobbIx fokymeHToB Office,
BK/IOUAs COOBLLEHVS 3NEKTPOHHOW MOYThI
Outlook.

Fae Haxopautca

YT06bI BOCMO/Ib30BATLCA JAHHOW (YHK-
umen, Heobxoammo noakatoueHne Out-
look 2010 k Exchange 2010. (MouTtoBble
MoACKasku MOSBAAIOTCA aBTOMaTUUECKH,
eCIM X HacTpoun aaMuHucTpatop Ex-
change.)

MNomectnte kypcop B nose MrHoBeH-
HbIA MOMUCK B BEPXHEW YacTu NpeacTaB-
nenva. KoHTekctHaa Bknagka Cpepgcrea
rnoucka rnoABMUTCA aBTOMaTMYECKM.

B HOBOM COOOLLEHUN 31EKTPOHHOWN MO-
utbl Ha Bknagke lMapametpbl B rpynne
Tembl WenkHUTE 3neMeHT Tembl.



Bo3morxHoCTH
M npenmyulecTBa

CpeacTsa
PEACKTUPOBAHMS
M300PAKEHUM

BcTtaska

C AMHOMMYECKMM
NPEeABAPUTEAbHbBIM
MPOCMOTPOM

CrpaHuua 132 13 198

OnucaHue

ByabTe  XyAOXHUKOM-TpaduKoM W pesakTu-
pynte dotorpadumn 6e€3  AONOSHUTENbHbIX
cneymnanbHblx  nporpamm. M3 konnekuymm
CPeAcTB UcnpaBaeHns nsobpaxeHui Bbibepu-
Te WHCTPYMEHTbl AAS YBENNUEHUS Pe3KOCTU
nan cmardyeHns  dotorpaduii B COOBLLEHMAX
WA BOCMONb3YUTECH Pa3MbITbIMW  LiBETaAMMU.
MoxHO f06aBUTb TakuMe XyJOXKECTBEHHble
abdekTbl, Kak GOTOKOMMA, MapKep, pucoBaHue
nviHuK, 3bdexT cTekna, nactenn u T. 4.

rlpOCTOE MHOTOKpaTHOe MCNoJib30OBaHME CO-
AEPXMMOro C NOMOLbHO MNpeaBapuUTebHOro
npocMOTpa TOro, Kak 6yp,eT BbIr1A4€Tb WH-
q)OpMaLI,VIFI nocne BbINOAHEHMA onepaunn Ko-
nmMpoBaHnA U BCTaBKN.

Fae Haxopautca

Boibepute unsobpaxeHue. Waum, utobbI
BCTaBUTb  M306paxkeHne, Ha BKNaAKe
BcraBka Brpynne  Unnroctpauum
wenkHuTe PucyHok. Mpu Boibope 1306-
paXeHVs aBTOMaTU4eCKn OTKpbIBaeTcs
Bknagka Paborta c pucyHkamu > ®op-
Mmar.

Hanante cpeactBa XypgodkecTBeHHble
apdekTbl, YaaneHne ¢oHa, Wcnpas-
neHna v Usert B rpynne Koppekrtupos-
Ka Ha Bkiagke Pabota c pucyHkamu |
®opmart. Ha 3701 Xe Bkaajke B rpynne
Pasmep HaxoauTtca cpeacTeo Obpeska.

UTobbl BCTaBUTb KOHTEHT, LLENKHUTE
B HY>XHOM MecCTe COOBLLEHUs 31eKTPOH-
HOW MOoUTbI.

Ha Bknagke CoobuweHue Brpynne by-
bep obmeHa LWenKHUTE CTpenKy nog
KHOMKoOW BcTaBUTb, YTOObLI MPOCMOTPETH
napameTpbl BCTaBKW. WAW NPaBO KHOM-
KOW MbILWM LLEeJKHUTE B MecTe BCTaBKM,
yTob6blI MPOCMOTPETH MapameTpbl BCTaB-
KW. 3aTem HaBeguTe ykasartens
Ha OTAEeNbHbIN BapuWaHT AN NPOCMOTPa
pe3ynbTaTtoB U BbiOEpUTE HYXHbIN Mna-
pameTp BCTaBKMW.

MapameTpbl BCTABKK:

) & A

ul

=a.0Office



Bo3morxHoCTH
M npenmyulecTBa

AOMOAHUTEAbHbIE
pPUCYHKM SmartArt

BcTaBKO CHUMKAO
3KpaHa

64-pAa3pPaAHAS BEPCKHS

AEeHTa

MpeACTOBAEHME
Backstage

OnucaHue

Co3gaBaTb CxeMbl Ha BbICOKOM Mpodeccno-
Ha/JlbHOM YpOBHE TaK e MpocTo, Kak Gopmu-
poBaTb MapKupoBaHHbIA cnncok. B Office
2010 BKAKOYEHbl AECATKN AOMOJAHUTENbHbIX
makeToB SmartArt, nossosstowme 6onee -
bEeKTMBHO 1 HarnagHo oTobpaxkaTb BaXKHble
naev N HeAVHeWHble KOHLEenumm.

bbicTpas BCTaBKka CHMMKOB 3KpaHa B CO06-
LLeHNe 3JeKTPOHHON nouTbl 6e3 BbIxoAa
n3 Outlook.

MakcrManbHO 3p¢PeKTMBHOE MCNOAb30BaHMe

BIOXKEHU/ B HOBOE U CyllecTBytollee 64-

paspsgHoe obopyAoBaHve 3a cueT 64-

paspsagHon Bepcum Office 2010.

NleHTa  3aMeHsieT  TPAAWLMOHHbIE  MEHHD
B BepxHel uyactm okHa Outlook v nossosser
ObICTPO HaXxoAUTb HeOOXOAMMblE KOMaHAbI.
Hactpoiite nan cosgalite COBCTBEHHbIE BKIAA-
KW Ha fIeHTe A/1f NepCcoHaAuM3aLmmM CBOEro

ctuns pabotbl B Outlook 2010.

BbICTpbIV JOCTYN K HY>XHbIM 3azayam v bonee
adpdekTMBHasa pabota. lNMpeacraBneHne Back-
stage, fOCTynHoe BO Bcex npuioxeHusax Of-
fice 2010, 3ameHseT MeHio «Parin» npeapl-
aywmx Bepcuin Microsoft Office.

Fae Haxopautca

e (Co3pante coobLieHne 31eKTPOHHON Mo-
uTbl. Ha Bknagke BcraBka B rpynne WUn-

nrocTpauun HaXXMuTe KHOMKY
SmartArt, a 3atem BbibepuTe MakeT
SmartArt.

e (Co3paite coobLueHne 31eKTPOHHON Mo-
yTbl. Ha Bknagke BcraBka B rpynne Wn-
NocTpauumn  LWenkHuTe snemeHT CHum-
MOK 3KpaHa.

MpumeyaHune. 3Ta BO3MOXHOCTb YCTaHaBAMBAETCA
TO/IbKO B 64-pa3psagHbix cuctemax. [aa nonydenus
WHCTPYKLUMIA MO YCTaHOBKE U AOMONHUTENbHbIX CBE-
AeHn noceTtute Beb6-cant
http://office.com/office64setup.

e JleHTa oTObpaxkaeTcs B BEPXHEW 4actu
3KpaHa.

e YT0bbI HacTpoWTb JNIeHTY, B MpejcTaB-
nennn Backstage wenkHuTe Mapamert-
pbl, a 3aTem — Hacrpoiika neHTbl.

e [lepengnte Ha Bknagky ®Paiin, uTobbI
OTKPbITb NpeAcTaBaeHue Backstage.

LaOﬁ:ICé
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Bo3morxHoCcTH
M npenmyulecTBa

QOutlook Social Con-
nector

OnucaHue

Moaaep>xka CBA3N C Nosib3oBaTeNAMM
B COLMa/IbHbIX CETAX, TakWUX Kak NNYHbIe CalTbl
SharePoint, Windows Live van gpyrne nony-
NApHble CTOPOHHME calThl, Takve Kak Face-
book, LinkedIn n MySpace. Jloctyn ko BCem
KOMMOHEHTaM —  OT Leno4yek  CcoobLeHnin
3/1IeKTPOHHON MOYTbl A0 OBHOBAEHUI COCTOS-
HWA — W3 OJHOrO LLeHTPaNN30BaHHOIO Npej-

CTaBJieHuA.

Fae Haxopautca

e QObnactb nonb3oBatenen ansa Outlook
Social Connector aBTOMaTNyeckn oTo6-
paxkaeTcs Nog 061acTbro YTEHUS.

Ytobbl 3arpy3nTb CTOPOHHMX MOCTaBLLMKOB
[/l COLMANbHbIX CETEeN, BBIMOJHUTE Cleayto-
e AencTBusS.

e [lepelignte Ha Bknagky Bug, LlenkHute
anemMeHT O6nactb nosb3oBaTenen
1 BbibepuTe NyHKT HacTpoiika yueTHbIx
3anuceil. B BepxHel yacTu OTKpbIBato-
LLeroca AnanoroBoro OKHa LWenKHuUTe
ccbiiky  FpocmoTp  AOCTYNHbLIX noO-
CTaBLNKOB couManbHbIX ceteii
B UIHTepHerTe.
Mpumeyanue. [11a npocMoTpa COLMaNbHONO KOH-
TeHTa JMYHbIX caiToB SharePoint 2010 Tpebyetcs
Microsoft Office npodeccnoHanbHbili natoc 2010.
N9 NOAKNIOYUEHUS K CTOPOHHUM COLMabHbIM Ce-
TAM TpebytoTcs HaACTPOWMKKM, NpejocTaBAseMble
COOTBETCTBYHOLLMMU coumanbHbIMM ceTaMM.
B 6onblUMHCTBE CyyaeB AN WCMOb30BAHNUS TakmX
coumanbHbIX ceTelt TpebyeTcs MPUHATb YCNOBUSA
nocTaBLLMKa.

CrpaHuua 134 13 198



Bo3morxHoCTH
M npenmyulecTBa

[oAAEPXKKA TRYMMbI
MOYTOBbIX ALLIMKOB

MpoeACTOBAEHME PAC-
MUCAHMI 1 CPEACTBA
COCTOBAEHMSA PACMU-
COHMM AAS TRYMMbI

CrpaHuua 135 13 198

OnucaHue

Ob6beanHeHVe HECKOJbKUX YUETHbIX 3anucen
Exchange B eauHbI NPOGUIb U CUHXPOHM3a-
LMA HECKOJIbKUX YYETHbIX 3arncen 3NeKTPOH-
HOM MOuYTbl M3 Takmx cayxo6, kak Windows Live
Hotmail®, Gmail wnaun npaktnyeckn nrb6Oro
apyroro noctaswmka B Outlook 2010.

MpeaocTaBaeHe CBeAEHWIA O CBOEM pachu-
CaHWUW  JpYrM MONb30BaTENIAM U OTC/IEXMU-
BaHME W3MEHEHWIN WX pacrucaHuii — W13 OA-
HOro YAOBHOro A8 MPOCMOTPa Pacrosoxe-
HVA. B HOBOM npeACTaBAEHUWN pacivCaHWs
rpynna KajaeHgapei pacrnosnaraeTcs ropvsoH-
TaNbHO, UTO Obnervaer mMx npocmotp. lMpo-
CMOTP COBCTBEHHbIX A€/, 3aAay, 3amnaaHupo-
BaHHbIX YJEeHaMu CeMbW WAW KOJIeramu, a
TaKxXe onpeaeneHne AOCTYNMHOCTU 3TUX MOJb-
30BaTenen.

Fae Haxopautca

Mepenante Ha Bknaaky MPaiin, 4TOOLI
OTKpbITb  npepcTaBneHne  Backstage.
Haxmute kHonky [lo6aBUTb yueTHyio
3anucb MoJ CBeAeHUsMU 06 y4eTHOM
3anucu.

B oTkpbiTOM KaneHgape Ha Bkiajke
FnaBHasa neHTbl B rpynne YnopagounTtb
wenkHute [pepctaBneHne pacnuca-
HUA.

Takxe Ha Bknagke naBHaa B rpynnax
YnpaBneHue kKaneHaapavin n O6wuii
AOCTYIN HAxOAATCA CPeACTBa COCTaBje-
HUS  pacnucaHus  Aas rpynn  u apyrue
CBfi3aHHble DYHKLMN.

=a.0Office



Bo3morxHoCTH
M npenmyulecTBa

KaAaeHAQpPb rpynnsb

MNpeABAPUTEAbHbIN
NPOCMOTP KOAEHAQPSA

OnucaHue

Mpn wncnonbzoBaHum Exchange «kaneHzapb
rpynnbl aBToMatnyecky oTobpaxkaetcsa B 06-
NacTn HaBuraumm B MOMEHT MpocMoTpa cob-
CTBEHHOTrO KaneHgaps noab3osatens. lNocne
yCTaHOBKM daaxka psaoM ¢ rpynnoin «KaneH-
Japb rpynnbl» cpasy e MosBATCA KajeHaapw
BCEX YYaCTHUKOB Tpymnmbl. B HUX Nerko MoXxHo
HalTn BecnnaTHbI Mepuos BPeMEHU U ABa-
XAbl LWENKHYTb BPEMEHHYH LUKasy, 4ToObl
co3jaTb HOBOE MpUrnalleHne Ha cobpaHue
AN TPpYynMbl.

MrHOBEHHbIV MPOCMOTP KOHQINKTOB KasieH-
Japs  WAN CMEXHBIX 3/1IEMEHTOB Ha CHUMKeE
KaneHgaps, OTOOpaxKeHHOM B NMpurialleHnn
Ha cobpaHue, AN O4HOBPEMEHHOIO UTeHWs
MpWrialeHns 1 NpoBepku Aatbl B COBCTBEH-
HOM KaneHzaape.

Fae Haxopautca

e KaneHgapb rpynnbl  aBTOMaTU4eCKu
oTobpaxaeTca B obnactv  HaBurauumm
«KaneHgapb».

Mpumeuanue. /[Ins aBTOMATMUYeCKOro CO3AaHuA

KaneHzaps rpynnbl HEOBXOAMMO HaCTPOUTb JaH-
Hble IMHKMM OTYeTHOCTM B Exchange.

e [losBnserca aBTOMaTMYecku B Mpuria-
LIEHUN Ha cobpaHue.
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Bo3morxHoCTH
M npenmyulecTBa

yrpoLeHue
B3QMMOAENCTBUS

DKCNPEeCC-KOHTAKTHI

OnucaHue

MrHOBEHHbI NPOCMOTP AOCTYMHOCTU APYruX
nosb3oBaTesnen. [ns otobpaxeHWs HOBOro
KOHTaKkTa JOCTaTOYHO HaBeCTW yKasaTesb Mbl-
UM Ha ero MMs, a 3aTeM HauaTb ObLLEHMeE.

Bbnarogaps akcnpecc-koHTaktam Outlook 2010
npegocTaBniseT fJoctyn k koHTtakTam Office
Communicator HenocpeACTBEHHO W3 Nanku
«Bxopawme».

Fae Haxopautca

e [lpocMOTp AOCTYMHOCTU APYrMX MNOJb30-
BaTenen npu NpocMoTpe WMMeHW Mpak-
TUYeckM B KaxgoMm anemeHTe Outlook.

e UYToObl BBLIBECTM KAPTOUKY KOHTaKTa,
HY>KHO  HaBecTu  ykasaTesb  MbIWn
Ha nms.

MpumeuaHue. /115 NCNONBb30BaHUS CUCTEMbI 06-
MeHa MFHOBEHHbLIMU COOBLLEHUAMMN WU CBEAEHWI
O NpUCYTCTBUM TpebyeTcs O4HA U3 CNeAYHOLLMX Tex-
Honorui: Office Communications Server 2007 R2
¢ Office Communicator 2007 R2, Windows Live
Messenger uau gpyroe npuioXxeHne obMeHa
MIHOBEHHbIMM COOBLLEHMAMK, MOAJEPXKMBaAtOLLEE
IMessenger. [na ronocosbix BblI30BOB TpebyeTcs
Office Communications Server 2007 R2 c Office
Communicator 2007 R2 nan arobbim apyrum npwm-
noxxeHveM ¢ noaaepxkoi IMessengerAdvanced.

e [lpocMOTp OCyLLecTBAAETCA B OCHOBHOM
npegcrasneHnn Outlook B HUXKHeN npa-
BOW 4acCTu 3KpaHa.

Ansa oTobpaxeHWs 3KCMNPEeCcCc-KOHTAKTOB Bbl-
MOJIHUTE CleaytoLime AeCTBUS.

e Ha Bknagke Bupg B rpynne Makert Lienk-
Hute Cnucok pen, a 3arteM — IKC-
Nnpecc-KOHTaKTbI.

Mpumeuanue. Tpebytotcs Microsoft Office Com-
munications Server 2007 R2 wu Microsoft Office
Communicator 2007 R2.
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Bo3morxHoCTH
M npenmyulecTBa

MonCK AtoAEM

[ToMCK NOMELLEHMUS

A3bIKOBblE CPEACTBA

OnucaHue

MpocToi n npamon goctyn k koHTakTam Office
Communicator. HauHnTe BBOANTE MMS 4Yeno-
BEKa, KOTOPOro Bbl WLleTe, B none «Hawtn
kKoHTakT», U Outlook 2010 BbINOAHUT MNOWUCK
B aApPeCHOM KHWre, MNOCTOSHHO oOTobpaxas
CMNCOK NMOAXOAALLMX KOHTAKTOB.

Tenepb nonb3osatenn Exchange moryt nna-
HMpoBaTb ncnonb3oBaHme nomeLyeHmns
415 cCOBpaHna  HemocpesCcTBEHHO W3 HOBOTO
npuraaweHns Ha cobpaHue. HyxHo npocTto
BblOpaTb rpynny MNOMELWEHNI WAN 3aaHne
415 cobpaHus, v CpeacTBO MOWCKa MoMmelle-
HUA OTOOpa3nT Bce CBOOOAHbIE Ha AaHHBIN
MOMEHT KOMHaTbl.

Ynpoctute v HacTpoOrTe MHOTOS3bIKOBOW MH-
Tepdeiic. MNMonb3oBaTeNN HECKOJbKWX A3bIKOB
MOFYT JNIErKkO OTKPbITb  AMaJOrOBOE  OKHO
B Outlook 2010 ans A3bIKOBbIX HACTPOEK
O pefakTUPOBaHWS, OTOBPaXKeHWs, BCMbl-
BaMOLLMX MOACKA30K, CNpaBKML.

Fae Haxopautca

e Ha Bknagke naBHas B rpynne Haitm
nomMectute Yykasatenb B nose Hantm
KOHTaKT.

Mpumeuanue. Tpebytotcs Microsoft Office Com-

munications Server 2007 R2 wu Microsoft Office
Communicator 2007 R2.

e B HOBOM npurnaweHun Ha cobpaHue
Ha Bknagke CobpaHue B rpynne lMapa-
MeTpbl WwesnkHuTe Mounck nomewyeHwnii.

Mpumeuanmne. Tpebyetrca Microsoft Exchange
2010.

o (Co3paitTe coobLueHne 31eKTPOHHON Mo-
yTtbl. Ha Bknagke PeueH3upoBaHue
B rpynne fAsbiK LWeAKHWUTE 31eMeHT
A3bIk, a 3aTeM — fi3bIKOBble NapameT-

pbl.
MpumeuaHne. VI3veHeHne 3TUX nNapameTpoB
B ntobom npunoxeHunn Office 2010 pacnpocTpaHs-
eTCA Ha BCe JOCTYMHble MPWI0XeHWs 3Toro Habopa.
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CpeAcTBa NepeBoAd

MNpeaAraraemeole
KOHTOKTbI
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OnucaHue

Vicnonb3oBaHne ¢yHKLMIA MepeBoja Mo 3a-
npocy, napaanensHoOro nepesoa v MUHU-Me-
peBoAuYMKa, YTOObI YNPOCTUTL PaboTy B MHO-
rosA3bIKOBOM «MuHun-

cpege. B cpeactBe

nepeBOAYMK»  MpeAcTaBieHbl  MOMOLLHUK
Mo aHrNMNCKOMY A3bIKY W GyHKLMSA npeobpa-
30BaHWUA aHIMNCKOro TekcTa B pedyb Windows,
a Takke BO3MOXHOCTW A/1f 3arpy3Ku JOMNon-
HUTENbHBIX A3bIKOB A5 Npeobpa3oBaHns Tek-

CTa B peyb.

JKOHOMUWS BPEMEHU W YCUAUIA MPW CO3ZaHnK
HOBbIX KOHTakToB. Co3zaHne noaydyatenen, He
npuHagnexatimx agpecHorn kHure Outlook,
BbINOJ/IHAETCSA aBTOMAaTUYECKN.

Fae Haxopautca

e (Co3pante wau oTkponTe coobuieHne
3NeKTPOHHOW nouTbl. Ha Bknagke Pe-
LeH3MpoBaHue B rpynne AsblK LWenk-
HuTe MNMepeBoa.

MpumeuaHue: JonoaHUTENbHbIE A3bIKWU A/ NPEO-
6pa3oBaHMs TEKCTa B peyb MOXHO 6ecnnaTtHo 3a-
rpy3uTb C Beb-calita LleHTpa 3arpy3ku Maikpocodt
(http://www.microsoft.com/download).

o I'Ipep,naraeMble KOHTaKTbl OTO6pa)Ka|-OT-
CA B NpeacTaBaeHnU «KOHTaKTbI».

® Microsoft®

=a.0ffice



Bo3smo>xHoCTH
M npenmyLlecTBa

AOCTYN K DAEKTPOH-
HOM MoyTe
B MHTEpPHETE
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OnucaHue

YnpaBneHne 371eKTPOHHOW MNOYTON C 06Ooro
YCTPOWCTBa, Umetowero Be6-6paysep. c nomo-
weto Beb-npunoxenns Outlook Web App
MOXHO MPOCMaTPVBaTh COOBLLEHNSA 3NEKTPOH-
HOW MOYTbl, KOHTaKTbl M CObBbITUA KaneHaaps,
xpaHswmecs Ha cepsepe Exchange. B Outlook
2010 npucyTCTBYHOT TakMe NMpuBbIYHbIE KOMMO-
HeHTbl, Kak npegctaBneHve «becega», noga-
CKa3kW, HeCKO/JbKO KajeHgapew, obuine Ka-
NeHjapwn, nepapxvs OpraHv3auuu, CBejeHUs
O 3aHATOCTW U MHOTWe Apyrue.

F'ae Haxopurtca

e Be6-npunoxenne Outlook Web App
(Ha3biBaembli paHee Outlook Web Ac-
cess) Oyaer no-npexHemy JOCTYMHO
knmeHTam Exchange Server B kauecTBe
KOMMOHEeHTa CTaHAapTHOro CorfalleHumn
O JINLLEH3NPOBaHUN.

MpumeuaHue. Tpebyetca nogiatouveHne K WHTep-
HeTy W noajepxwuBaemble 6paysepbl Internet Ex-
plorer, Firefox nnwu Safari.



Bo3smo>xHoCTH
M npenmyLlecTBa

Outlook Mobile 2010

MpoeABAPUTEAbHbIN
NPOCMOTP FOAOCOBOM
MOMTH!

OnucaHue

Mpunoxenne Outlook Mobile 2010 no3sonser
OCTaBaTbCs B KypCe MOCAEAHUX U3MEHEHUN U
paboTaTb B MyTM B 3HaKOMOM MOJIb3OBaTe/b-
CKOM WHTepdelice, cneumanbHO paspaboTaH-
HOM Ana HebonbLwKX ycTponcTs. MNMonb3oBatenu
Exchange cmoryt paboTtaTb cO 3HaKOMbIMU WH-
Tepdericamm Outlook, Takmmu kak npeacTas-
NeHve «becesa», nouck B rnobasbHOM crvcke
aZlpecoB M MPOCMOTP CBEAEHWIA O 3aHATOCTM
ApYyrvx nosb3oBaTtesiell B opraHusaLmu Heno-
CPeACTBEHHO C MOMOLLbIO cMapTdOHa.

Bnarogaps Outlook 2010 1 HOBOW TexHONOTNM
B Exchange Server 2010 tekcT npeobpasoBaH-
HOrO TOJIOCOBOrO COOBLLEHNA OTMNPaBASETCS
BMeCTe C 3anvcaHHbIM peyeBbiM COObLLEHNEM
B nanky «Bxoaswwue». Bnarogaps Beb-6pay-
3epy, KOMMbOTEPY UAN cMapThOHYy obpallaTtb-
€Sl K COOBLLEHNAM MOXHO MPaKTUUYECKU U3 JIHO-
60ro mecrta.

F'ae Haxopurtca

e [lpunoxeHne Outlook Mobile 2010
npeaycraHoBaeHO Ha cmaptdoHax ¢ OC
Windows wu siBnsieTcs MOYTOBbIM K/MEH-
ToM no ymonuanuto. Office Mobile 2010
He BXOAWT B COCTaB MPWIOXEHWNN, Habo-
pos Office 2010 wan Be6-nNpuaOXKEHUN
Office Web App. OHo 6ygeT BbinyLieHO
Ha cmapTdoHax ¢ Windows  (Windows
Mobile 6.5 v 6onee no3gHss Bepcusn)
c BbixogoMm  Microsoft  Office 2010
B LUIMPOKYH JOCTYMHOCTb.

Mpumeuanusa. lMpejcrasneHne «becega» fOCTYNHO
Ha ycTpoicTtBax nog ynpasneHvem Windows Mobile
6.1 nnn 6onee nosgHer BepcuU Npu Haanumm Ex-
change 2010. /[ns ucnonb3oBaHWa raobanbHbIX
CMUCKOB afpPeCcoB W CBEAEHUI O 3aHATOCTU TpebyeT-
ca Exchange 2003 nan 6onee nosgHen Bepcuu.

e [IpeaBapuUTENbHbIA NPOCMOTP rOJI0COBOM
noutbl oTobpaxkaeTca B nanke «Bxoas-
Line».

Mpumeuanue. Tpebyetcs Exchange 2010 u cnyxba
eAiVHOW cncTeMbl 0bMeHa coobleHnamu Exchange.
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Outlook 2010 c lucnetyepomM KOHTaKTOB pacmnosiaraeT MOLLHbIMA QYHKUMAMWU MO YNPaBAEHUIO KIMEHTaMWU N KOHTaKTaMu, NpejHa-
3HaYeHHbIMWN A9 NoBbIWeHNs 3PEKTUBHOCTU MPOAAXK M MapKETUHroBblX Meponpuatuin. CoBepLIEHHO HOBbIN MHTEPdENC, HOBble
CPeACTBa MapKeTMHra 1 ynpasaeHna npoektamu, 3GdeKkTBHbIE BO3MOXHOCTM HAaCcTporkK [lucneTyepa KOHTaKTOB MO3BOAAIOT OCY-
WEeCTBAATb YNpaBAeHWe BCEMU CBeAeHNAMN O kaneHTax B Outlook.

Bo3amo>xHocTn
M npemmylLuecTBa

Paboyme
NPOCTPAHCTBA

MOAHAS HACTPOMKA
cdbopm

Hactpamsaemas
OBAQCTb HTEHMS

Co3aaHue cosep-
LLIEHHOTO HOBbIX 3AMM-
Cen, MOAXOAALLLMX
AAS BM3HEecCa

OnucaHue

YeTbipe paboumx obnactv Ha OCHoBe poJsiei,
B KOTOPbIX MOXHO ynopsagountb 6usHec-
JaHHble: «YnpaBieHne KoHTakTamu», «[1poja-
Xu», «MapkeTuHr» 1 «YrpasaeHve npoekra-
MU».

MonHaa Hactpoika ¢opM «buaHec-KOHTaKT»,
«YyeTHas 3anncb», «BO3MOXHOCTb»
n «lMpoekT».

Boibop BaxkHOW Ans 6usHeca UHPopMaLUK.
MonyuyeHve cBeseHWA O KaXAOW 3anucu
WAV pefakTMpoBaHve 3anucu 6e3 OTKpbITUSA

dopMbl.

Tenepb co3gaBaTb 3anucy, NoOAXoAdlMe
Ans busHeca, MOXHO He TO/JbKO C MOMOLLbHO
bopM «BU3HEC-KOHTaKTbl» U «YUeTHble 3anu-
cn». Co3paBaliTe MNOCTaBLWMKOB, MNaLMEHTOB,
KapAMONOroB, MeXaHWKOB, YrnpaBastoLWmMX Ma-
rasuHamum — BCe, 4TO HeobxoaMmo Ans pa-
60Tbl NpeAnpUATU.

I'pe HaxopuTtca

B obnactn HaBuraumy Haxmute KHOMKY
AncneTtyep KOHTaKTOB.

e Bbibepute pabouyro obnactb, cOOTBET-
CTBYHOLLYHO POAM.

e Otkpoiite nrobyro 3anuch. B npason ua-
CTW neHTbl BbibepuTe MakeT dpopmbl.

e Ha nwobol Bkiagke wWenkHUTe Bbibop
paspaenoB. [N U3MEHEHUA MOJOXKEHWI
pa3fenoB  BOCMOAb3YNTECH  OYHKLMEN
nepeTackMBaHus.

e B npeacraBneHnn Backstage oTkpoliTe
BK/I1aAKy [lucretuep KOHTaKTOB.
e llenkHute Hactpouts.

e Bbibepute 3anemeHT HacTtpoutb TUMbI
3anucemn.
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HoBuHka!

HoBuHka!

HoBuHka!

HoBuHka!

HoBuHka!

Bo3mo)xHoCcTU
M NnpenmMyLecTsa

O6pa3Lbl BU3Hec-
AQHHbIX

LLIOBAOHbI MpoOekTa

YCKOpUTEAD

LLeHTp HOYaOAbHOM
HACTPOMKM

OLuEeHKa MHTEpPECOB

CrpaHuua 143 13 198

OnucaHune

Obpasubl 6U3HEeC-AaHHbIX MO3BOASAT pabo-
TaTb C [lucneTyepomM KOHTakToB 6€3 MMnopta
WK CO3AaHNs COBCTBEHHbIX AaHHbIX. Mpn n3y-
YeHWUU MUHU-NPUNOXKEHNN, pabounx obnacten,
OTUETOB W BbIMOJIHEHWN HACTPOEK MOXHO He
Hecnokontbcs 06 OTPMLATENbHOM BAUAHUW
Ha bu3Hec-JaHHble.

CNOXHBIA NPOEKT CO3AaeTCsA TOAbKO OAWH Pas.
Mocne 3TOro Ans CO34aHUA HOBbLIX MPOEKTOB
Takoro e Tuna cieAyeT WUCMO/ib30BaTb LWab-
JIOHbI NPOeKTa.

Bo3amoxHOCTE 0630pa Bcex OM3HEeC-AaHHbIX.
Bbibop 3HauMMbIX Ans 6GusHeca nokKazaTenewt
M HabAOAEHNE 33 HUMW  HEMOCPenCTBEHHO
B Outlook.

Kpatkmii  o63op  [lucnetyepa  KOHTaKTOB.
OnpegeneHvie BaxHbIX QYHKLMOHaNbHbIX BO3-
MO>HOCTeW 1 U3yyeHne paboTbl C HUMM.

MoBbiweHne 3PPeKTMBHOCTA 3a CUeT peannsa-
LUM B NepBYt0 oyepesb camMbix MHoroobelua-
FOLLMX MHTEPECOB.

lpe HaxopuTtca

B npeactaBneHun Backstage oTkpoiTe
BK/IaAKy [lucrieTuep KOHTaKTOB.

LlenkHuTe anemeHT YnpaBnenue 6asa-
MM JaHHbIX, a 3aTem — [epeiitn K 06-
pasuwy npodwuna opraHmsauun. Ecau
O6pasey, npopunsa opraHU3aLnUUn yXe
NCNo/b3yeTCs, NYHKT MeHto ByaeT Hasbl-
BaTbcA MpeiTn K cBepgeHnamM o npodwm-
Jie opraHmMsaLun.

Ha neHTe B paboueli obnactn Ynpasne-
HuWe nmnpoekTaMmu BblbepuTe 3N1EMEHT
YnpaBneHue wab10HamMn NPoOEKTOB.

Haxmute KHonky [Awucrnetyep KoHTak-
TOB, OTKpOWTe nanky Jlucnetuep KoOH-
TaKTOB.

HaxmuTte KHONKy /[wucnetryep KOHTaK-
TOB, a 3aTeM BbibepuTe 31emMeHT LieHTp
Haya/IbHOW HaCTPOUKMW.

B neBoli yactn neHTbl B paboyein obnactu
MpoaaXkm wenkHWUTe 31emeHT HoBbiN
umHTepec. Pa3sgen OueHka WHTepeca
B NpaBou Yactn Gopmbl.

YT06bI HaCTPOUTbL CUCTEMY MOKasaTenei
Ans busHeca, Haxxmute KHOMKy Kpure-
pUM OLLEHKM.

=a.0Office



Bo3smo>xHoCTH
M npenmyLuiecTsa

OT14eTbl U AMATPAMMBbI

BpemeHHblie rpadomki
NPOEKTOB

ST1AMbI NPOACX
N AEATEABHOCTb MO
NPOACKAM

Hactpansaemble
BKAQAKM
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OnucaHue

AHanu3 6usHeca ¢ nomoubto 70 oT4eTOB, NOA-
JLEP>KMBAIOLLMX AeTasbHbIA MPOCMOTP 3anucen.
B 60/bLIMHCTBO OTYETOB BKJHOUEHb! AMarpam-
Mbl 415 HEMEZJ/IEHHOTO OTODBpPaXKeHNs TeHAEeH-
LM

[MpocMOTp COCTOAHMA KaXAoro npoekra u ero
3ajay Ha gnarpammax [aHTa.

OnpegeneHve 3TanoB NpoAaXx v AeATebHOCTH
no cbbITy Ha KaxAoMm 3Tane Ana GopmMupo-
BaHWA mnpoLiecca npogax, GyHKUMOHMpYoLLe-
ro npv BeAeHun Hebosbloro 6usHeca. ABTO-
MaTMyeckme HanmoMWHaHWA MO3BOAAKOT OTCAe-
>XUBaTb CaMble BbIFrOJHblE CAENKM.

Co3faHne BKIaf0K, Ha KOTOPbIX OTOBpaXKatoT-
cs HeobXoAUMBbIE 3aMnCK U NOoAs. 3annch MOX-
HO OTOUALTPOBATb, OTCOPTMPOBATL U CrPYNMNn-
poBaTb.

F'ae Haxopurtca

ABaxabl LEeNKHUTE MWHU-MPUIOXKEHME
AnarpaMMmbl, BbibepuTe 3HauvyoK oOT4yeTa
B MUHU-NPUNOXEHUN WK BblibepuTe OT-
ueT u3 pasgena Otuerhbl.

LenkHuTe pabouyto obnacte Ynpasie-
Hue npoekTamu. Ecam MUHU-npunoxe-
HWA ynpaBAeHUs MNpPOeKTamMu OTCYTCTBY-
toT, fobaBbTe WX W3 NeHTbl MuHM-npu-
NIOXKeHuA.

B KoHUe neBoro kpas NeHTbl B paboueit
obnactn TMMpopaxkm wenkHnTe Hopas
BO3MOXKHOCTb. JTanbl Mpogaxk 6yayT
OoTOBpPaXKeHbl B NpaBoi yact GopMbl.

Ha neHTe ¢opMbl LENKHUTE 31EMEHT
Tanbl NpoAaX, YTobbl HACTPOUTb 3Tanbl
npogax ans 6usHeca.

UTo6bl CO3saTb BKIAAKY, HaXKMUTE KHOM-
Ky CospaTb BKJIAAKY pPsSjOM C Cylie-
CTBYHOLLMMM BKAAAKAMM.

MpaBoii KHOMKOW MbIWN LLIENAKHATE NtO-
6on ctonbel, u BbIbepute komaHay [o-
6aBuTb cToN6LbI, UTOObLI BbIOPATL akTy-
aNnbHble Ans 6usHeca cTonbubl. Hangute
nons [Jucnetyep KOHTAKTOB, BK/HOYas
fobaBneHHble  HacTpauBaemble  MOAS,
cpean noneli OnpepgeneHo MoJsib3oBa-
Tesiem B narke.

Cs 5.0Office



PowerPoint 2010 npegoctaBaseT 60/bllue BO3MOXHOCTEA ANA CO3AaHUA AMHAMUYECKMX Mpe3eHTauni 1 UX UCNoib3oBaHWA BMecTe
co cnywatenamu. Lnpokme Bo3MOXHOCTM paboTbl C BUAEO- 1 ayanodarinamm no3Boaat 6e3 Tpysa co3haTb NAKOHUUHBIN U SPKUN
BWAEOPOINK, KOTOPbIN NPOMU3BEAET HEM3MNAANMOe BreyaTieHe Ha ayauTopmio. HoBble M yydlleHHble CPeACTBa peaakTMpoBaHuA
BuAeo n dotorpaduii, HoBble 3ddEKTHbIE NEPEXOAbl, PEaNUCTUUHbIE IPPEKTbI aHMMaLUKU NO3BOAAT NPUBAEYb BHUMAHWE K Mpe3eH-
Tauymmn. Kpome toro, PowerPoint 2010 no3sonseT paboTatb O4HOBPEMEHHO C APYrMMW NOAb30BaTENAMU UM pa3MeLlaTb Npe3eHTa-
Um0 B MIHTepHeTe 1 obpaliaThca K Hell mpakTMyecku n3 Nroboro MecTa ¢ NomoLbio Be6-6paysepa uam cmapTpoHa.™

BonnoweHue naen B XusHb

Bo3mo>xHoCTH OnucaHune F'ae Haxopgutca
M npeumyLlecTBa

HoBuHka! BCTPOMBAHME B PowerPoint 2010 ncnonb3yembie BUAeOpO- e Yrobbl BCTABMTL BUAeO U3 dalinos,
BMACO3ANMCEN QMKW MO yMOAYaHWIO BHegpstoTcs B daiin Ha Bknagke BcraBka B rpynne Mynbtu-
13 PAMAOB npeseHTaumn, obecneyrBas MOCTOAHHYI rO- MeAMa LUeNKHWTe 3neMeHTbl Bupeo,

TOBHOCTb Mpe3eHTaLMn K 3amnycky. a 3aTeM — Bugeo u3 daiina.

32 [ina goctyna K Be6-CTpaHMLEAM WK C UCNONb30OBaHWEM CMapThOHa TpeByeTca COOTBETCTRYIOLLEE YCTPOMCTBO U NOAKIIOUEHNE K MIHTepHETY. BeB-(pyHKLNN 1CMONb3YIOT NPUAOKEHMS
Office Web Apps, uto TpebyeT Hanmumsa nogaepxxmeaemoro bpaysepa Internet Explorer, Firefox nawn Safari, a Takxxe SharePoint Foundation 2010 nan Windows Live ID. [lns HekoTopbIx
dyHKLMI Heobxoanma ycTaHoBka cuctembl Office Mobile 2010, koTopas He BxoauT B coctaB npunoxenuii Office 2010, Habopos npunoxeruin nam Bed-npunoxennii Office Web Apps.
®yHkunm Beb-npunoxenmnin Office Web Apps, Office Mobile 2010 v npunoxenwuii Office 2010 moryT oTanyaTbes.

=a.0Office
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Bo3mo)XHOCTH
M npenmMyLLecTBa

OnucaHune

Fpe Haxopautca

HoBuHka! PeAQKTMPOBAHME
M IOPMATUPOBAHME
BMAEO3AMNMUCH
HoBuHka! PeAQKTMpPOBAHUE
AyAMO3anmcen

PepaktnpoBaHue n popmatuposaHme BCTaB-
nsembix 13 GannoB BMAEO3aMNNCEN Hemocpes-
CTBEHHO B npuaoxeHun PowerPoint. MoHTax
BMAgeomMaTepuanos, gobassieHve  3akNagok
Ha BaXXHble MOMEHTbI POJINKA MW 3aMyCK aHW-
MauMM  C OMpefeNeHHoro MOMeHTa, Bblbop
n306paxeHns AnA NpeiBapuUTENbHOrO MNpo-
CMOTpa C NOMOLbIO PYHKLMM 3acTaBKW, AO-
H6aBneHne uncyesaHusa, NPUMEHEHME BUAEO-
ctunen n adpPexkToB, CoOXpaHAeMbIX BO Bpems
BOCMpOu3BeAeHMA.

PepaktnpoBaHue n dopmatnupoBaHve BCTaB-
nsemMbIx U3 dbaninoB ayamosanuceit Hemocpea-
CTBEHHO B npuioxeHun PowerPoint. MoxHo
MOHTMpOBaTh ayaunodannbl, AobaBaATb 3a-
KNagkn v npuMeHatb  3GdekTbl  MaaBHOro
Haydana 1 OKOHYaHUA.

Bblgenvte BuAeo3anucb B NMpe3eHTaLum
Ytobbl BCTaBUTL BUAEO ©3  dannos,
Ha Bknagke BcraBka B rpynne MynbTu-
MeAMa LUeNKHWTe 31eMeHTbl Bupaeo,
a 3atem — Bupeo us daiina.

Bknagkn Pabota ¢ punbmamu | ®Pop-
maT v Pabota ¢ puabmamum | MpaBka
NOABAAIOTCA aBTOMATU4YeECKN Mpw Bbije-
NeHnn Bnaeo3anncu.

Ha Bknagke Pa6ota c Buageo | ®opmar
HaxoAATcs 3actaBku, Bugeoctnan, Bu-
Aeo3ddeKkTbl M MHOTME Apyrve KOM-
NoHeHTbl. PyHKUMW MOHTaxa, 3pdeKTbl
ncuesaHuns, 3aknagkm u gpyrve cpeacrea
MOXHO HalTM Ha Bknaake Pa6ora
c Bugeo | BocnpousBsegeHue.

Bbibepute ayanoobbekT B npe3eHTauuu.
ABTOMaTMueckM noaBaTca BkAaaku Pa-
6ota co 3Bykom | ®Popmar u Boc-
npousBegeHune.

Ha Bknagke Pa6orta co 3Bykowm | Boc-
npovsBefeHue  HaliguTe  CpeAcCTBa
015 MOHTaxa, Jo6aBneHus  3akiafok,
abdeKkToB NOABAGHNA N NCUE3aHUA.
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Bo3morxHoCTH
M npenmyulecTBa

OnucaHue

Fae Haxopautca

Ynyuwenne! OAEMEHTbI YNPOBAE-
HUS BUAEO M AYAMO

HoBuHka! PoOHOBOE
BOCMNpOMU3BEAEHME
BMAEO

HoBuHkal! Cxatme doamAoB
MYABTUMEAMQ

HoBuHka!

Ontmmmsauma doam-
AOB MYABTMMEAMA
AAS COBMECTUMOCTU

MrHoBeHHOE nepeMelleHne B A06Oe MecTo
BUAEO- WM ayAnoobbekTa U yrpasieHue
YPOBHEM 3Byka NpW  BOCMPOU3BEAEHMM,
He BbIXOAS W3 pexuma Mnokasa CranjoB BO
BpeMs Mpe3eHTaLuu.

Buaeosanucy, BcTaBasemble w3 $annoB, pac-
rosiaratoTcsi B TOM MOpPSAKE, B KOTOPOM OHWU
pa3MeLLatoTCA Ha cnange, YTo MO3BONAET AM-
HaMMyeckn BOCMPOW3BOAWTL  BWAEO3anuUCh
Ha cnange B QOHOBOM pexunme Win B COCTaBe
CKOOPANHVMPOBAHHOW aHUMAaLMOHHON Mocne-
[,0BaTe/IbHOCTM.

Y106bl YNPOCTUTb COBMECTHOE WCMO/b30Ba-
HUE MYNbTUMEAMMHbIX MpPe3eHTaLuni, HY>XHO
OKaTb  BHeApeHHble dalnbl  MyabTUMEANa,
YMEHbLUMB TakuM obpa3om pasmep daiina.
Bbibepute ypoBeHb KayecTBa ANs OKaTuA
N OTMEHUTE MpeablayLUMiA BapuaHT, ecin pe-
3yNbTaT He COOTBETCTBYET 3amnjaHWpOBaH-
HOMY.

OnTumMusauLmMa COBMECTUMOCTU ANA BHEAPEH-
HbIX ayano- v BuaeodaihoB B NpeseHTauun
BbIMONHAETCA AN yaobcTBa paboTbl npu no-
Kase npeseHTaLun Ha ApPYrom KOMMbloTepe.

e OTKpoliTe Mpe3eHTaLunio, COAEepPKallyto

cnang, C aKTUBHBIM BUAEO-
nnn ayamoobbektom, B pexume [Mokas
cnaiipoB. 3atem BblbepuTe 0OBEKT

A5 MPOCMOTpPa 3/1EMEHTOB yrpaB/eHus
BWZAEO WM ayano W AOCTyMNa K HUM.

e 3O1a dyHKUMA CTAHOBUTCA AJOCTYMHa aB-
TOMaTU4eckn npu  pasMeleHnn BU-
fAeoobbekTa, BCTaBAsemMoro w3 Gainos,

nos  APYrMM  KOHTEHTOM  Chaija,
Ha MakeTe cnaiga wav B obpasue cian-
J0B.

e T[leperiante Ha Bkiagky ®ain, u4TobbI
OTKpPbITb  NpeacTaBneHne  Backstage.
LenkHnte 3nemeHT CBepeHma, a 3a-
Tem — CxxaTtb ¢paisibl MysibTUMeamna.

Mpumeuanue. dTa QyHKUMA MOABAAETCA, TONLKO

eCc/IN Npe3eHTauns COAEPXUT NpUMeHnMble daiinbl

MynbTUMeAMa.

e [leperigute Ha Bkiaaky Paiin, 4yTobbI
OTKpbITb  MpegcTaBieHne  Backstage.
WenkHnte anemeHT CBeaeHus, a 3a-
TeM — OnTMMM3aLMA ANA COBMECTU-
MOCTM.

MpumeuaHune. Ota QyHKUMA MOABNAETCH, TOJbKO

€C/IN Mpe3eHTaUns COAEPXUT NpUMeHnMble darbl
MyAbTUMeAWa.
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Bo3mo)XHOCTH
M npenmMyLLecTBa

OnucaHune

Fpe Haxopautca

YnyuweHue! AOMNOAHUTEAbHbBIE BctaBbTe  OCHOBHOW Habop  3BYKOBbIX e [lapametpbl ANA BCTaBKM BUAEO
dPopPMaTH " BMAeOd?OpMaTOB, Taknx WMV, WMA n MP3. WA ayamo HaxoAaTCs Ha BKnagke
MYABTUMEAMC PowerPoint 2010 Takxke noasepxunBaeT F,o— BcraBka B rpynne Knun mynstumegma.
NoNHUTENbHbIE  popMmaTbl, Takne Kak DivX,  mMpumeuanne. OnpegeneHHble nogaepxusaembie
MOV wn H. 264, npu yctaHoBke KogekoB Di-  ¢popmatbl 3aBMCAT OT ONEpPaLMOHHON CUCTEMBI.
rectShow, koTopble npuobpetatoTcs Y CTo-
POHHMX MOCTaBLUMKOB (MOXeT noTpeboBaTtbca
AONONHUTENbHAA NaaTa).
HoBuHka! BCTOBKA BUAEO C BED- BcraBka cBfizaHHbIX BuieomMatepuanos, Bbl- e Ha Bknagke BcrasBka Brpynne Knwun
CalTa rPY>KeHHbIX Ha BeH-caiT, B Npe3eHTaLuIo. MyabTUMeAua Bblbepute NyHKT Bugeo,
a 3ateM — Bupgeo c Be6-caiiTa.
Mpumeuanune. [1na BocnponsseseHna Bugeosanm-
cn c Beb-calita TpebyeTtca noaknroueHve kK NHTep-
HeTy.
HoBuHka PeAQKTMPOBAHME ByabTe XyAOXHWKOM-TpaduKOM U pesakTu- e BbibepuTe n30bpaxkeHne B Npe3eHTaLuu
1 ynyuweHue! M30BPAKEHMS pyvite poTorpadun 6e3 AoNOAHUTENbHbIX Crie- uan, 4tobbl BCTaBUTb UM306paxkeHue,

UnanbHbIx nporpamm. B kosnnekumax «Liser»
n «AcnpaBneHne»  HaxoAAaTca  HaCTPOWMKWM
HaCbILLEHHOCTU LIBeTa, TOHa LiBeTa, U3MeHeHMs
LBeTa, Pe3koCTW, pa3mbiTUA, APKOCTU U KOH-
TpacTHoCcTM. MoXHO Ao06aBuTb Takue 3pdek-
Tbl, Kak GOTOKOMMUSA, MapKep, pvCOBaHWe -
HuK, 3pdeKT cTekna, nactenn MU T. 4. C NOMO-
Wb YAYYLLeHHbIX cpeacTB obpes3kn u yaa-
NeHns GoHa n30b6paXkeHns BbIBOAATCA Tak, Kak
HY>HO.

Ha Bknagke BcraBka B rpynne M3o6pa-
YKeHUA, LWEeNKHUTE 31eMeHT PUcyHok.

e T[lpu BbIGOpe U306paKeHVs aBTOMaTU-
yeckn OTKpblBaeTcsd Bkaagka Pab6ora
C pucyHkamu > ®opmar.

e Hanaute cpeactBa Xypo>KecTBeHHble
apdekTbl, YaaneHne ¢oHa, Ucnpas-
nenma v Liper B rpynne Koppektnpos-
Ka Ha Bkiagke Pabora c pucyHkamu |
®opmar. Hangute cpeactBo O6peska
B rpynne Pasmep Ha 31O Bkiaake.
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Bo3amorxHOoCTU OnucaHune Fpe Haxopautca
M npenmMyLLecTBa

YnyuweHue! Mepexoabl Mexay e Ha Bknaake MNMepexoppbl B rpynne Mepe-
CAQMACMM XoA K 3ToMy cnaiipy Bbibepute addexT
B KOMIEKLIMM MEPEXOAOB AN npejBa-
pUTENBHOrO MPOCMOTPA WAW LWEeNKHUTE
3pPeKT, UTOObl MPUMEHNUTbL €ro K Bblge-
JIEHHbIM Cnarjam.

YnyuweHue! AHMMALIAM OXvBWTe Npe3eHTaLMV, NPUAAB HEMOABMXK- e Bbigenute 06bLEKT ANA aHUMMPOBAHWA.
HbIM ObObekTaM peannCTUYHbIE ABMXKEHMUS. 3aTem Ha BKnagke AHUMauusA B rpynne
B PowerPoint 2010 HacTpauBaTb aHUMMaLMIO AHumaumns B KOANEKUMN  AHMMaums

BbiOepuTe  BapuaHT  ANs NpeABapu-
Te/IbHOrO NMPOCMOTPA WK LLESKHUTE €ro,
yTO6bl MPUMEHUTb. MAW WenkHuTe Jo-
6aBUTb aHMMaLMIO, 4YTODbI MPOCMOT-
peTb W NPUMEHUTb HECKOJIbKO BapuaH-

CTajsio eue npoude.

TOB.
HoBwuHkal! AHUMALME MO dopmaTrpoBaHue HEeCKOJIbKMX aHUMaL WA Bbl- e Bbigennte ob6bekT C aHMMauMen, KoTo-
06pa3LLy MOMHAETCA  aHalormM4yHO  GopMaTMPOBAHUIO pyto HeobXoAMMO CKOMUPOBaTb.

TeKkcTa U O6BEKTOB C MOMOLLbIO CPeacTBa

e Ha Bknagke AHuMMauuMm B rpynne
«Popmat no obpasuy».

Hactpoiika aHUMaLuMW LenKHUTe 3e-
MeHT AHMMauma no obpasuyy. 3aTem
BblbepnTe 06BEKT, K KOTOPOMY HEOBXO-
AVMO MPUMEHUTb CKOMMPOBAHHYHO aHu-
MaLmto.

MpumeuaHune. YTobbl BCTaBUTb OAUH W TOT XXe

aHUMALMOHHBIN 3ddEKT B HECKOJBKO MeCT, ABa-
XAbl WeNKHUTEe KOMaHay AHMMaUuMs no ob6pasuy.
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Bo3mo)XHOCTH
M npenmMyLLecTBa

OnucaHune

Fpe Haxopautca

HoBuHka! Pa3AEAb Pasgenns npeseHTauuio Ha normyeckue pas- Ha Bknagke MnaBHasa B rpynne Cnaigbl

npe3eHTaLmUm JeNbl, Bbl CMOXEeTe J1erko ynopﬂploqmb cnam- wenkHuTe anemeHT Paspen.
Abl W NepexoauTb OT OAHOrO chavja K aApyro-
My.

HoeuHka! MoAAEPXKO Kaxgaa npeseHTauma OTKpbIBaeTca B COBep- JTa BO3MOXHOCTb fABASETCA aBTOMaTwu-

HECKOABKMX OKOH LEHHO OTAENbHOM OKHe (OAHOAOKYMEHTHBbIN yeckoW. Hanpumep, OTKpoWTe HeCcKo/b-
NHTEp®ENC), NO3TOMY HECKO/NbKO Mpe3eHTa- KO npe3eHTauui, Ha Bkaagke Bupg
LM MOXHO MpoCMaTpuBaTh U peaakTMpoBaTth B rpynne OkHO wWenkHUTe Ynopapo-
He3aBMCMMO Jpyr OT Apyra— napannenbHo UnTb BCE.
VAN Jaxke Ha OTAEe/IbHOM MOHUTOpE.

HoBuHka! BCTABKG NpocTtoe MHOrokpaTHoe WCMnosb30BaHMEe CO- Ytobbl BCTAaBUTb KOHTEHT, LUEJKHUTE
C AMHOMMYECKMM AEPXMMOro C MOMOLLBIO NpeABapUTEIbHOIO B HY>XHOM MecCTe npe3eHTauunmn.
NPEeABAPUTEAbHBIM NpocMOoTpa TOro, Kak OyAeT BbIrNAAETL WH- Ha sknagke lnaeuas B rpynne Bydep
NPOCMOTPOM dopmauna nocse BeINONHEHNA ONepaLmn Ko- obmeHa LenkHUTe CTpenky NoA KHonM-

nMpPpoOBaHNA N BCTaBKW.

Ko BctaBuTb, UTOGLI MPOCMOTPETH Na-
pameTpbl BCTaBkWU. Mnn npaBol KHOMKOM
MBILIW LWEAKHWUTE B MECTe BCTaBKW, UTO-
6bl MPOCMOTPETb MapamMeTpbl BCTaBKMW.
3aTeM HaBeauTe yKasaTeslb Ha OTAefb-
HbI BapuaHT AAs NPOCMOTpPa pesy/bTa-
TOB W BbIbEpUTE HYXHbI MapameTp
BCTaBKMW.

MapameTpbi BCTABKN:

=== allA
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Bo3morxHoCTH
M npenmyulecTBa

OnucaHue

Fae Haxopautca

HosuHka! BoccTtaHoOBAEHME
HECOXPAHEHHbIX
BEPCUM

HoBuHka!

AOMNMOAHUTEAbHbIE
Temsbl Office

CrpaHuua 151 13 198

CBS30HHbIE 30METKM

CnyyaiiHO 3akpblnin pabouyto MpeseHTauuto
6e3 coxpaHeHus? He ctpawHo. B PowerPoint
2010 BOCCTaHOBWUTb HeCOXPaHEeHHble Bepcuu
Tak >Xe MpocTo, Kak OTKpbITb darn. B npea-
ctaBneHun Backstage MOXHO npocmoTpeTb
[0 NATM aBTOCOXPaHeHHbIX BEPCUIA paHee CO-
XpaHeHHbIX dalinos..

bnarogapsa cBfizaHHbIM 3ameTKaM MpocmaTpu-
BaTb W COBMECTHO WCMOAb30BaTb CBEAEHUSA
O npe3seHTauun crano ewe npotue. MNpu co-
3gaHum 3ametok OneNote 2010 aBTomaTuue-
CKW TFeHepupyeT CCbIKYy Ha akTMBHOE pacro-
noxeHve B npeseHTauunm PowerPoint.

Vcnonb3oBaHme LWIMPOKOro AmManasoHa Jo-
NOJSIHUTENbHBIX, MpodeccmoHanbHO paspabo-
TaHHbIX Tem Office. Mpoctoe npuMeHeHne co-
rnacoBaHHoro Habopa WpWPTOB, LIBETOB
1 rpapumyecknx 3ppeKToB, a TaKxKe popmaTtu-
poBaHusA 06pasua cnarfoB, MakeTa U GoHa.

Mepenante Ha Bkaaaky MPaiin, u4TOObI
OTKpbITb  NpeAcTaBneHne  Backstage.
Ha Bknaske «CBepeHuWsi» nof 3aroso.-
KoM Bepcum npocmoTpuTe AOCTYrMHbIE
aBTOMaTMUECKM COXPaHEHHble Bepcumn
WK LWeNKHUTe YnpaBJsieHue Bepcusmun
4 JocTyna K KomaHge BoccraHoBuUTb
HecoxpaHeHHble Npe3eHTauum.

OTKpoONTE WM COXPaHWUTE HOBYH mMpe-
3eHTaunto PowerPoint 2010. 3aTem
Ha Bknagke PeueHsupoBaHue B rpynne
OneNote wenkHUTe anemeHT CBA3aH-
Hble 3aMeTKW.

Ha Bknagke KoHctpykTop B rpynne
Tembl MOXHO HaWTU BCE BCTPOEHHbIE
Tembl Office, a Takxe AonosHUTENbHbIE
TeMbl, pa3mellaemMble Ha Beb-canite Of-
fice.com.
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Bo3morxHoCTH
M npenmyulecTBa

OnucaHue

Fae Haxopautca

YnyuweHne! AOMOAHUTEAbHbIE
pUCyHkm SmartArt

HosuHka! BCTABKO CHUMKQ
3KpaHA

HoBuHka! cpop/v\y/\bl

Co3gaBaTb CxeMbl Ha BbICOKOM npodeccmo-
Ha/bHOM YPOBHe TaK >e MpPocTo, Kak GopmMu-
poBaTb MapKMpoBaHHbIM cnvcok. B Office
2010 BKAHOYEHbI AECATKN AOMONAHUTENbHbIX
MakeToB SmartArt, nossossowme 6onee 3¢-
bEeKTMBHO W HarnsigHO oTobpaxkaTb BaXHble
naen 1N HenvHerHble KoHLUenumn. Kpome Toro,
npepjcraB/ieHbl AOMOJHUTE/bHbIE UHCTPYMEH-
Tbl A4 paboTbl C anarpamMmamu B dopmaTe
PUCYHKOB, a TakXe peasv3oBaHa BO3MOX-
HOCTb npeobpa3oBaHus aunarpamMm SmartArt
B GUIrypbl UaW TEKCT.

[Jenatb CHUMKM 3KpaHOB B APYrMX OTKPbITHIX
OKHax MOXHO HerocpeacTBeHHO w3 Power-
Point. nam xxe MOXHO BbIOpPaTbh HY>XXHbIA CHU-
MOK W3 KOMEKLMN CHMMKOB, aBTOMaTUyecKu
3aMo/HAEMOM 13 OTKPbITbIX OKOH.

Co3gaHne n otobpaxeHne MaTeMaTUyecKux
bopmyn ¢ WMpokum HabopoM CpeacTB peaak-
TUPOBaHMUS.

e Ha Bknagke BcraBka B rpynne Wnnto-
CTpauuu LWenkKHWTe 3neMeHT SmartArt.

e Bknagkn Paborta c pucyHkamm Smart-
Art | KoHcTpykTOp 1 ®opmat noseas-
FOTCA aBTOMaTn4ecky, eCam Tovka BCTaB-
KW HaxoAnTca B pucyHKe SmartArt.

e Ha Bknagke BcraBka B rpynne PucyHok
LenKkHWTe 3nemeHT CHUMOK 3KpaHa.

e Ha Bknagke BcraBka B rpynne Cumso-
Jibl WenkHnTe ®opmyna.

Mpumeuanue. Ecav npu pgobasneHun Gopmysbl
no3numa BCTaBKM HaxOAWUTCA B TEKCTOBOM MoOJe,
dopmyna gobaBnseTca B akTMBHOE TEKCTOBOE Mone.
B npoTvBHOM cnyyae ¢opmyna bysaeT BcTaBieHa
B cOBCTBEHHOE TEKCTOBOE MNoJe.

=a.0Office
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Bo3zmorxHocTH OnucaHune Fae Haxopautca
M npenmyilecTBa

HoeuHka! CmapT- HoBble cMapT-HanpaeaatoLwme yrnpoLaroT co- Mepetawmnte  durypy, wnsobpaxeHune
HONPOBASIOLLME 3/laHne cofepXMMoro cnangos. Hanpasnsto- WAV MYNbTUMELMNIAHBIN 0b6beKT

HoBuHka! Hactpansaemble

doUrypbl

e noABAAIOTCA aBTOMaTU4ecku npu nepe-
TaCKMBaHUN  OAHUX GUryp, UM306paKeHnn
WAN MYyNbTUMEANAHBIX 06bEKTOB OTHOCUTEb-
HO ApYyrvX WM CNOCcOBCTBYHOT TOYHOMY BbIpaB-
HuBaHWUIO Guryp.

3HauuTenbHoOe paclUMpeHe BO3MOXHOCTEN
no pabote c durypamu bGnarogapsi peanus-
aumm QyHKUMI 06besUHEHUs, nepecedeHus,
BblUYMTaHWA U CANAHWA BbIOPaHHbIX Uryp, uto
NMO3BO/ISET C IEFKOCTbIO CO3jaBaTb HacTpau-
BaeMble Gurypeol.

Ha cnaige BZAOAb MJIOCKOCTM APYroro
obbekta. Korga éurypbl 6yayT TOYHO
BbIPOBHEHbl B LiEHTPE WM KOrga Kpas
oburyp (nan n306paxkeHn
N MyNbTUMEAMNIHbIX OOBEKTOB, 3a WC-
K/JHOUEHMEM TeX, KOTOpble pacrnosiararoT-
CA B 3aMOJIHUTENSAX) COMPUKOCHYTCS, aB-
TOMaTMUEeCKMN NOABATCSA HanpaBAsOLLME.

WNHCTpyMeHTbI  HacTpavBaeMbix  Guryp
MOXHO f06aBnsTb B NaHeNb ObICTPOro
[OCTyna uav B COBCTBEHHYHO Tpynny Wiu
BKJAZAKYy Ha fieHTe npuaoxeHus Power-
Point.

MepenanTe Ha Bkaagky ®daiin, Utobbl OT-
KpbITb NpeactaBneHve Backstage, wenk-
HuUTe 3nemeHT MapameTpbl, a 3aTeM Bbl-
6epute Bknagky Hactpoiika neHTbI
unn Hactpoiika naHenu 6bicTporo po-
ctyna. Bcnucke BbibpaTb KomaHAbI
13 Bbibepute 3nemeHT Bce komaHpbl, a
3aTeM Hangute KomaHabl O6beguHUTbL
¢urypsbl, MNepeceueHne ¢uryp, Bbium-
TaHue ¢purypbl n O6beanHeHne GuUryp.
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Bo3mo)XHOCTH
M npenmMyLLecTBa

OnucaHune

Fpe Haxopautca

Ynyuwenne! Meyats 3ameTok
Hosuhka! PEXMM YTEHMUS
Ynyuwenne! PyKOMWCHbIM BBOA
HoBuHkal

PekomeHAaLMM NO
MNP OEKTUPOBAHMIO

BbICTpaﬂ N nerkaa nevatb MHOXeCTBa CTpaHuL
C 3aMeTKaMn Mo npeseHTaunnm n ncnoab3oBa-
HVEe X BMeCTe C APpYyrMUK NnoJib3oBaTenamMun.

B HoBOM pexume uTeHMA Mpe3eHTaL Mo MOX-
HO MpocmaTpvBaTb B BMAE MOKasa CNaingos,
He ckpbiBas naHesnb 3agay Windows. B 3tom
peXxvMe npeseHTaumna C aHumaumnammn u ean-
namu MynbTVMeana AeMOHCTPUPYETCA C COX-
paHeHVeM MOJIHOroO AOCTyna K APYruM OTKpPbI-
TbIM Npe3eHTaLmnaM 1 NporpaMMam.

Mpeobpa3oBaHWe  HapuCOBaHHbIX  GuUryp
B durypel Office Art mo mepe pykonucHoro
BBOJa. BblbepuTe HyXHbIN BapuaHT M3 KO-
NeKuUn NepbeB, COXpaHUTE M3BpaHHble TUMbI
nepbeB Ana ObICTPOro AOCTyMNa W UCMONb3yWTe
WHCTPYMEHTbI PUCOBaHWS, ynpoLlatolme pas-
MeLLeHME PYKOMUCHBIX OBBLEKTOB U ynpasJe-

HUVe NnMn.

Monyunte TBOpPUECKMI COBET OT OCKapOHOC-
Hol komnaHum Duarte Design o ToM, Kak ¢
nomoLlbio npunoxeHns PowerPoint 2010 co-
3f,aBaTb Npe3eHTaLMn BbICOKOTO KayecTBa.

MepengmnTe Ha Bknagky Pain, ytobbl OT-
KpbITb NpeactaBneHve Backstage, a 3atem
wenkHute snemeHT lMeuatb. B pasgene
MapameTpsbl wenkHUTe Cnaiigbl pasve-
poM BO BCHO CTpaHMLy, a 3aTem
B pa3gene Pasmertka cTpaHuLbI LLeK-
HuTe aneMeHT CTpaHuLbl 3aMeTOK.

Ha Bknagke Bupa Brpynne lMpeacras-
NIeHNA npeseHTauun LWenKHUTe 3fe-
MeHT PeXxum uteHuns.

Ytobbl HauaTb PYKOMUCHLIA BBOA, nepe-
MellanTe nepo Mo pabouelr obnactu
MAaHLETHOrO YCTpoWcTBa (Hampumep,
Ha mnaHweTtHoMm [1K). wmanm Ha Bknhaake
PeueHsnpoBaHue wenkHuTe Hauatb
pyKonucHbIA BBOA. ABTOMaTU4YeCKM Mo-
ABUTCSA BKJI1ajKa UHcTpyMmeHTbI
ANA pykonucHoro Beogaa | Mepbs.

Mepeniaute Ha Bknaaky Paiin, 4ytobbI
OTKpbITb  MpegcTaBieHne  Backstage,
a 3aTeM LWenKHWTe KomaHay Co3paaTth.

B kateropun O6pa3ubl WwWab/s0HOB Bbl-
6epwviTe anemeHT MATb NpaBu.

=a.0Office
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HoeuHka! 64-pO3PIAHAS BEPCUS MakcumanbHo 3¢bdekTnBHOE uncnosnb3oBaHve  lMpumeuaHme. 31a BO3MOXHOCTL yCTaHABIMBAETCA
BJIOXEHWIA B HOBOE U CyLLECTBYIOLLee 64-pas- TONbKO B 6f1—pa3pﬂAHb|x cuctemax. Ansa nonyyeHms
o MHCTPYKLMW NO yCTaHOBKE N AONOJHUTENbHbIX CBE-
psaHoe obopyLoBaHMe 3a cUeT 64-pa3psaHOM LEHMTA noceTuTe Be6-caiit
Bepcmm Office 2010. http://office.com/office64setup.
YnyuweHnwue! AEHTa YcoBepLUeHCTBOBaHHAA fieHTa BO BCeX Npu- e JleHTa oTobGpaxkaeTcs B BEpPXHeEN 4acTu
noxenusx Office 2010 obecneumBaet 6bICT- 3KpaHa.
pbii goctyn K 60ablUMHCTBY KOMaHA. OHa e UTOBbl HACTPOUTb NeHTy, B NPeACTaB-
MO3BOJIAET CO3/aBaTb HacTpanBaeMble BKAAJ- nerun Backstage wenkhute Mapamert-
KM 1 HacTpamBaTb WuHTepdeinc Office 2010 pbi, a 3aTeM — HacTpoiika NeHTbl.
B COOTBETCTBMMW C NEPCOHa/bHbIM CTUAEM pa-
60TbI.
HoBuHkal! MpeACTaBAEHME BbICTpbIN fOCTYN K HYy>XXHbIM 3ajayaM 1 6onee e llenkHute BKknaaky ®ain (otobpaxae-
Backstage apdekTBHanA pabota. MNpeacraBneHne Back- MytO Ha /leHTe c/ieBa OT BKIagkn «[na.-

stage, focCTynHoe BO Bcex npuaoxeHusx Of-
fice 2010, 3ameHsieT meHo «Dann» npegbl-
aywmx Bepcuii Microsoft Office.

Hasi»), 4TO6bl OTKPbITb MpeacTaB/eHne
Backstage.

=a.0Office
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bonee achdekTMBHaa coBmecTHas paboTta

Bo3mo>kHoCcTH OnucaHue F'ae Haxopgutca
M npeumyLlecTBa

HoBuHka! LLIMPOKOBELLLATEAbHbIM ®PyHKLMA MFHOBEHHOTO LUMPOKOBELLATENbHO- e Ha Bknagke lNoka3 cnaiigoB B rpynne
MNOKQ3 CAQMAOB ro rnokasa chnangoB MNO3BOAUT YAaJEHHOW Hauatb noka3 cnagoB Bbibepute
ayaANTOPUN NPOCMOTPETL Bally Mpe3eHTauuto LUnpokoBewaTesibHbIii MOKa3 cnai-
B VIHTepHeTe, HE3aBUCMMO OT HanMuMA Ha UX [OB.
KOMMbtOTEpPax YCTAHOBNEHHOTO MPWAOXEHWUA  Mpumeuanne. /s 310l GyHKUMM  Tpebyetcs
PowerPoint. SharePoint Foundation 2010 (a8 ucnoab3oBaHUs

npeanpuatnamun) nav cnyxba Windows Live (ans
JINYHOrO MoAb30BaHWA). [Jns nokasa C NOMOLLbIO
SharePoint 2010 Heo6x0AMMO YCTaHOBUTL BE6-
npunoxenus Office Web Apps.

HoeuHka! CO3AQHME BUAEO [MpepocTaBneHne Aoctyna K BepCUMU MNpeseH- e [lepenaunte Ha Bknagky ®aiin, 4tobbl OT-
TalMM BbICOKOTO KayecTBa MPakTUYecku Jko- KpbITb NpeacTaBneHne Backstage. Llenk-
60My MO/sb30BaTENtO 3@ CYET CO3JaHWA BU- HUTe KomMaHay CoOXpaHUTb U OTMPaBUTh,
Aeo3anucy npeseHTauunm. a 3atem — Co3patb BUeO.

caOffice
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HoBuHka! CoBMecCTHoe
PEAAKTMPOBAHME
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OpHoBpeMeHHas paboTa C ApPYrMMU MO/b30-
BaTe/I MW, PEeAAKTVPYIOWNMK Ty XXe camyto
npeseHTaLuio.

e YTO6bl OLEHUTb 3TY PYHKLMIO, COXPaHM-
Te JOKYMeHT Ha caite SharePoint Foun-
dation 2010 wan B nanke Windows Live
SkyDrive un, He 3akpbiBas AOKYMEHT, No-
npocuTe APYyroro nosib3oBaTens OTKPbITh
ero Ans peAakTMpoBaHus.

e [lpu 3TOM aBTOMaTU4ECKN OTOBpaxKaroT-
Ca MecCTa JOKYMEeHTa, B KOTOPbIX B Ha-
CTOAILLMIMA MOMEHT paboTaroT apyrue pe-
faKkTopbl. Takke MOXHO MNPOCMOTPETb
APYTUX pefakTopoB Ha Bkaagke «Ceege-
HWs» B MpeacTaBaeHun Backstage wam
B cTpoke «COCTOsIHME» B HUXKHEN 4acTtu
3KpaHa.

anIMel-IaHVIe. BO3MOXHOCTb COBMECTHOIO pPesak-

TMpoBaHusa depe3z Windows Live pans PowerPoint
2010 byaeT AOCTYNHa BO BTOPOWN MOJIOBMHE KaNeH-

fapHoro 2010 roga.



Bo3morxHoCTH
M npenmyulecTBa

OnucaHue

Fae Haxopautca

Ynyuwetnne! YAPOLLLEHHbIN OBMEH
COOBLLEHNAMM
Ynyuwenwme! CpaBHeHuWe
n OObeAMHEHME
Yayuwenuel  3gnumch mokasa

CAOMAOB

Mpn oTObpaXkeHNN CBeAEHWI O MPUCYTCTBUM

APYTUX aBTOPOB WU PefaKTOPOB MOXHO
HaBeCcTV ykasaTesb Ha UMs YenoBeka, YTOObI
OTKPbITb KapTOUKYy KOHTakTa M HayaTb ObLie-
Hue n3 PowerPoint.

Hanpumep, Bo BpeMs OAHOBPEMEHHOrO pe-
[aKTUPOBaHWs Mpe3eHTauuny C ApyrumMu nosb-
30BaTeNAMN HauyHuUTe  obuleHne  anbo
cBkiagkm  «CBefeHus» B MpeacTaBAeHUM
Backstage, 1Mb60 13 CTPOKN COCTOAHUS B HUXK-
Hel yactu akpaHa. Nav B npeseHTauumn Hase-
AUTe yKasaTenb Ha MMs aBTopa Win pegaktopa

B okHe «CBoNcTBa Qaina», OTKPbIBaEMOM
c Bknagkm  «CBefeHus» B MpeAcTaBieHUN
Backstage.

BbiCTpoe CcpaBHEHME pasHbIX BEPCUI MpeseH-
TaumMn v obbeavHeHWe pejakuvMii B OAWH
dann.

Bocnonb3yitech 310N 3bdekTMBHON PyHKLN-
el ANf 3annMcu peyeBOro COMPOBOXAEHMS,
ABVKEHUWI Nla3epHO yKa3kn U nokasa aHuma-
LMW 415 BOCMPOU3BEAEHMS MpPW rnokKase cnain-
[0B.

e [lpn oToBpaxeHUn CBEAEHUI O MPUCYT-
CTBUW APYrux Moab3oBaTenel MOXHO
HaBeCT\ ykasaTeNb Ha UMA YesoBeka,
yToObl OTKPbITb KApPTOYKYy KOHTaKTa
M HauaTb obleHne.

MpumeuaHue. /115 NCNONb30BaHUS CUCTEMbI 06-
MeHa MFHOBEHHbIMU COOBLIEHUAMMN WAN CBEAEHWI
O NPUCYTCTBMU TPebyeTcs OAHa W3 CeAYHOLLMX Tex-
Honorui: Office Communications Server 2007 R2
¢ Office Communicator 2007 R2, Windows Live
Messenger uau gpyroe npuioXxeHne obMeHa
MIHOBEHHbIMW COOBLLEHMAMY, MOAJEPXKMBaAtOLLEE
IMessenger. [na ronocoBbix BblI30BOB TpebyeTcs
Office Communications Server 2007 R2 c Office
Communicator 2007 R2 naun nobbiM Apyrum npwm-
noxxeHveMm ¢ noaaepxkoi IMessengerAdvanced.

e Ha Bkiagke PeueHsnpoBaHue B rpynne
CpaBHeHue BbibepuTe NyHKT CpaBHUTD.

e Ha Bknagke lNokas cnaiigoB B rpynne
Hacrtpoiika BbibepuTe anemMeHT 3anuch
rnokasa c/i1aaoB.
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Bo3mo)XHOCTH
M npenmMyLLecTBa

OnucaHue

Fpe Haxopautca

3AdWMLLLEHHOTO

NPOCMOTPA
HoBuHka! HpOBepKO

YHMTAEMOCTUM

CrpaHuua 159 13 198

Mpe3eHTaumy, NOJyUYeHHbIe MO 3/EKTPOHHOWM
nouyte WM 3arpy>eHHble U3 MIHTepHeTa, aB-
TOMaTMUeCKN OTKPbIBAKOTCA B PEXMUME 3allm-
LLEHHOro MPOCMOTPA, UTObbI Bbl CMOMAM NPU-
HATb 60/lee B3BELUEHHbIE PELUeHUs U He NOA-
Bepratb KOMMbIOTEP BO3MOXHbIM Yrpo3am
6e3onacHocTL.

MoryT an AroaM € HapyLeHUAMMN 3peHns nNpo-
yuTaTb TeKCT Ballel npe3eHTaumm? Hosoe
cpeacTBo «[lpoBepka uMTaemMocTv» NpoBeps-
eT AOKYMEHT Ha HaJaunume COoAepXXUMOro, uTe-
HMe KOTOPOro MOXET BbI3BaTb TPYAHOCTY,
M NpegnaraeT MoLIaroBble MHCTPYKUMM MO

yCTpaHeHUo Npobsiem.

OTkpbiTMEe B pexume  3alMLLEHHOro
NPOCMOTPa BbINOAHAETCA aBTOMaTU4e-
CKV NMpWU OTKPbITUM dalina, 3arpy>KeHHo-
ro u3 VIHtepHeta. Mog neHTon nosBas-
eTcA naHenb CoobLieHul, UHGOoOpPMUPY-
towasa o6 oTkpblTM dalkina B pexume
3alLMLLEHHOrO npocMoTpa
N pa3peLleHnn Ha pejakTpoBaHue.

Ana ynpaBneHua napameTpamun pexxmma
3alMLEHHOrO  NPOCMOTPa  LUeNKHUTe
BKAaaky ®ain, utobbl OTKPbITb Npes-
cTaBneHune Backstage, a 3aTem LienkHuTe
3N1eMeHT Mapametpbl. LlenkHute
LleHTp ynpaBnieHua 6esonacHoOCTbIO, a
3aTem — [lMapameTpbl LeHTpa ynpaBs-
nenuna 6esonacHocTbio. [lapameTpsl
4n1a paboTbl B pexXume  3aluULeHHOro
NPOCMOTPa HaxoAATCcA Ha Bknagkax Pe-
>KUM 3aLlULLLEeHHOro npocmoTpa v Ma-
pameTpbl 6/10kMpoBKU ¢PaoB aua-
norosoro okHa LieHTp ynpasneHusn
6e30nacHOCTbIO.

Mepeniaute Ha Bknaaky Paiin, 4TobbI
OTKpbITb  npepctaBneHne  Backstage.
Ha Bknagke CBegeHusa LIENKHUTE 3ne-
mMeHT TMouck npobnem, a 3ateM —
MpoBepka untaemocTn.

=a.0Office



Bo3amorxHOoCTU OnucaHune Fpe Haxopautca
M npenmMyLLecTBa

HosuHka!l HoAeXHble HagexHble AOKyMeHTbl ynpowarT paboty  [na ynpaBaeHVa HafeXHbIMU JOKYMeHTamu
AOKYMEHTBI B PowerPoint 2010, oTkntouas BbIBOA 3aMpo-  BbIMOJHUTE CAefyroLne AelCTBuA.
coB 6e30MacHOCTM A/1A Npe3eHTaLunii, yxe o lepeiignTe Ha Bknagky ®aiin, 4TO6bI

MPV3HAHHBIX HAAEXHbIMW. OTKpbITb MpeAcTaBneHve Backstage, a

3atemM LenkHuTe Mapamertpbl.
B ananorosom okHe lMapametpbl Pow-
erPoint wenkHute LleHTp ynpaBneHus
6e3onacHocTblo, a 3aTem — [apamer-
pbl LeHTpa ynpaBaeHWsa 6e3onacHo-
cTblo. B gnanoroBom OkHe LeHTpa
LenKHWUTe 3n1eMeHT HapgeXxHble poky-
MEHTbI.

Ans pobaBneHns HafeXHOro AOKYMEHTa Bbl-
MOJIHWTE CNeayroLmne AeiCTBUS.

e OTKpbIB Mpe3eHTaLuo  C MaKpocamu,
B NaHeAn COOBLEHUI LiefKHUTe 3/e-
MeHT BrilounTtb cogepikumoe.

HoeuHka! CoXpaHeHme CoxpaHeHue konuu npeseHTtaumn PowerPoint e [leperigute Ha Bknagky ®aiin, 4yToOBbI
B DOPMATE HEPEAQK- € COAEPXKMMBIM  KaXA0ro cnarpa B popmate OTKpbITb MpeacTaBneHve Backstage, a
TMPYEMOM NPE3eHTa- pUCyHKa. 3aTeM LWenkHUTe KoMaHay CoxpaHuTb
LM n otnpaButb. lWenkHnte komaHgy W3-

MeHUTb TUN daiina v Bbibepute 3ane-
MeHT HepegakTtupyemas npeseHTauus
PowerPoint.

=a.0Office
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Bo3morxHoCTH
M npenmyulecTBa

OnucaHue

Fae Haxopautca

HoeuHka! COBMECTHOE MCMOAb-
30BAHME C MOMOLLLbIO
Communicator «14»

Ynyuwenne! A3bIKOBblE CPEACTBA

HoBuHKa

CpeAcTBa nepesoaa
" ynyJiieHue!

C nomouwbto npunoxeHnn PowerPoint 2010
n Microsoft Communicator «14» MOXHO
HauMHaTb BUPTyasbHble BCTPEYM HEMOCPes-
CTBEHHO ¢ pabouero Mecta u obecneymBaTtb
COBMECTHbIW AOCTYN K OKHY MPWIOXEHUs Tak
Xe MpOoCTO, Kak W OTNpaBAfTb MrHOBEHHblE
coobuweHus. Takxe obecneunBaeTca y406CTBO
M BbICTPOTa  COBMECTHOTO  WUCMOJIb30BaHMUs
npeseHTauMm Npu OTMPaBKe MFHOBEHHbIX CO-
obLLeHMI HenocpeacTBeHHO 13 PowerPoint.

YnpocTuTe u HacTPOTe MHOFOS3bIKOBOMW WH-
Tepodelic. MNMonb3oBaTenn HECKONbKUX S3bIKOB
MOTYT JIErKO OTKPbITb AWasOrOBOE  OKHO
B PowerPoint 2010 ans A3bIKOBbIX HaCTPOeK
AN PefaKTUPOBaHMWS, OTOBpaXKeHus, BCMbI-
BatOLLMX MOACKA30K, CNPaBKW.

Wcnonb3oBaHue ¢yHKUMA nepeBoja Mo 3a-
nNpocy v MWHW-NEepeBOAYMKa AN YNPOLLeHNs
paboTbl B MHOros3bIKOBOM cpege. B cpesctse
«MwWHUM-NepeBoaUNK» NpeacTaBAeHbl NOMOLL-
HWK MO aHIIMINCKOMY A3bIKY W GYHKUMA npe-
obpa3oBaHNA  aHIMNCKOrO TeKCTa B peuyb
Windows, a Takxke BO3MOXHOCTU /19 3arpy3Ku
AONMOJIHUTENbHbIX A3bIKOB
419 Nnpeobpa3oBaHNA TeKCTa B peuyb.

e [lepergnte Ha Bknagky ®aiin, 4TOObI
OTKPbITb  NpeacTaBneHve  Backstage.
Haligute komaHabl OTnpaBUTb MrHO-
BeHHbIM coobweHnem ”n OKHO COB-
MeCTHOro pAoctyna K JAOKYMEHTY
Ha Bknagke OTripaBUTb N COXPaHUTD.

MpumeyaHue. /[lns COBMECTHOrO WCMO/b30BaHWA

cnomouwbto  Communicator  «14»  Tpebyetcs
ycTaHoBka npwuaoxeHnns Communicator  «14»

n Communications Server «14». beta-Bepcun npwu-

noxeHuns Communicator «14» n Communications

Server «14» 6yayT AOCTYMHbl BO BTOPOW MOJIOBMHE

kanengapHoro 2010 roga.

e Ha Bksiagke PeueH3upoBaHue B rpynmne
A3bIK WenkHWUTe 3neMeHT A3bIK, a 3a-

TeMm — fI3bIKOBble MNapamMeTpbl.
npumeuauue. M3meHeHne  3Tmx napamMmeTpoB

B robom npunoxeHun Office 2010 pacnpocTpaHs-
€TCA Ha BCe JOCTYMHble MPUNOXKEHNS 3TOro Habopa.

e Ha Bksiagke PeueH3supoBaHue B rpynne
Asbik wWenkHuTe MNMepesoga,

MpumeuaHne. JononHutenbHble A3bIKM
AnA npeobpasoBaHnA TekCTa B peyb MOXHO bec-
MAaTHO 3arpy3nTb C Beb-caita LleHTpa 3arpysku
Maikpocodt
(http://www.microsoft.com/download).

=a.0Office
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[octyn n3 noboro MecTononoXeHusi

Bo3moixHocTH
M npeumyLlecTBa

OnucaHune

l'pe Haxoputca

HoBwuHkal! AOCTYM K Npe3eHTaLm- MpocMoTp ¥ pesakTUpoOBaHWE MNpe3eHTaLni e [ina opraHusaumii: Tpebyercs Share-
SM B MIHTEpHETE PowerPoint B Beb-bpay3epe. Beb-npuaoxeHue Point Foundation 2010.
PowerPoint Web App pacwimpser ¢yHkumo- e [lna AMYHOro McCnosb3oBaHUA: TPeby-
HasbHOCTb PowerPoint B VIHTepHeTe ans BbI- eTca GecnnaTHblii ugeHTMdukatop Win-
COKOro KayectBa NpeACTaBAEHWUA W YNPOLLEH- dows Live ID.
HOro peAaKkTUPOBaHWs B 3HAKOMOM WUHTepdei-
ce PowerPoint interface. 3anyckavite nokas
CNavfoB, pejakTUpyWTe 3ameTkym K cnargam
W UCMOJb3yNTe HekoTopble cpeicTBa dopma-
TUPOBaHWA W pefakTUPOBaHWsA, 3HaKOMble MO
pabote B PowerPoint.
Ynyuwenne!  pawerPoint Mobile MpunoxeHne PowerPoint Mobile 2010 no3eo- e Office Mobile 2010 He BxoauT B cocTaB

2010

JIAeT OCTaBaTbCA B Kypce MOCNEAHUX U3MeHe-
HWI 1 paboTaTb B NyTV B 3HAKOMOM M0OJ/Ib30Ba-
TeNIbCKOM WHTepdelice, cneumanbHO paspabo-
TaHHOM A4 HeBONbLUMX YCTPOWCTB.

npwioxeHu, Habopos Office 2010
nnn Beb-npunoxennii Office Web Apps.
OHo 6yaeT BbinylleHO Ha cMapTdoHax
¢ Windows  (Windows Mobile 6.5
nav 6osee MO3jHAS BEPCUS) C BbIXOLOM
Microsoft Office 2010 B wwupokyro zo-
CTYMHOCTb.

ma.Office
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Publisher 2010 nomoraet co3aaBaTtb, HacTpanBaTb ¥ COBMECTHO MCMOJ/Ib30BaThb LUMPOKMNIA AanasoH NpodeccroHanbHO OPOPMIEHHbIX
ny6AnKaLumin U MapKeTUHroBbiX Matepuanos. [ns 3GpdeKTVBHOW nepesayn cCOObLLEHNS B PasAMUHbIX TUMax NybavKauui He Hy>KHO
BbITb CNeLUanMcToM B 061acTV HaCTO/IbHbIX M3AaTeNbCKmx cucTeM. Mpwu co3ganum 6polwop, MHPOPMAaLMOHHBIX BroNNeTeHeR, OTKPbI-
TOK, MO3APaBUTE/IbHBIX OTKPLITOK W/N 3NEKTPOHHbBIX GHO/IIETEHEN MOXHO AOBGUTHCA BbICOKOTO KayecTBa, He MMes ornbiTa paboTbl
C rpadukon.

BonnoweHne naen B Xn3Hb

Bo3amorxHOoCTU OnucaHune F'pe Haxopuntca
M npenmyLLecTBa

Ynyuwenune!  Texnororms O6HOB/NEHHAaA  TEXHONOTWA  BblPaBHUBAHMA e Ha cTpaHnue wam Ha Bknagke Bcraeka
BLIDABHMBAHMS npeanaraeT AMHaMuueckue HampaBasoLMe, BbI6EpUTE 06BEKT ANA BCTABKM.
0ObEKTOB yKasblBaloLye  pacrosioxeHns Ana 06bekTos e [lepetawmte O6BEKT B HYXHOE MECTO.

(TeKCTOBbIX MOMEN WUAN U306paKeHnn) npwu
repeTackMBaHWM U MNO3BOJIAOLLME JIETKO Bbl-
NOJIHATL BbIPaBHMBaHWE OTHOCUTENBbHO Cylle-
CTBYIOLLMX 06bekToB. [MosyyeHVe TOYHbIX pe-
3y/IbTaTOB JOCTUIAeTCA HapAAy C COXPaHEHUEM
KOHTPOJA Haj OKOH4YaTeNbHbIM MakeTom ny6-
NnKaumm unmn wabnoHa.

ObpatTe  BHWMaHWe  Ha MOsBJEHUE
HanpaBAAOLWMX MPU COBMELLEHUMN O06bB-
eKTa C CyLeCTBYHOWMNMU U306paxKeHUs -
MK, dUrypamu uam TeKCTOBbIMU MOAAMU
Ha CcTpaHuLie.

ma.Office
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Bo3morxHoCTH
M npenmyulecTBa

OnucaHue

Fae Haxopautca

Ynyuwenwue! MpOCTOM AOCTYM K MH-
TEPAKTUBHBIA LLIABAO-
HOM

Ynyuwenune!  3xoHommd BpemeHm

30 CYET MOBTOPHOrO
MCMOAb3OBAHMS CO-
AEPXKMMOTO

LLIa6noHbl, CO3/aHHble 6U13Hec-nob30-
BaTensaMu U nonb3osatensmu Publisher, pas-
MELLaKTC B CETM W MOFYT ObiTb  AOCTYMHbI
n3 Publisher 2010. HactpawvBalite ntobble wab-
JIOHBbI, YTOObI OHM OTBEYaNM BaLLUM NOTPEOHO-
cram.? Hactpausaiite nto6ble WabaoHbl, YTO-
6bl OHM OTBEYaNM BalLUMM NOTPEBHOCTAM.

DKOHOMbTE ¥ MHOTOKpPaTHO WCMO/b3ylTe CO-
AEPXKMMOE B HECKONbKMX LabnoHax v nybam-
KaLumsx, HanpuMep KOHTaKTHble AaHHble opra-
HM3auUuW, LBETOBbIE CXEMbI U CXeMbI LIPUGTOB,
BKJ/IOUalOLLME 3MBAeMy M aZpec opraHm3aLmu.
[0 co3zanna  nybaukauMm  npocmatpuBanTte
N3MEHEHMS NP HaCTPONKe LWabaoHOB.

Mepenante Ha Bkaagky Paiin Ha neHTe,
yToObl OTKPbLITb NpeacTaBaeHne Back-
stage, a 3aTem LWenkHUTe KOoMaHay Co-
3AaThb.

Mepenaute Ha Bknaaky ®aiin, uytobbl OT-
KpblTb npeactaBneHne Backstage, a 3a-
TeM WenkHuTe koMaHay Cospatb. Bbibe-
pUTE HY>XXHYIO KaTeroputo LWabaoHOoB, a
3aTeM BblgennTe wWabnoH. HactpoinTte
WwabsoH C NOMOLLbIO MapaMeTpoB B npa-
Bol obnactn npeactaBneHns Backstage
N NPOCMOTPUTE U3MEHEHUS MO Mepe KX
BHECEHUs.

Utobbl COXpaHUTb CBejeHWs O KOMMaHWK
M UCNob30BaTh WX B NybaMKaumsx, BbINoJ-
HUTe CiesytoLLme AeCTBIS:

Meperigute Ha Bknaaky ®aiin, utobbl OT-

KPbITb npeactaBneHne Backstage.
WenkHnte 3nemeHT CBepeHmsa, a
3aTeM — WM3meHuTtb 6u3Hec-uHdpop-
Mauuio.

3 MNocne oduumanbHoro Bhinycka Office 2010 KOHTEHT coOBILECTBA, B TOM Uncie obluye WabNOHbI U CTaHAAPTHBIE 610KM, GyAeT AOCTYNEH B CNeAyHOLNX A3bIKOBBIX 1 PErMOHANbHbIX
Bepcuax: ABcTpanus, ABcTpus, benbrus (HUAepnaHACkui 1 GpaHLy3ckui a3biku), bpasuans, Kanaga (aHramMinckuii n dpaHLysckmin a3bikn), ®paHums, Fepmanms, FTOHKOHT, VHAns (aH-
raniickni a3bik), Utanns, Anonus, Kopes, NlatnHckas Amepuka, Jltokcembypr, Mekcuvka, Hugepnanasl, Monbla, Poccus, Vicnanus, Weernuapus (GpaHLy3cKUin n HeMeLKuiA a3biku), Tai-
BaHb, CoeanHeHHoe KoponesctBo n CLUA. Mocne Bbinycka MOryT 6biTh NpeAcTaBAeHbl JOMOAHUTENbHbIE BEPCUN KOHTEHTa cooblyecTBa. ECn Ball A3blK MAW PETVOH OTCYTCTBYET B
cnvcke, peryaspHo nposepsiite cant Office.com Ha Hannune o6HOBAEHUN.

® Microsoft®

5a.0ffice
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Bo3morxHoCTH
M npenmyulecTBa

OnucaHue

Fae Haxopautca

Ynyuwenne!  CrguaapTHble BAOKM

HosuHka! COBMECTHOE UCMOAb-

30BAHME
C COOBLLECTBOM
MOAb30OBATEAEM PUb-
lisher

B kosnnekumsx BCTPOEHHOrO UAN NepesaHHoro
COOBLLECTBOM COLEPXUMOrO BbIGEPUTE HYX-
HOe cozepXXMMoe, BKJIKOUas rpaHuubl, 6oko-
Bble MaHeNN, PUCYHKN W APYrue KOMMOHEHTbI,
HeobxoaMMble Ans CO3a4aHns NpodeccuoHab-
HbIX My6aunkauunin. HacTpoeHHoe cogep>umoe
MOXHO COXPaHWTb B KauyecTBe JOMOJHUTENb-
HbIX CTaHZAPTHbIX 6J0KOB A5 MHOFOKPaTHOrO
NCMONb30BaHWA WM NPefoCcTaBuTb coobLe-
cty Publisher.

OTnpaBnante  HacTpaMBaemble  LWabG/OHBI
n cTaHgapTHble 6aokm Publisher 2010 Ha Beb-
cant Office.com ans pasmelLeHns B kauecTse
KOHTeHTa coobLliecTBa.

Ans pgoctyna k ctaHzapTHbIM 6a0KaM BbIMOJ-
HWUTe cnepyrolime AeiCTBUS.

e Ha Bksiagke BcraBka neHTbl B rpyrnrne
CraHpapTHble 6/10KM LLEAKHUTE 3ne-
MeHT Yactn crpanuu, Kanenpapun, 06-
pamieHue u akueHTbl i PeknamMmHble
06bABNEHNA.

[Ans cozpaHns cobCTBEHHbIX CTaHAAPTHbIX H610-
KOB BbITMOJIHWATE C/IefytoLLMe AeACTBUS.

e [lpaBOi KHOMKON MbIWW LLEeAKHUTE 06b-
€KT, PWUCYHOK, TeKCT WAW BblfeNeHHY0
rpynny Takmx obbekToB. Bbibepute ko-
MaHay CoXpaHuUTb KaK CTaHAapTHbIA
610K, a 3aTeM HaxxmuTe KHomKy OK.

CoBMeCTHOE 1CMNo/Ib30BaHMeE LWabjioHa:

e T[lepelianTe Ha Bkiaaky ®aiin, 4tobbl OT-
KpbITb npeactaBneHne Backstage, a 3a-
TeM LWenkHUTe KkomaHay CoxpaHuTb
M oTnpaBuTb. BoibepuTe NyHKT OTKpPbITH
AocTyn coobuiecTBy wWwWabsioHOB, 3aTeM
HaXXMuTe KHOMKY OTKPbITb A0CTY.

CoBMeCTHOe  MCMO/Ib30BaHWE  CTaHAAPTHOrO
610Ka:
e llenkHnTe npaBOM KHOMKOW  MbIWW

HacTpavBaeMblil 3N1eMeHT B KOMeKLUn
CTaHAapTHbIX 6/710KOB W BbibepuTe KO-
MaHgy OTKpbITb Aoctyn coobuiecTBy
CTaHAapTHbIX 6/10KOB.

=a.0Office
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Bo3morxHoCTH
M npenmyulecTBa

OnucaHue

Fae Haxopautca

Ynyuwenue!  3qmeHa MeHsaiiTe n3obpaxkeHuns, coxpaHas BHewHWM  [lNs 3amMeHbl PUCyHKa BbIMOJHUTE CledytoLme
U PEAQKTUPOBAHME BMA W MakeT nybaukauumn. [MpocmaTpuBanite  feACTBUSA.
PUCYHKOB BCe n3obpaxkeHne BO BpeMs nepeTtackmBaHus, o BbigennTe pUCYHOK, a 3aTeM Ha BKAajKe
NaHOPamMMpPOBaHWsA, W3MEHEHWS  Pa3MepoB, Pa6ota cpucyHkamm | Dopmar
MacwtabupoBaHus, 0b6peskn  doTorpaduii B rpynne Koppektuposka Bbibepute
B 061acTU M306paxeHns, uTobbl Kaxaplli pa3 KOMaHAy VI3MeHUTb pUCYHOK.
oTobpaxanacb Hy>kHas KapTUHKa.
Ans pepakTnpoBaHUs 0TOBpPaXaemMoro pucyH-
Ka BbINOJIHWTE C/iefytoLme AeACTBUS.

e Ha Bknagke Paborta c pucyHkamu |
®opmat B rpynne Pasmep Bblbepute
koMaHzy O6pesatb. [lpyu nossaeHUn
0bpe3HbIX MeTOK nepeTawute mnsobpa-
XeHWe 1 obpaTuTe BHUMaHWe, YTO rpa-
HULblI pUCyHKa He nepemelatotca. W3-
MEeHANTe pasmep, MacwTab, naHopamu-
pynte  wan obpesaiite  M30b6paxeHne
ANA OTOOpPaXKEeHWA HYXHbIX 3/1EMEHTOB
pYCyHKa B BblaeNneHHol obnacTtu.

Ynyuwenue!  3qnoAHUTEAMU Ytobbl f06aBUTL PUCYHOK U3 GaioB, LLesK- e Ha Bknagke BcraBka Brpynne Wnaro-
PUCYHKOB HWTe 3HAYOK B LIEHTpe 3anoJHWUTeNs PUCYHKa cTpauuu LWenkHWTe 371eMeHT 3amela-

(Ha3blBaeMbll paHee pamMKol pucyHka). Mpu
BCTaBKe PUCYHKa 3aMOaHUTElb COXPaHAET CBOM
pa3mMep W 3anoJjiHAeTCA BCTaBAAEMbIM PUCYH-
koM. [lpyn HeobxoAMMOCTU aBTOMATUYECKM
BK/IIOYAETCA CPeACTBO 0bpesku, Mo3ToMy pu-
CYHOK MOXXHO CKOppeKkTMpoBaTb TOYHO MO
pasmepy 3anosHUTeNs.

oL aa paMKa pUCyHKa.

=a.0Office
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Bo3mo)XHOCTH
M NnpenmMyLLecTBa

OnucaHue

Fae Haxopautca

HosuHka! MOAMUCU K PUCYHKOM
HosuHka! CMeHa M306PaXKEHMH
HoBuHkal

OdbopmaerHme Open-
Type

B konnekumm napameTtpoB dopmatmpoBaHus
N MaKeToOB MNOAMUCEN MOXHO BblbpaTb pas-
JNNYHblE MaKeTbl PaCrONOXEHUA noanucen
K n30bpaxxeHunsM, Hanpumep B BEpPXHEN WK
HUXHel Jactm ¢oTo, o Hokam Kan NoBepx
n3obpaxeHus.

B3anMmHbI 0BMEH napameTpaMy MOJIOXKEHUS
n dopmMatMpoBaHus ABYX BblIOPaHHbIX K306-
PaXEHWI Ha CTpaHWLle, UTO MO3BOJIAET Je-
Ta/lbHO HacTpauMBaTb MakeT CTPaHWLbl OAHUM
LLEYKOM MBbILLW.

BHewWwHW BN AOKYMEHTOB MOXHO YAYYLIUTb C
NOMOLLbI0 YHKLMI OPOPMAEHUS, JOCTYMHBIX
BO MHormx wpudrtax OpenType, BkatoYaa CTu-
nmctnyeckme Habopbl, AuraTypbl, UYMCNOBblE
dopmbl 1 nHTepBanbl 1 kepHUHT OpenType.

e B nybavkaumm Bblibepute
WK €ro 3anoJsIHNTESb.

PUCYHOK

e Ha Bknagke Pa6orta c pucyHkamu |
®opmar B rpynne Cruam pUCYHKOB
wenkHute Moagnucn.

e Bbibepute ABa n306paxeHuns
Ha cTpaHuLe B ny6amKkaumm
nnn wabioHe. Ha Bknaake Pa6ora

c pucyHkamu | ®@opmar B rpynne Me-
pekntountb Bbibepute KomaHgy [lMepe-
K1UYNTb.  TakkKe MOXHO  LWEeNKHyTb
CTpenky pajom c komaHgon [Mepekto-
unTb U BbIbpaTh napameTp [Mepekio-
4nNTb TOJIbKO popMaTMpoBaHue.

e Bbigennte TekcT B TeKCTOBOM none. 3a-
TeM Ha Bknagke Pa6oTta c Hagnucamu |
®opmar B rpynne OdpopmneHne oT-
Kpovite ¢yHKUMM odopmaeHns Open-
Type.

Mpumeyanue. MNpu NprMeHeHMn popmaTUpPOBaHUA
C ManbiMy  MPONUCHbIMK  4Yepe3 rpynny LWpudr
Ha Bknagke Pa6ora ¢ Hagnucamu | ®opmar Masble
nponucHble GykBbl ByAyT aBTOMaTU4YeCKU WCMO/b-
30BaThCA B LWpMTax, BKAOYAOLWUX 3TY GYHKLMIO.

=a.0Office
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HoBsuHka! AMHOMMYECKMM

NPOCMOTP

HoBuHka! BCTABKAO

C AMHOMMYECKMM
NPEABAPUTEAbHbBIM
NPOCMOTPOM

CakoHOMbTe BpeMs W BblibepuTe HY>KHbI Ba-
pvaHT  dopMaTMpOBaHWA, MNpejBapuUTENbHO
NPOCMOTPEB ero nepes nNpUMeHeHMeMm K Tek-
cTy wunn obbektaM. lpocTo HaBeawTe ykasa-
TeNb Ha NapameTpbl B Koaiekumn GopmMaTmpo-
BaHWA,  Hanpumep  «3anuBka  GUrypbi»
nan «LiBet», ©cpasy >e NpoCMOTpWUTE BbI-
6paHHbIV BapuaHT Ha BblAeNeHHOM COAepXXun-
MOM.

Mpoctoe MHOrokpaTHOE WCMOJib30BaHWE TeK-
CTa C NOMOLLbIO NPeABaPUTENBHOTO MPOCMOT-
pa Toro, Kak 6yzeT BbIrAAeTb WHdOpMaLMs
nocsie BbINOJHEHWs OnepaLMm KONMpoBaHus U
BCTaBKMW.

Bblgennte TeKCT nam obbekT (Hanpumep,
Tabavuy wWan n3obpaxkeHne), HaBeaute
yKasaTte/sb Ha napameTpbl B KOAIEKLUAX
dopmaTnpoBaHMa, 4TOBbI MPOCMOTPETb
npuMmeHeHve ¢opmaTMpoBaHms K KOH-
TEHTY.

Hanpuwmep, Bbigenvte un3obpaxeHue, a
3aTeM Ha Bknagke Paborta c Hagnucamu
| ®opmar B rpynne CTuanm pucCyHKOB
HaBejuTe yKasaTe/b Ha CTUIN PUCYHKOB,
YTOObI MPOCMOTPETL UX MPUMEHeHMe K
BblZAENEHHOMY M306paxKeHuHo.

B TekctoBoM nose yKaxute MecTto
ANA BCTaBKU CKONMPOBAHHOIO TEKCTa.

Ha Bknagke naBHas B rpynne bydgep
obMeHa LWeNKHUTe CTPenky Mo KHOrM-
ko BcraBuTb, YTOOLI MPOCMOTPETHL Ma-
pameTpbl BCTaBKWU. Vinn npaBoli KHOMKOM
MbILW LWENKHWTE B MecCTe BCTaBKM, YTO-
6bl NMPOCMOTPETb MNapamMeTpbl BCTaBKMW.
3aTem HaBeguTe yKasaTtesb
Ha OTAEeNbHbIA BapuaHT AAs NpocMOoTpa
pe3ynbTaToB M BbibepuTe HY>XHbIV Mapa-
MeTp BCTaBKW.
NapameTpel BCTABKMA:

@ A
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Ynyuwenue! | |getoBas NAAMTRA

YnyuweHnwue!

CxeMbl MaKeTa

MpoBepka makeTta
AAS OMPEAEAEHMS

N MCMPOABAEHMA HOCTO
BO3HMKAOLLMX OLLIM-
OOK MmakeTa
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ABTOGOOPMAT TABAMLIBI

LiBeToBble ManuTpbl, Ucnonb3yemble ans dop-
MaTMpPOBaHWA TekCTa W 0H6bekToB, Tenepb
NpeAoCTaBAAOT AOMOJHUTE/IbHbIE BO3MOXHO-
CTW, cornacyrowmecs ¢ BblbpaHHOW LBETOBOM
CXeMOW, BKIKOYas LUenbli psj  OTTEHKOB
ANA KaXAoro uBeTa u3 cxembl. LiBeTtoBas na-
amTpa «3anvBka ¢urypbl» Takxke npeasaraeT
KOMNEeKUMo  BbICTPO  AOCTYMHbIX BapWaHTOB
3a/IMBKM.

[ns 3KOHOMWW BpPEMEHM W yaydlleHus BuAa
Tabany B Nyb6AMKALMAX MOXHO BOCMOJ/Ib30-
BaTbCsl MHOXECTBOM BCTPOEHHbIX CTUAen Tab-
amy.  MNpocMmoTtpute 1 NPUMEHUTE  CTUAM
n3 konnekumm «®opmatbl Tabauuy» man oT-
KpOWNTe 3HAaKOMOE [AMajoroBOoe OKHO «ABTO-
bopmaTt Tabanubl» AnA HAaCcCTPOMKK CTunel Tab-
.

MOo>HO BbIOpaTb HY>XHYHO CXeMy Cpeaun AecaT-
KOB  LBETOBbIX CXeM W cxeM  wpudToB
WAn co3gatb CcObCTBEeHHyto. CxeMbl  MakeTa
yrnpoLiatoT  BbICTPY0  HacTporiky wabnoHa
W NpvMeHeHVe 3M6/ieMbl M agpeca opraHusa-
LMW B Hayase MpoLecca CO3jaHNA CObCTBEH-
HbIX NpodeccnoHanbHbIX NybanKaLmm

Onpegensiite 1 ycTpaHante npobaembl ¢ KOM-
NbOTEPOM, MPOPECCMOHANBHON MeyaTbio WK
OTMNPaBKOW MO 31EKTPOHHOW nouTe.

Beigenute TekCT nnn obbexT
B nybankaumm n obpaTutech K LBETOBOW
naautpe Ana GopmMaTMpoBaHMA  3TOrO
obbekTa. Hanpumep, Bbiaenvte ¢urypy
Wan TekcT. 3ateM Ha Bkiaagke CpegcrtBa
pucoBaHua | ®opmar B rpynne Cruam
Gurypbl LWeAKHUTE 31eMeHT 3aauBKa

durypsbi.

Boigenute Tabanuy B nybamkaumm.
Ha Bknagke Pab6oTta ¢ Ttabnanuamu |
KoHcTpykTop B rpynne ®opmartbl Tab-
L, NPOCMOTpUTE Koaekumo Dopma-
Tbl Tab/UL, VAW B HUXKHEN 4YacTu KOJ-
Nekumn WwenkHute snemMeHT Aetodop-
MaTbl Tabauny,.

Ha Bknagke Maket cTpaHuubl B rpynne
Cxembl HaxopAtca Koanekuum LiBeTto-
Bble cxembl W LpudroBble cxembl.
BHM3y  obeux  KOANEKUMA  MOXKHO
BbIOpaTh BapuaHT Co3AaHus
COBCTBEHHOM CXEMbI.

Mepengute Ha Bknagky ®aiin, 4tobbl OT-
KpbITb npeAcTaBieHne Backstage.
WenkHnte CBepeHusa, a  3aTeM —
BbinosHUTL NpoBepKy MakeTa.
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HoeuHka! CKpbITHE BcnomoratenbHas obnactb Publisher okpysaert e Ha Bknagke Bwug Brpynne [Mokasatb
BCMOMOTrATEABHOM BCtO nybauvkauuo v No3BoaseT pacrnonaraTb Bblbepute 3n1emeHT BcnomorartenbHas
O0BAQCTH 061beKTbl, BbIBOAA WX 3a MpeAenbl CTpaHuupbl obnactb, 4TOObI CKPbITb COAEPXMMOE
ANA yA0O6HOro M3BNEYEHUS, WM YaCTUYHO Bbl- BCMomoratenbHon obnactn. CHumMmuTe
BOAA 3a Npefenbl CTpaHuLbl 419 CO34aHNA Bbl- BblAe/ieHne, yTObbI oTObpa3unTb
XOAAWMX 3a Kpal 3nemeHToB. [Mpu pasmelle- cozep>XKMMoe BCcroMoraTtesibHoW obnacTu.
HUM O0OBEKTOB BO BCroOMoOraTeNbHon obnactu
Publisher 2010 npesoctaBisieT BO3MOXHOCTb
CKPbITUS WM OTOBpaXxKeHNs ee COAEeP>XXMMOrO.
MpPOoCTO WENKHUTE MbILIbIO, UTOBbI CKPbITh CO-
Jep>XXMMoe BcriomoratesbHou obnactn v Bu-
AETb TONbKO MeYaTHYH CTpaHWUUbl; YTo6bl BOC-
CTaHOBUTb COAEPKMMOE, LLENKHUTE eLle pas.
HoBuHka! MUHU-MOHEAD Mpw BblgeNeHnn TeKCcTa Ha CTpaHuue HeHagon-  [ns paboTbl C MUHW-NAHENbIO WHCTPYMEHTOB

MHCTPYMEHTOB

ro NosBASETCA MpO3payHas MUHU-MaHeNb WH-
CTpymMeHTOB. [pn HaBegeHWM yKa3aTens Mblln
MaHe/b 3anoJIHAETCA, NPefoCTaBAsAs ObICTPbIN
[OCTYN K HECKOJIbKMM OBLLMM KoMaHZam ¢op-
MaTMPOBaHMA TekCTa.

BbINOAHUTE Caeayrowime AeVICTBI/Iﬂ.

e Bbigenute Tekct. Mpu nosBneHWM npo-
3payYyHoON NMaHenn UHCTPYMEHTOB ANS JOC-
Tyna K KOMaHJZam HaBeAuTe Ha Hee yKa-
3aTesnb. [locne 3Toro MOXHO BbIGUpaTh
HeobxoaMMble CpeacTBa WM Nepeme-
LLaTb NaHesb.

YT06bI aKTUBUPOBATb MWHWU-NaHE/Ib WHCTPY-
MEHTOB, BbINOAHUTE Cheayrouine ,D,EI‘/JICTBVIFI.

e ECAM MWHM-NaHeNb WHCTPYMEHTOB He
MosIBASETCA aBTOMaTU4ecky, nepengute
Ha BKi1aaky ®aiin, 4Tobbl OTKPBIT Npes-
ctaBneHne Backstage, a 3aTem wenkHUTE
MapameTpbl. Bkatounte MUHUW-NaHeNb
WHCTPYMEHTOB  Ha BKiagake  O6uime
B AWanoroBom okHe MapameTtpsbl.
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HosuHka! MpeacTaBaeHmne Back-

stage

MpocToe Cco3AaHME
KATETOPUM M AOCTYM K
COBCTBEHHbIM LLCO-
AOHOM

HosuHka! 64-pa3pPAAHOS BEPCUS

CrpaHuua 171 13 198

fiBnssace HoBuHKoM B Publisher 2010, ycosep-
LUEHCTBOBaHHas JieHTa JOCTyMHa BO BCEX Mpu-
noxenwuit Office 2010 n obecneunBaeT 6bICT-
pbiv 4OCTYN K 60AbLIMHCTBY KOMaHA. OHa nos-
BOJSIET CO3/aBaTb HacTpamBaemble BKJIALKM
W HacTpamBaTb  uHTepdeinic  Office 2010
B COOTBETCTBUW C MEPCOHANbHBIM CTUIEM pa-
60TbI.

MpepacraBneHne Backstage 3ameHseT obbluHOe
MeHto «Paiin», No3BONAET BbICTPO MPUCTYMUTb
K paboTe U BbIMO/MHATL Takuve onepauuu, Kak
obwmi goctyn, neyatb W nybamkauums Bcero
HECKOJIbKMMMU LLenyKaMm MbiLL.

MpocToe co3gaHme KaTeropuii 1 AocTyn K cob-
CTBEHHbIM LabsoHam 13 nanku «Mowu wabno-
Hbl».

MakcnmanbHO 3ddeKTBHOE NCNOAb30BaHMe
BJIOXKEHWI B HOBOE U CyllecTBytoLlee 64-pas-
psgHoe obopysoBaHMe 3a cyeT 64-pa3psHON
Bepcuwm Office 2010.

e JleHTa 3aMeHfieT MEHI W MaHean WH-
CTPYMEHTOB, pacnonaraeLvecs
B BepxXHeW yactu 3KkpaHa. YTobbl HacTpo-
UTb JIeHTY, B npeacTaBiaeHun Backstage
wenkHute [lMapametpbl, a 3atem —
Hacrpoiika sieHTbl.

e lllenkHute BkNagky ®aiin (otobpaxae-
My Ha JIeHTe C/ieBa OT Bkaaaku «[nas-
Has»), UTOGbl OTKPbITb MNpPeACTaBieHNe
Backstage.

e T[lepelianTe Ha Bkiaaky ®aiin, 4tobbl OT-
KpbITb npeactaBneHne Backstage, a 3a-
TeMm LWenkHUTe KoMaHay CoxpaHuUTb Kak.
B none Tun d¢aina Boibepute LLabnoH
Publisher (*.pub), uTO6bI BbLIGpPaTHL
nnn ykasatb kateroputo. [lna gocrtyna k
JNYHBIM LWAbNoHaM  LLEeNKHWUTE BKIaAKY
®aiin, 4TO6LI OTKPBLITH MpejCTaBaeHMe
Backstage, a 3aTem wWwenkHUTE KOMaHAy
Co3parh.

MpumeuaHme. JTa BO3IMOXHOCTb YCTaHABANBAETCA
TOMLKO B 64-paspsaHbix cuctemax. [as noayueHus
VIHCprKLLVIﬁ no yCTaHOBKe N AONOJIHUTENIbHbIX CBe-
JeHuni nocetute seb6-canTt

http://office.com/office64setup.

® Microsoft®
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YnobHas neyatb v obLuii goctyn

Bo3mo)XHOCTH
M NnpenmMyLLecTBa

OnucaHune

l'pe Haxoputca

YnyuweHue! MHTErPUPOBAHHAS Hactpolika napametpoB neuyatn npu npejga- Mepenante Ha Bknagky daiin, 4Tobbl OT-
neyaTs puTeNbHOM MNpPOCMOTpe nybamkaumm — He KpblTb NpeactaBneHne Backstage, a 3a-

HY>KHO nepekioyaTbCa MeXAy HeCKONbKUMU TeM LWenkHuTe anemeHT Mevatb.
3KpaHaMmu, 4Tob6bl yBUAETb AEWCTBME U3MEHe- YCTaHOBUTE ANA MHOTOCTPaHUUHOM ny6-
HWIA. TIpocMoTp  rpanmLy  CTpaHuL, HOMEPOB JVMKaLMW BYCTOPOHHIOK MeyaTb, YTO6b
CTPaHWUL, JNHEEK W APYTMX BaXKHbIX CBeAEHWM BKIOUNTD SNEMEHT YMpaBAeHWs MNoA-
0 neyatn. MOXHO Tak>Ke MCMNoaAb30BaTb HOBYHO CBETKY B BepXHell NpaBoii YacTu o6aacTy
OYHKUMIO MOACBETKM ANA NMPOCMOTPa CKBO3b NpeABapUTENLHOMO NPOCMOTPA.
6ymary, uTObbl yBWAETb OOpaTHYIO CTOPOHY
nybankaumm n y6eamTbcs B NPaBUIbHOCTY MNe-
yaTw.

YnyuweHne! NMoaAepXKa npodpec- Yacto gns 60/1bwnx 06beMOB NneyaT BbICOKO- Mepenante Ha Bknagky daiin, 4tobbl OT-

CUMOHOABHOM
M LMADPOBOM NeYaTH

ro Kauecrsa TpebyOTCA pa3/NYHble LBETOBbIE
mogenn. B Publisher 2010 nopgaep>xmBatoTcs
pa3HOOOpa3Hble LBETOBble MOAEAW, BKAOUas
neyatb B 4YeTblpex Kpackax WIW naaleyHbixX
uBetax, noaaepxky komnosutHoro CMYK
postscript, coxpaHeHus kak PDF, nogaepxky
ueetoB Pantone® — PMS un HOBUMHKA! LiBe-
ToBas cuctema GOE ot Pantone.

KpbITb NpeacTaBneHve Backstage. Llenk-
HuTe anemMeHT CBeaeHuns, a 3aTeM Lenk-
HuTe MapameTpbl npodgeccuoHasibHON
neuartu, 4YToObl BbIGpPaTh LBETOBYHO MO-
AeNb W yNpaBaATb BCTPOEHHbIMU LWpUd-
Tamun 1 Apyrumun napameTpamu.

Korga npesenTauma Gyger rotoea Kk ne-
yatu, B npeactasneHnn Backstage wenk-
HuTe CoxpaHUTb W OTMpPaBUTb, a 3a-
TeM — CoxpaHutb AnsA npogeccuo-
Ha/IbHOW NevarTn.
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Ynyuwenne!  Cospanmne PDF
MAM XPS
Ynyuwenue! g3 0Bple CPEACTBA

Co3AQ0HME CMMCKA
KAMEHTOB
M YMPOABAEHME UM

PaclwmpeHHble mapameTpbl BblBOAa, BKAKOYas
BO3MOXHOCTb 3awwmTbl PDF-dainos naponsmu,
yRpoLLatoT o6WmiA AOCTYn A4S neyaTy B TMMO-
rpadum wMAM Ha HaCTONbHOM MpWHTEpe, OT-
npaBkM O 3NEKTPOHHOW MnouyTe WAM Npo-
CMOTpE B CeTw.

Ynpoctute u HacTponTe MHOrOA3bIKOBOW WH-
Tepdelic. MpocTon AoCTyn K AVanoroBoMy OK-
Hy B Publisher 2010 ans A3bIKOBbIX HACTPOEK
O peflakTUPOBaHUs, OTODpaXKeHWs, BCMbI-
BalOLLMX MOACKA30K, CPaBKy.

Ha Bknagke «[louToBble pacCbINKU» NEeHTbI
MOXHO 3bGbEKTUBHO CO34aTb €AMHbINA CMNCOK
KAVEHTOB W ynpaBaatb UM B Publisher. O6be-
AVHANTE 1 pefakTUpynTe CIUCKN  KIMEHTOB
M3 Pa3/IMYHbBIX UCTOYHWUKOB JaHHbIX. 3aTem
nepcoHanmsvpymTte nybankaumm n MapkeTuH-
roBble MaTepuvanbl AaS NPUAAHNA  JOMOJHU-
Te/IbHOrO 3HaYeHuA.

e [leperigute Ha Bkaagky Daiin, ytobbl OT-
KpbITb NpeacTaBaeHne Backstage. Llenk-
HUTe KoMaHAy CoxXpaHUTb U OTNPaBUTD,
a 3atem — Cosgarb pokymeHT PDF/
XPS.
Mpumeuanue. Konuto nybankaumm MOXHO coxpa-
HWTb B HECKO/bKUX opMaTax M306paKeHWN, Takux
kak  JPEG, ans bonee npocromn neyatu
M COBMECTHOrO WCMoJb30BaHMA. HaacTpolriku He
TpebytoTca. [na goctyna K AOCTYyMHbIM dopmatam
darnoB B npeactaBneHun Backstage Ha Bkiagke
CoxpaHUTb 1 OTNPaBUTb Bblbepute  KOMaHAy
N3meHuTb TMN daiina.

e Ha Bknagke PeueHsnpoBaHue B rpynne
A3bIK WenkHUTe 3nemMeHT fA3bIK, a 3a-
TeM — fl3bIKOBble NapameTpbl.

MpumeuaHune. Vi3meHeHVe 3TWX MapameTpoB
B tobom npunoxerHun Office 2010 pacnpocTpaHs-
€TCA Ha BCe JOCTYMHble MPUNOXKEHNS 3TOro Habopa.

e Ha Bknagke [loutoBble paccbiIKn
B rpynne Hauano wenkHute 3/1emMeHT
Bbi6bpaTb nonyuarenen.
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M NnpenmMyLLecTBa

OTNPABKA MHCpOPMa-  POPMaTMpOBaHMe W NoCTpoeHHe MHGOpMaLM- e OTKpoiiTe 6ronneTeHb.

LLMOHHbIX BIOAAETEHEN OHHbIX 6ronneTeHe|/|v COXpaHAETCA Mpwn OTNpas- e [epeingnte Ha BKNaaky ®aiin, ytobbl OT-

MO DAEKTPOHHOM MoyTe K& MO 3/1EKTPOHHOMW MnouTe B pasinyHbie Bed- KpbITb NpeactaBaeHve Backstage. Buibe-
NPUNOXEHNS W MPUOXKEHUA 3NEKTPOHHOM pHTe KOMaHay COXPaHMUTb 1 OTRPaBMTS,
nouThI.

a 3aTem — OTNpaBUTb NO 31E€KTPOHHOM’
noure, uTtobbl BbIOpaTb MNapameTpsbl
O/ OTMNPaBKU TekyLen CTpaHuLibl
WA BCEX CTPaHuL, WHPOPMAaLMOHHOIO

bronneTeHs.
OTNPABKA dOCMAOB ®avinbl Publisher, PDF- nan XPS-dainbl, co- e [lepelignte Ha Bkiagky ®ain, utobbl OT-
m3 Publisher 3ZaHHble B npuaoxeHun Publisher, MoxHO KpbITb NpeactaBneHne Backstage, a 3a-
OTMNPaBWTb B BMAE NPUIOXKEHNN K COOBLLEHNIO TeM LWenkHUTe KkomaHay CoxpaHuTb
3/IEKTPOHHOW MOYThI. M oTnpaBuTb. Bbibepute KomaHgy OT-

NpaBuTb MO 3/IEKTPOHHOW MouTe, UTO-
6bl OTNPaBUTbL Gaiii B BUAE BIOXKEHUS
B COOOLLEHME 3NEKTPOHHON NOYTbI.

=a.0Office
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SharePoint Workspace 2010** pacluvpset noHaT1a 06 3dpekTMBHON COBMECTHO paboTe, npeanaras GbICTPbLIV U MOBCEMECTHBIN A0-
cTyn Kk cavitam rpynnbl SharePoint. Mpwn cnHxpoHn3aymm koHTeHTa Microsoft SharePoint Server 2010 ¢ SharePoint Workspace goctyn
K Gannam, ux NPOCMOTP W pesakTUPOBaHME MOXHO OCYLLeCTB/IATb CO CBOEro KOMMbiOTEpa. YnpolieHa coBMecTHas paboTa rpynn,
MOCKO/IbKY pefakTUpOBaHWE AOKYMEHTOB MPOMCXOAMT OAHOBPEMEHHO C ApyrMMu nonb3osatenamu SharePoint Workspace, a nsme-
HEeHWsA aBTOMaTU4YeCcKn CMHXpOoHM3MpyroTca ¢ SharePoint Server 2010. SharePoint Workspace 2010 oTkpbiBaeT COBEPLUEHHO HOBbIE
cnocobbl paboTbl ¢ cantamu SharePoint ans rpynn.

Bo3mo)xHocTH
M npenmyLLecTBa

MpgMmOon AOCTYN
K MANKAM

Momck

OnucaHue

MpsmMor goctyn Kk pabounm obnactam Share-
Point n Groove 13 nanok Windows.

ABTOMaTMYecKas JoKajbHas WHAEeKcaLma can-
TOB C NomolLbio cnyx6bl Windows Search npwu
nx cmHxpoHmsaumm c MK

3 SharePoint Workspace — 370 HoBoe HazeaHue Microsoft Office Groove.
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lpe HaxopauTtcsa

B naHenn 3agay Windows Haxmure
kHonky [lyck, a 3aTeM LenkHUTe cBOE
nmsa (Mpodub).

ABaxapl wenkHute nanky Paboune o6-
NlacTU. M3 3TOW Mankyu MOXHO Mepexo-
AnTb B paboune obnactu, rae MOXHO OT-
KpblBaTh, 4006aBAATb N YAanaTb Gaibl.

B naHenn 3agay Windows Haxmute
kHonky lyck v BBeguTe KAtO4YeBble C/O-
Ba B nose lMownck.
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Bo3morxHoCTH
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64-pa3paAHOs BEpCUS

Paboyme obAaacTm
Groove

AeHTa

MNpeacTaBaeHmne Back-
stage
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OnucaHue

MakcumanbHO 3PPeKTUBHOE MKCMOb30BaHME
BJIOXXEHWI B HOBOE M CyLLecTBytoLlee obopy-
fOoBaHVe 3a CUYET NpPMMeHeHUs 64-pa3psagHoro
Bbinycka Office 2010.

Paboune o6nactu Groove obecneurBatoT
HaZEeXHO 3alUWLLEHHY0 COBMECTHYH paboTty
HEeMoCPeACTBEHHO MeXAy y4YacTHUKaMu rpymnn

6e3 wucnonb3oBaHus cepBepa SharePoint
Server.

JleHTa npu3BaHa 3aMeHUTb TPaAULMOHHbIE
MEHIO W MaHeiu  WUHCTPYMeHTOB U obec-

neumBaeT yAobHoe, HarnsgHoe pasMeLleHne
KOMaHJ, nornyecku CrpynnpPOBaHHbIX
Ha BKnagkax, Ans bonee 6ObiCTpOro noucka
HY>KHbBIX QYHKLMRA.

MpeacraBneHne Backstage 3ameHseT meHto
«®ann» n nossonset apdekTMBHEE BbINOJHATL
3agayn c nomolbio 6onee yapobHoro goctyna
K HEObXOANMBIM KOMaHAaM.

Fae Haxopautca

MpumeuaHue. OTa BO3MOXHOCTb yCTaHaB/AMBAETCA
TONbKO B 64-pa3spsagHbix cuctemax. [na nonyveHus
WHCTPYKLUMA MO YCTaHOBKE W JOMOAHUTENbHbIX CBe-
JAeHnl nocetnte Beb-canTt

http://office.com/office64setup.

e B naHenu 3anycka pabounx obnacrein
SharePoint Ha Bknagke FnaBHaA NeHTh
BblObepute koMaHay Co3paTthb, a 3aTeM —
Pa6bouas obnactb Groove.

e Beeaute ums pabouelr obnacty, a 3atem
wenkHuTe Co3partb, UTOBbLI OTKPbLITH pa-
60ouyto obnacTb. MNocne 3Toro MOXHO J0-
6aBATb KOHTEHT W Mpuvriawatbs Apyrux
YYaCTHUKOB TPynmbl.

e Otob6paxaeTcs B BEpPXHel YacTv aKkpaHa.

e B npeactaBneHun Backstage wenkHute
anemeHT MapameTpbl, YUTOObI HaCTPOUTb
NEHTY.

e [leperignte Ha Bkiagky ®Pain, utobbl OT-
KpbITb NpeacTaBieHne Backstage.

® Microsoft®
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Bonee acdhdekTnBHas coemecTHas pabora

Bo3amorxHOCTU OnucaHune l'pe Haxoputca
M NnpenmyLlecTsa

MoAAEPXKA BO3BPATA Bosepar ¢ainos Ha caiit cepsepa SharePoint e Ortkpoiite SharePoint Workspace (kpome
U M3BAGYEHMS Server 1 U3BNeUEHMe C HETO C MOMOLLBIO KAU- TOro, HEOBXOAUM AOCTYM K WUCXOAHOMY
eHTa SharePoint Workspace. cavty SharePoint no cetn).

e B neBoi obnactm nepengute B pasgen
®daiinbl, a 3arem BblOepuUTe HY>KHbIW
¢darin B npaBon obnactn. Ha Bknagke
FnaBHas neHTbl BbibepuTe komaHay W3-
B/ieub WiV BepHyTb.

HoBwuHkal! MpoBEepPKa CBOMCTB B SharePoint Workspace 2010 nogaep>xuBae- e Ortkpotite SharePoint Workspace (kpome
SharePoint TCA aBTOMaTUYeCKas CUHXPOHMW3aLMA CBOWCTB TOro, HeObXOAWM AOCTYM K WCXOZHOMY

¢dannoB c cepsepom SharePoint Server, uto canty SharePoint no cetu).
obecrieunBaeT NPOCTOTY WX NMPOBEPKM. e B nesoi obnacT HaiiauTe KaTeropuio

O6wme AOKYMeHTbl, a 3aTeM B NpPaBoOW
obnact BbIbepuTe NtO6ON  AOKYMEHT.
Ha Bknagke MnaBHaa WeNKHUTE 3N1eMeHT
CBoiicTtBa, a 3aTeM BblbepuTe Share-

Point.
YnyuweHue! BbICTPbIM AOCTYM K BbicTpbI BO3BpaT K MCXOAHOMY calTy Share- e lllenkHuTe NyTb, KOTOPbLIA OTOGpaXxaeTcs
canty SharePoint Point pgaxe npwu pabote B SharePoint Work- Haj CpeACTBOM.

space.

=3 Office
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Bo3morxHoCTH
M npenmyulecTBa

YNpOLLLEHHbIM OOMEH
COOBLLEHNAMM

[MpocToTa
CUHXPOHM3ALMM INfo-
Path Forms ¢ camtamm
SharePoint

OnucaHue

B SharePoint Workspace 2010 noaaep>wuBato-
TCA CBeZEeHWs O MPUCYTCTBMM, MO3BOASANOWME
onpeaennTb AOCTYMHOCTb HY>XHOTO MOJIb30Ba-
TeNd M HayaTb 6ecesy C MOMOLLbHO MIHOBEH-
HbIX COOOLLEHWNI, HE BbLIXOAS W3 MPUIOXKEHUS
SharePoint.

ABTOMaTMuYeckasi cuHxpoHusaums  InfoPath
Forms c INK. ABTomaTtnyeckas CMHXPOHM3aLMA
JaHHbIX ¢ cepBepom SharePoint Server npwu
f06aBAEHNN AW yAaNeHUN 3anncei.

Fae Haxopautca

e Ha naHenn 3anycka SharePoint Work-
space 2010 wenkHuTe cTpoky KoHTakTbl
B HUXKHEW 4acTu 3KpaHa. 3aTeM ABaxKAbl
LLEeNKHWUTE UMS YenoBeKa, UTOObI HayaTb
ceaHC obMeHa MrHOBeHHbIMUW coobue-
HUAMWN.
MpumeyaHne. BO3MOXHOCTb NPUCYTCTBMA WHTe-
rpvpoBaHa B naHenb 3anycka SharePoint Workspace
2010 n He TpebyeT oTAeNbHOM NporpaMMbl 0bMeHa
MIHOBEHHBIMU COOBLLEHNAMU.

e Ortkporte cant SharePoint 2010 Server
B 6paysepe.

e llenkHute ccbinky /[eiicTBUA caiiTa,
a3areM —  CMHXpPOHM3aLMA C KOM-
nbtotepom. B gnanorosom okHe Share-
Point Workspace 2010 wenkHuTe
Hactpoutb, utobbl BbIOpaTh NOAMHOXeE-
CTBO KOHTEHTa.

e Bbibepute ntobol cnucok SharePoint,
OBHOBJIEHHBIN € Ucrnosb3oBaHneM Info-
Path Forms. Mo 3aBepLleHnn CUHXPOHU-
3aummn 3T dopMbl Takxke ByayT oTobpa-
xatbca B SharePoint Workspace.

LaOﬁ:ICé
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Bo3morxHoCTH
M npenmyulecTBa

MoAAEPXKA CAYXD
SharePoint Business
Connectivity Services

CrpaHuua 179 13 198

OnucaHue

Cnyx6bl SharePoint Business Connectivity Ser-
vices (BCS) obecneumBatoT MNOAKAHOUYEHUS
K BHELIHUM WCTOYHMKAM JaHHbIX, BKAOYas
JOCTYN K BU3HEC-NPUAOXKEHUAM C BO3MOX-
HOCTbHO UTeHWs W 3anucu. B couetaHun c Bo3-
MOXHOCTblo SharePoint Workspace paboTbl
B aBTOHOMHOM peXWMe MOXHO MpocMaTpu-
BaTb BHellHWe JAaHHble B SharePoint Work-
space W JAaxe BHOCUTb B HUX W3MEHEHWA.
SharePoint Workspace cuHxpoHu3npyeT nsme-
HeHWA HenoCPeACTBEHHO C BHELUHWUM WCTOY-
HWKOM JaHHbIX.

Fae Haxopautca

Otkpowte caut SharePoint 2010 Server
B 6paysepe.

WenkHnte ccbinky [encTBus cauTa,
a3areMm —  CuMHXpOHM3aLMA C KOM-
nbroTepom. B agnanorosom okHe Share-
Point Workspace 2010 wenkHuTe
Hactpoutb, uTObbI BbIGPATL NOAMHOXE-
CTBO KOHTEHTa.

Bbibepute ntobon cnmcok SharePoint
2010 cnoaaepxkor cnyxb Business
Connectivity Services.

Mo 3aBepLlUEHUN CUHXPOHM3ALMU 3TU
JaHHble Takke OyayT oTobpaxaTbcs
B SharePoint Workspace.

Cs 5.0Office



Hoctyn k pabore u3 nioboro mecra

Bo3moixHocTH
M npenmyLliecTsa

OnucaHune

F'ae Haxopgutca

HOM CMOCOBOHOCTH
BAAroAQpPs CUHXPOHM-
30LMM TOABKO M3MeE-
HEHWI

CUHXPOHM3aLWA TOAbKO M3MEHeHW B dannax,
a He $aliIoB MOJHOCTbIO. OTO NO3BO/AET CIKO-
HOMUTb BpemMAa 1 NOoA0CY NponyckaHnA.

HoBwuHkal! CUHXPOHM3ALLMS KOH- 3anyck 3arpysku Ha CauT U CUHXPOHM3aLma e B b6pay3epe otkpoinTte calT SharePoint
TeHTa c MK Heno- HOBOrO KOHTEHTa C KOMMbIOTEPOM HEeMnocpes- Server 2010.
CPEeACTBEHHO cTBeHHO 3 SharePoint Server 2010. e llenkHute ccoinky [felicteua caiita, a
n3 SharePoint Server 3aTeM — CUHXPOHM3aLUA C KOMMb}O-
2010 Tepom. B gnanoroeom okHe SharePoint
Workspace 2010 Haxmute kHonky OK,
yToObl 3arpyauTb BeCb KOHTeHT.Vau
Ha NleHTe OTKpounTe BKAaAKy CUHXpPOHM-
3aumsa 1 Bbibepute koMaHay CMHXpPOHU-
3aums.
HoBwuHka! BbIBOP HY>KHbIX BUO- Bo3moXHOCTb  BbI6Opa HYXXHOrO  KOHTEHTa e B 6pay3epe otkpoinTte calT SharePoint
AMOTEK U CIIMCKOB c cepBepa SharePoint Server ana aBTOHOMHOM Server 2010.
c cepeepa SharePoint ~ Pabotbl.  Tpebyerca  Bcero opHa  nanka? e llenkHute ccoinky [felicteua caiita, a
Server He cTpawHo. 3aTeM — CUHXpOHU3aumA
C KOMMbIOTEPOM. B gnanoroBom okHe
SharePoint Workspace 2010 BbibepuTe
komaHay Hactpoutb, uTO6bI BbIOpPATH
HY>XHbIA KOHTEHT.
HoBuHkal! DKOHOMMS MPOMyCK- B SharePoint Workspace noaaep>xwuBaetcs e Tpebyetca SharePoint Server 2010

n SharePoint Foundation 2010.
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Bo3morxHoCTH
M npenmyulecTBa

SharePoint Workspace
Mobile 2010

CrpaHuua 181 13 198

OnucaHue

Pabota c dpanamm SharePoint B aBTOHOMHOM
pexume Ha cmapTdoHe ¢ Microsoft Share-
Point® Workspace Mobile 2010, HoBbiM
npunoxeHnem B Office Mobile 2010. [Mpo-
CMOTp 6UMBANOTEK LOKYMEHTOB U APYruX Crmnc-
koB ¢ cMapTdoHa ¢ Windows. OTkpblBaliTe A0-
KyMeHTbl  HermocpeAcTBeHHO 13 Microsoft
SharePoint  Server 2010 ans npocMmoTpa
wnn pegaktmpoBanms B Word Mobile 2010,
Excel Mobile 2010 n PowerPoint Mobile 2010
1 CHOBa COXpaHsANTe UX Ha cepBepe. BoinoaHu-
Te CMHXPOHM3aLMIO JAOKYMEHTOB Ha CMapT-
¢doHe OAHMM MPUKOCHOBEHMEM K 3KpaHy. Mpwu
M3MEHEHUN JOKYMEHTA Ha CEPBEPE CUHXPOHM-
3aUMs  ero KOMuW, COXPaHeHHOW Ha cMapT-
boHe, BbINOHAETCA aBTOMATUYECKM.

Fae Haxopautca

Office Mobile 2010 He BxoauT B cocTas
npuaoxeHun, Habopoe Office 2010
nnn Be6-npunoxennii Office Web Apps.
OHo 6yaeT BbINyLWeHO Ha cMapTPoHax
¢ Windows (Windows Mobile 6.5 nan 6o-
Nlee no3aHAs Bepcus) C BbIxogoM Mi-
crosoft Office 2010 B wwupokyto focTyn-
HOCTb.



w

Word 2010 npeanaraet camble Nyyllme BO3MOXHOCTU: YayULleHHble QYHKLUN ANs cO34aHusa NPodeccMoHaNbHbIX 4OKYMEHTOB, MNpo-
CTOTa COBMECTHOW paboTbl M MpaKTMYEeCKn MOBCEMECTHbIM AocTyn K dannam. lNpesoctaBnss ToYHble cpeactBa GopMaTUMpOBaHMS
nokymenToB, Word 2010 no3BonsieT ferko ynopsgoumeatb W 3GpPekTMBHO co3haBaTb JOKYMeHTbl. KpoMe Toro, 4OKyMeHTbl MOXXHO
COXPaHWTb B CeTU 1 0bpaLlaTbca K HAM, peflakTMpOBaTh W MCMO/b30BaTh COBMECTHO MpaKTUueckn ¢ atoboro se6-6paysepa.” Baiuw
AOKYMEHTbI Bcerga OyayT HaxoanTbCs pAZOM C BaMK, MO3TOMY GUKCUMPOBaTb MAEN N MbICAN MOXHO B 1HO60N MOMEHT.

BonnoweHne naen B XU3Hb

BoamorkHOCTH OnucaHune Fpe HaxopuTtca
M npeumyLlecTea

YnydweHHas obnactb HaBuraumm B Word 2010 e Hasknagke Bupa Brpynne [lokasaTtb
(Ha3blBaemMas paHee KapTol AOKyMeHTa) Mnos- wenkHuTe O6aacTb HaBUraLUn.

BOJ/IAET BbINMOAHATL MOWNCK AOKYMEeHTa Mo 3aro-

NOBKaM 1 ynopago4mBatb CogepXumoe AoKy-

MEHTOB MPOCTbIM NepeTacknBaHNEM.

Ynyuwenue! OBAQCTb HABUIALLMM

3 [ina ucnonb3oraHus Be6-npunoxenii Office Web Apps Tpebyetca SharePoint Foundation 2010 (a5 opraHusaumii) uam 6ecnnatHblit uHaeHTUdMKaTop Windows Live ID (418 nnuHo-
ro UCNONb30BaHWSA), COOTBETCTBYHOLLIEE YCTPOWCTBO, MOAKAOUeHWe K VIHTepHeTy 1 noaaepxuBaemsblli 6paysep Internet Explorer, Firefox unn Safari.

=a.0Office
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Bo3morxHoCTH
M npenmyulecTBa

OnucaHue

Fae Haxopautca

HoBuHka
n yayudueHue!

[Momck

W3 ynydweHHon obnactn nomcka MOXHO Bbl-
MOJIHATL TMOWCK TEKCTa WM NPOCMaTpuBaTh
06beKkThl. HalgeHHble pe3yabTaTbl aBTOMa-
TUYeckn Bblaenstotca. B HoBon obnactn pe-
3yNbTAaTOB MOMCKA MOXHO MNPOCMOTPETb CBOA-
Hble JaHHble W OAHWUM LWENYKOM MbIW Me-
PENTU K OTAENBHOMY HY>XKHOMY pe3y/ibTaTy.

e Ha Bknagke maBHasa B rpynne Pepak-
TUpoBaHue Bblibepute KoMaHay Hautw,
ytobbl OTKPLITb 06/saCTb  HaBUraL K.
BeeanTe ycnosume noucka B none Mowuck
VAN LENKHUTE CTPenKky packpbiBatoLie-
rocs CcnmMcka cripaBa OT 3TOrO MOAS, UTO-
6bl BbIBECTW JOMNO/HNTENbHbIE NapaMeT-
pbl Mowucka, BKAKOYas AOCTyN K Ananoro-
BbIM OKHaM MOWCKa W 3aMeHbl.

Hosuhkal TekcToBble 2d0dDEKTbI

[Jobaenatb Takne 3ddekTbl dopmaTnpoBaHms,
KaKk TeHW, OTpaXeHwus, paMKy, Henocpes-
CTBEHHO K TeKCTYy JOKYMeHTa TaK >e MpocTo,
KaK MpuMeHATb MNOJYXUPHOe HauyepTaHue
WAV nojuepkreaHune. B gokymeHTe C Takumu
apdpekTamMmmn No-npexHemMy MOXHO NPOBEPATb
opdorpaduto 1 f06aBNATb IPPeKTbI K CTUAAM
ab3aueB, 6ykB, CMMCKOB AW TabawL,.

e Ha Bksiagke naBHasa B rpynne WpudpT
LwenkHuTe anemeHT TekcToBble 3¢pdek-

-

Tbl

MpumeuaHue. [JononHutenbHble 3ddeKTbl Haxo-
AATCA B ANANOrOBOM OKHe «TekcToBble 3ddeKkTbi».
Ha Bknagke nasHaa B rpynne LWpudT wenkHute

3HayYoK BbI30Ba /MaNOrOBOrO OKHa 3atem
B HU>KHE 4acTu Avanorooro okHa LUpudT wenk-
HuTe TekcToBble 3ddeKTbI.

HoBuHka!

Odbopmaenme Open-
Type

BHelWHWI BWA JOKYMEHTOB MOXHO YAyylIWTb
C NoMOLb GYHKUMA obopmaeHMs, A0CTyn-
HbIX BO MHOrmX WwpmndTax OpenType, BKItOYas
CTUANCTMYECKME Habopbl, AUratypbl, 4MCNo-
Bble GOpMbl M UHTepBaabl U KepHUHr Open-

Type.

e Ha Bknagke naBHasa B rpynne WpudpT
LLeSIKHUTe 3Ha4yOK Bbi30Ba AMaNoOroBOro
okHa LWpwudT. Ha Bknagke [ononaHu-
TeNbHO HaxogAatca ¢yHkumm OpenType,
BKAOYaA  Juratypbl,  CTUANCTUYECKME
Habopbl 1 T. 4.

LaOﬁ:ICé
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Bo3mo)XHOCTH
M npenmMyLLecTBa

OnucaHune

Fpe Haxopautca

HoBuHka Pe AQKTMPOBAHME Byabte XyAaoXXHMKOM-rpadukoMm © pesakTu- e Boibepute un306paxkeHVe B AOKYMEHTE.

n ynyuweHue! M30BPAKEHMS pyvte ¢oTorpadum 6e3  JONONHUTENbHbIX Wnn, utobbl BCTaBUTb U306paxKeHne
cneumvanbHblXx  nporpamm. B konnekumsx 13 paiinos, Ha BK1agKe BcraBka
«LipeT» n «Vicnpasnexne» HaxoaAaTcs B rpynne  Wnawoctpaumm  WenkHUTe
HaCTPOMKWN HaCbIWEHHOCTM LiBeTa, TOHa LiBeTa, 3neMeHT PucyHok.
N3MeHeHUA LiBeTa, Pe3KOCTW, Pa3MblTUS, APKO- e [pwn BbIGOpE M306paxeHNs aBTOMATU-
CTU N KOHTPaACTHOCTU. MOXHO A06aBuUTb Takue YeckM OTKpblBaeTcs Bknagka Pa6orta
3¢pPeKThl, Kak GOTOKONUSA, MapKep, pucosaHme cpucynkamu > ®opmar. Haiigure
avHny,  abdekT cTekna, nacteam WUT. A cpeacTBa XyAosKecTBeHHble 3¢pdeKTbl,
C MOMOLLbIO  YNYYLLIEHHbIX CPeACTB 0b6pe3ku Ypanewve ¢ona, Liser u Wcnpas-
v yRanenmns dona M306paxeHms neume Brpynne KoppekTupoeka.
B JOKYMeHTax BbIBOAATCA TaK, KakK HY>HO. Brpynne Pasmep Haligute CpeacTBO

O6pesKa.
1 -
YnyuJweHwue! AOMOAHUTEAbHbIE Vicnonb3oBaHWe LWWMPOKOro AuanasoHa Jo e Ha sknagke Maket cTpaHuubl B rpynne
Temsbl Office NOJIHWTENbHBIX, NpodeccnoHansHo paspabo- Tembl wenkHUTe 3nemeHT Tembl.

TaHHbIX Tem Office. MpocToe npumeHeHne co-
rnacoBaHHoro Habopa wWpudTOB, LBETOB
1 rpapumyecknx 3¢p¢dexTos.

TakXe MOXHO MPUMEHATb OAWHaKOBble 3a-
NMBKM Tem K ¢urypam, KOTopble JOCTYrMHbI
B PowerPoint 2010, B Buge doHa cnanga, uto
nossosser obecneunTtb ele 6osnee efnHoO-
o06pa3HbIn cTunb gokymeHToB Office 2010.

MpumeuaHue. Y7066 NOAYUNTL AOCTYN K AJOMOA-
HWUTENbHBIM 3aaMBKaM Tem Ans ouryp, Bbibepute
odurypy B sokymeHte Word 2010, 3aTem Ha Bkiagke
CpeactBa pucoBaHusa | ®opmar B rpynne Ctunam
duryppassepHute Koanekumo  «Ctuan - ¢uryp»
1 BbibepuTe 3neMeHT [LonoNHUTE/IbHbIE 3a/IMBKU
TeM.

=a.0Office
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Bo3morxHoCTH
M npenmyulecTBa

OnucaHue

Fae Haxopautca

YnyuweHue! AOMNOAHUTEAbHbBIE Co3gaBaTb CxeMbl Ha BbICOKOM npodeccmo- Ha Bknagke BcraBka B rpynne Wnnto-
pPUCYHKM SmartArt Ha/JlbHOM YpPOBHE TaK >e MpocTo, Kak ¢qp— cTpauum Haxmute kHomnky SmartArt, a

MUpOBaTb MapkupoBaHHbIA cnncok. B Office 3aTeM BbIbepuTe MmakeT SmartArt.
2010 BKAHOUEHbI AECATKM AOMOJAHUTENbHbIX ECAM  ykasaTenb  MblW  HaxoauTCs
MakeToB SmartArt, nossossowme 6onee 3¢- B rpaduueckom snemeHTe SmartArt, ae-
beKTMBHO U HarnagHo oTobpaxaTb BadkHble TOMaTueckn OTOBpaXatoTca  BKAAAKM
naen n HeanHerHble KoHuenumm. Kpome Toro, Pa6ota ¢ pucyHkamm SmartArt > KoH-
npeAcTaB/ieHbl JOMONHUTENbHbIE WUHCTPYMEH- cTpykTOp 1 Gopmar.
Tl A paboTel C AnarpaMmamu B popmare
PUCYHKOB.

Ynyuwenwme! PUrypbl 1 3AEKTI Bocnonb3yintecb  paclumpeHHbiM  BbIOOPOM Ytobbl MpPOCMOTPETb W BCTaBWUTbL  A0-

ouryp

buryp 1 yaydweHHon YHKLUMOHANbHOCTbIO
ANA paboTbl  C HUMKW, HanpuUMep BO3MOX-
HOCTbIO Hayasa BBOja A/ AobaBaeHNs TekcTa
B JIO6YIO BblAeNeHHY0 Gurypy.

Kpome TOro, ucnonb3yite ycoBepLUEHCTBO-
BaHHble 3¢dekTbl PopmMaTMpOBaHNA, BKIOYAA
paMKu, OTpaxeHus, TeHu u apyrve ans dop-
MaTMpOBaHWA GUryp aHanormyHo msobpaxe-
HUAM. YAyudlleHHble CTUAnM ¢uryp aeToMa-
TUYeCKN cornacyrotea ¢ spdpektamu  Gurypsl
13 aKTUBHOW TeMbl JOKYMEHTa.

CTyNHble GUrypbl, Ha BKnagke BcraBka
B rpynne  Manroctpaumm  WenkHute
aneMeHT ®urypsbl.

Ytobbl NpocMOTpeTb W NPUMEHUTb fO-
CTynHble 3pPekTbl PUryp, sbigennte dpu-
rypy B AokymeHTe. [locne BblgeneHus
durypsl aBTOMaTU4ecKn nossuTCA
Bkfagka WMHCTpymeHTbl pucoBaHua |
®dopmar.

B rpynne Crunu ¢uryp Ha Bkiagke
CpeactBa pucoBaHua | dopmart
Hargute otaenbHble dpdexTbl uryp
n Ctuam duryp, KoTopble aBTOMaTU4e-
CKM  COTNacytoTcsd C akTUBHOW  TeMOW
B JOKYMeHTe.
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Bo3mo)XHOCTH
M npenmMyLLecTBa

OnucaHune

Fpe Haxopautca

Bonee npoctoe ynpaeneHne pucyHKaMu
C MOMOLLbI CPEACTB BbIAENEHUS W HarAsasg-
HOro oTOobpaxeHusa. B obnactn BbigeneHus
MOXHO 6e3 Tpysa BblAeNUTb NHOOOWN PUCYHOK
Ha cTpaHuue.  [ns nepevMeHoBaHMs UK
CKPbITUS BbIAENEHHbIX OOBEKTOB AOCTAaTOYHO
LenYKa MblLLW.

Ha Bknagke FnaBHas B rpynne Pepax-
TUpOBaHMe LWeNKHUTE KOMaHAay Bbige-
NUTb, a 3aTeM — O6acTb BbiesieHns.

[enatb CHUMKW 3KpaHOB B APYrMX OTKPbITbIX
OKHax MOXHO HenocpeactBeHHo 13 Word.
WM XK€ MOXHO BbIOpaTh HYXHbIA CHUMOK
U3 KOMIEKLIMMN CHUMKOB, aBTOMaTMYecku 3a-
MOJIHAEMOW 13 OTKPbITbIX OKOH.

Ha Bknagke BcraBka B rpynne Wanto-
cTpaumn LWwenkHute sneMeHT CHMMOK
3KpaHa.

HoBsuHka! OBAQCTb BbIAEAEHMS

HoeuHka! BCTOBKA CHUAMKQ
3KPAHA

HosuHka! BOCCTOHOBAEHME
HECOXPOHEHHbIX
BEPCUM

CnyyalHO 3aKpblinM paboumini LOKyMeHT 6e3
coxpaHeHus? He ctpawHo. B Word 2010 Boc-
CTaHOBUTb HECOXPaHEHHble BEpPCUMU TakK Xe
npocTo, Kak OTKpbITb daii. B npeactaBneHun
Backstage MOXHO MpoOCMOTpeTb A0 NATW aB-
TOCOXPAHEHHBIX BEPCUWA paHee COXPaHEHHbIX
darinos.

Mepenigute Ha Bknagky ®aiin, 4yTobbI
OTKpbITb NpepcTaBneHne Backstage. Ha
Bkiagke CeepeHuMAa Moj 3arojiOBKOM
Bepcuun npocmoTpute fOCTyMHbIE aBTO-
MaTUUECKM COXpPaHEHHble BEPCUN WK
LWeNKHUTe 3/1eMeHT YnpaB/ieHue Bep-
cmAMM Ana Aoctyna K KomaHgae Boccra-
HOBUTb HECOXPaHEHHble AOKYMEHTbI.
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Bo3mo)XHOCTH
M npenmMyLLecTBa

OnucaHune

Fpe Haxopautca

HoeuHka! BCTABKAO MpocTtoe MHOrokpaTHoe WCno/ab3oBaHWE CO- e YrOo6bl BCTABUTb KOHTEHT, LUEAKHUTE
C AMHOMMYECKMM AEPXMMOro C MOMOLLbIO MpejBapuUTe/IbHOro B HY>XHOM MecCTe JJOKYMeHTa.
NPEABAPUTEAbHbBIM NpocmoTpa Toro, Kak OyAeT BbIrNAALTb WH- e Ha Bknagke Inaeuas B rpynne Bydep
NPOCMOTPOM $opmaunA nocne BLINOIHEHNA onepauim Ko- obMeHa LeSKHUTE CTPesKy MOA KHOM-

nMpPOBanna 1 BCTaBKN. KOi BcTaBuTb, UTO6BI NPOCMOTPETH Na-

pameTpbl BCTaBkWU. Vv npaBol KHOMKOM
MbILWN LWEeAKHUTE B MeCTe BCTaBKW, YTO-
6bl MPOCMOTPETb MNapamMeTpbl BCTaBKMW.
3aTemM HaBeauTe yKaszaTenb Ha OTAe/b-
HbI BapuaHT AN NPOCMOTPa pe3y/bTa-
TOB U BbIGEPUTE HYXHbI MapameTp
BCTaBKM.

MNapamMeTpbl BCTABKW:

¥ E B E E A

YnyuweHue! KOHTEKCTHOE KoHTekcTHas ¢yHKumMa nposepkn opdorpa- e Ha Bknagke PeueH3snpoBaHue B rpynne
CPEACTBO MPOBEPKM b1 No3BosfeT UCNPaBAATb OLIMGKN NpU He- MpaBonucanue wenkHnte Opdorpa-
opdoorpadoum NpPaBWJbHOM MCMONb30BaHUN B NPEAIOXEHNM ¢ua v rpammaTmka.

CI0B, He cogepxawux opdorpadpmyeckmnx
owmnboK.

HoeuHka! CBS30HHbIE 30METKM Bonee npocTtoli NpocMoTp CBeAEeHUI O AOKY- e OTKpOWTe WAW COXPaHWUTE HOBBIN AOKY-
MEHTax M OBMEH VMU C MOMOLLbI CBA3aHHbIX MeHT Word 2010. 3atem Ha Bknagke Pe-
3ametok. [lpu co3ganmn 3ametok OneNote ueHsuposaHme B rpynne OneNote
2010 aBTOMaTU4UeCckM co3fdaeT CBA3b C aKTUB- LeNKHUTe 31eMeHT CBA3aHHble 3aMmeT-
HbIM pacrnofioxeHneMm B sokymeHTe Word. K.

HoBuHka! MakcnumanbHo 3bdekTnBHOE uncnonb3oBaHve — Mpumevanme. 31a BO3MOXHOCTL yCTaHaBAMBAETCA

64-pa3paAHas BEpCUS

BJIOXKEHUWI B HOBOE U CyllecTBytoLlee 64-pas-
psagHoe obopysoBaHMe 3a cyeT 64-paspagHoin
Bepcum Office 2010.

TONbKO B 64-pa3psagHbix cuctemax. [asa nonyyeHuns
WHCTPYKLWIA MO yCTaHOBKE W JOMOJAHUTENbHBIX CBe-
AeHnl nocetute Beb-canT

http://office.com/office64setup.

=a.0Office
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YnyuweHue! AeHTa YcoBepLUeHCTBOBaHHAA fieHTa BO BCex MNpu- JleHTa oTObpaxkaeTca B BEPXHEM dactu
noxenusx Office 2010 obecneuvBaer 6Hbic- 3kpaHa. YTobbl HaCTpOWTb NEHTY, Me-
TPbI JOCTYN K GONbLUMHCTBY KOMaHZ. OHa pengute Ha BK1agKy ®dain
No3BOJISET CO34aBaTb HacTpavBaeMble BKAAA- A1 OTKPbITUS npeAcTaBaeHns
Kn n HactpavBatb UWHTepdenc Office 2010 Backstage. LenkHute MMapametpbl, a
B COOTBETCTBUW C MEePCOHa/bHbIM CTUEM pa- 3aTeM — HacTpoliika sieHTbl.
60TblI.

HoBuHka! MNpeACTaBAEHME BbICTpbIN AOCTYN K HY>XXHBIM 3ajayam v 6onee Mepenante Ha Bkaagky @aiin, uTO6bI

Backstage apdekTBHanA pabota. MNpeacraBneHne Back- OTKpPbITb NpescTaBneHne Backstage.
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stage, focTynHoe BO Bcex npuaoxeHusx Of-
fice 2010, 3ameHsieT MeHO «Dain» npeaplay-
wmx Bepcuin Microsoft Office.
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bonee addekTuBHas coBmecTHas pabora

Bo3amorxHOoCTU OnucaHune Fpae Haxopautca
M npenmyLLecTBa

HoBuHka! COBMECTHOE OzHoBpeMeHHas paboTa ¢ ApyrMmMu nosib3oBa- e Y706bl OLEHUTb 3TY DYHKLMIO, COXpPaHUTE
PEAQKTUPOBAHME TeNAMW, PeAakTUPYHOLWNMKN TOT Xe CaMbli 40- AOKYMeHT Ha canTe SharePoint Founda-
KYMEHT. tion 2010 wav B nanke Windows Live

SkyDrive v, He 3akpblBas JOKYMEHT, No-
npocuTe ApYroro nosb3oBaTens OTKPbITb
ero ANs pefakTpoBaHus.

e [lpu 3TOM aBTOMaTM4eckn otobpaxatoT-
cA  MecTa  JOKYMeHTa, B KOTOPbIX
B HaCTOALLMI MOMEHT paboTatoT apyrue
peaakTopbl. Takke MOXHO MpPOCMOTPETb
APYTUX peaakTopoB Ha Bknagke «Ceefe-
HUA» B NpeACTaBAeHUN Backstage
nam B ctpoke  «COCTOSHUE» B HUXKHEW
YyacTu aKpaHa.
MpumeuaHue. BO3MOXHOCTb COBMECTHOrO pejak-
TnpoBaHua 4vepe3 Windows Live ana Word 2010
6yaeT AOCTyMHa BO BTOPO MOJIOBMHE KaleHAapHO-
ro 2010 roaa.

=a.0Office
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Ynyuwenue!  vnnoeHHbIN 0OBMEH

COOBLLEHMIAMM

Mpn otobpaxkeHnn cBeAeHWIn O MPUCYTCTBUM

ApYyrvx aBTOPOB WM PeAakTOPOB MOXHO
HaBecTU ykasaTelb Ha MMs UesioBeKa, 4YTobbl
OTKPbITb KapTOUKy KOHTakTa W HayaTb obLie-
Hue 13 Word.

Hanpumep, BO Bpems OAHOBPEMEHHOro pe-
[AKTUPOBaHNsA  JOKYMEHTa C APYrMMUK MOJb-
30BaTeN MU HauHuUTe obleHne nnmbo ¢ Bkaaa-
kn «CBeseHus» B npeacTaBieHnn Backstage,
NMBO U3 CTPOKN COCTOSIHUSA B HUXKHEN 4acTu
3KpaHa. UaKn B LJOKYMEHTE HaBejuTe ykasaTelb
Ha MMs aBTopa WM pegakTopa B okHe «CBOWA-
ctBa Qaina», OTKpbiBaeMOM C Bkiaakm «Cse-
AeHus» B NpeacTaBneHumn Backstage.

e [lpn oTOBpaxeHNN CBEAEHUA O NpUCYT-
CTBUM JpYrUX TMO/Nb30BaTeNEN MOXHO
HaBeCcTM YykasaTe/lb Ha UMs  YesloBeKa,
YTOObI OTKPBITH KAPTOUKY KOHTaKTa U Ha-
yaTb obLleHMe.

Mpumeuanue. /117 NCNONL30BaHUSA CUCTEMDI
OOMeHa MIHOBEHHbIMW COOBLWEHNAMU UK
cBefeHUI O npucyTctBuM Tpebyetca opHa
n3 cnepyrowmx texHonornin: Office Communi-
cations Server 2007 R2 c Office Communicator
2007 R2, Windows Live Messenger nau gpyroe
npuaoXeHne obMeHa MrHOBEHHbIMU coobue-
HuaMK, noaaepxusatowee IMessenger. [ns
ronocoBbIX Bbi30BOB Tpebyetca Office Com-
munications Server 2007 R2 c Office Commu-
nicator 2007 R2 wav nobbIM apyrum npuao-
XeHueM ¢ noaaepxkon IMessengerAdvanced.
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HosuHkal PEXXMM 3QLLMLLIEHHOTO

MNPOCAMOTPA

[lOKyMeHTbI, MOAyUYEeHHblE MO 3NEKTPOHHOM
noyTte WK 3arpy>kKeHHole u3 VIHTepHeTa, aBToO-
MaTMUEeCkM OTKPbIBAKOTCA B pPeXMMe 3allu-
LLEHHOro MPOCMOTPA, UTODLI Bbl CMOTAW MPW-
HATb GoJsiee B3BELUEHHbIE PELUEHUs U He NOA-
Bepratb KOMMbKOTEP BO3MOXHbIM Yrpo3am
6e3onacHocTL.

OTkpbiTMe B pexXxume  3alWULLEHHOrO
NPOCMOTPa BbINOJHAETCA aBTOMaTNYECKN
npu OTKpbITUKN dalina, 3arpy>XeHHoro
13 NHTepHeta. MNoa neHTOM nossasetcs
naHesb COOOLLEHUN, WHPOpMUPpYOLLan
06 oTKpbITUM daina B pexumMe 3alm-
LEeHHOro  MPOCMOTPa W paspeLleHnm
Ha pejakTMpoBaHue.

Ana ynpaBneHua napametrpamu pexuma
3alMLLEHHOrO  MPOCMOTPa  LEeNKHUTe
BKknagky ®awun, 4utobbl OTKPbITL Npes-
ctaBneHne Backstage, a 3atem wenkHuTe
anemeHT Mapamertpsbl. WenkHnte Lientp
ynpaBsieHua 6e3onacHocTbio, a 3a-
Tem — [Mapametpbl LeHTpa ynpase-
Hua  6e3onacHocTbio.  [lapameTpbl
418 paboTbl B peXxvMe  3alUMLLIEHHOro
NPOCMOTPa HaxoAATCcA Ha Bkiajkax Pe-
XKUM 3aLULLLEHHOTO npocmoTpa
n Mapametpbl  6510kMpoBKN  airos
Avanorosoro okHa LieHTp ynpaBieHus
6e3onacHocTbIO.

HoBuHka! HpOBepKO

HNTAEMOCTH

MoryT A AW € HapyLLUEHUAMW 3PEHUS MPO-
YnTaTb Ball JOKYMeHT? HoBoe cpeacTBo «[1po-
BEPKa UMTaemMoCTV» MpPOBeEpPSeT AOKYMEHT
Ha HaNM4YMe COAEPXKMMOTO, UYTEHMWE KOTOPOro
MOXET BbI3BaTb TPYAHOCTW, N Npeasaraet obb-
ACHEHWs W NOLLAaroBble MHCTPYKUMM MO YyCTpa-
HeHuto Npobaem.

Mepeniaute Ha Bknaaky ®aiin, uytobbl OT-
KpbITb npegcraBaeHne Backstage.
Ha Bknagke CBepeHuA LWeNKHUTE 3ne-
mMeHT Mowuck npo6newm, a 3atem — lMpo-
BepKa UNTaeMoCTM!.
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HoBuHka!

HaAeXHble AOKYMEHTSI

HagexHble AOKyMEHTbl ynpoliaroT paboTty
B Word 2010, otk/irouasi BbIBOZ, 3anpocoB b6es-
OMNacHOCTW AN JOKYMEHTOB, YXKe& MPU3HaHHbIX
HagEeXHbIMU.

Ans ynpaBneHus HageXHbIMU AOKYMEHTaMM
BbIMOJIHWUTE CeaytoLLme A4eACTBUS.

e [lepelignte Ha Bkiagky ®ain, utobbl OT-
KpbITb MpeactaBneHne Backstage, a 3a-
Tem wenkHute [Mapamertpbl. B gnano-
rosoM okHe Mapametpbl Word LwenkHmn-
Te LLeHTp ynpaBaeHns 6e3onacHOCTbIO,
a 3aTem uWenkHUTe MapameTpbl LeHTpa
ynpasseHusa 6esonacHocTbio. B gnano-
FOBOM OKHE LeHTpa LUEeNKHWUTEe 31eMeHT
Hape>)kHble JOKYMEHTbI.

Ansa pobaBneHUs HafeXHOro JOKYMEHTa Bbl-
NoJHWTE Cheaytolne AeicTBus.

e OTKpbIB AOKYMEHT C Makpocamu, B Ma-
HEeMN COOBLEHUA LWEeNKHUTE 3eMeHT
Bxnrountb copeprxvmoe.

HoBuHka! COBMECTHOE MCMOAb-

30BAHME C MOMOLLLbIO
Communicator «14y

C nomoubro npunoxenunin Word 2010 n Micro-
soft Communicator «14» MOXHO HauyuHaTb
BUPTya/ibHble  BCTPEUYM  HEMOCPEACTBEHHO
c pabouero mMecta u obecrneumBatb COBMECT-
HbIM JOCTYN K OKHY MPUIOXEHWs Tak >e Mpo-
CTO, KaK W OTNpPaBAsATb MrHOBEHHble CoobLe-
Hua.  Takke  obecneumBaetcs  yaobCTBO
1 BbICTPOTa COBMECTHOTO WCMOJIb30BaHWS J0-
KyMEHTa MNpu OTNpaBke MIHOBEHHbIX COO0b-
LeHul HenocpeacTBeHHo u3 Word.

e T[lepelianTe Ha Bkiaaky ®aiin, 4tobbl OT-
KpbITb npeacrasjeHne Backstage.
Haligute koMaHabl OTnpaBUTb MIHO-
BeHHbIM coobweHnem ”n OKHO COB-
MEeCTHOro Aoctyna K AOKYMEHTY
Ha Bknagke OTnpaBuUTb N COXPaHUTD.

Mpumeuanue. [1na COBMECTHOrO MCMOAb30BaHUA
c nomoubto Communicator «14» Tpebyetca ycra-
HoBka npuaoxeHns Communicator «14» n Commu-
nications Server «14». beTa-BepcuMn MNPUIOXEHUA
Communicator «14» n Communications Server «14»
6yayT AOCTYMNHbI BO BTOPOI NONOBMHE KaJleHAapHO-
ro 2010 roga.

=a.0Office
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Ynpoctute v HacTpoNTe MHOTFOSI3bIKOBOW WH-
Tepdenc. MNMonb3oBatenn HeECKOJbKUX A3bIKOB
MOTyT J1erkO OTKpbITb  ANajOroBOe OKHO
B Word 2010 ans f3bIKOBbIX HacTpoek Ans pe-
JAAKTUPOBaHUsA, OTOBPaXKeHUs, BCMbIBAOLLUX
NoZCKa3okK, CripaBKum.

e Ha Bknagke PeueHsmpoBaHue B rpynne
A3bIK wWenkHnTe A3bIK, a 3aTeM — A3bI-
KOBble napamMmeTtpbl.

MpumeuaHue. VI3meHeHne 3>TUX nNapameTpoB

B tobom npunoxenun Office 2010 pacnpocTpaHs-
€TCA Ha BCe AOCTYMHblE MPWIOXEHWS 3TOro Habopa.

Wcnonb3oBaHve ¢yHKUMIA nepeBoja Mo 3a-
npocy, MNOJHOro nepeBosa AOKYMEHTOB U MU-
HU-NepeBoAuUMKa ANs ynpolleHus paboTbl B
MHOros3bIkoBon cpege. B cpeactee «MwuHuM-
nepeBoUMK» MNPeACTaBJAeHbl MOMOLHMK MO
aHrAMACKOMY f3blky U GyHKUMA npeobpa3oBa-
HWUA aHraninckoro Tekcta B peub Windows, a
TaKkXKe BO3MOXHOCTW A/l 3arpy3Ku AOMOJIHU-
Te/IbHbIX fA3bIKOB ANs Npeobpa3oBaHWs TekcTa
B peub.

e Ha Bknagke PeueHsupoBaHue B rpynne
Asbik WwenkHuTe Mepesos,.

MpumeuaHue. [onosHWTENbHbIE A3bIKM ANA NPEO-
6pa3oBaHMs TekCTa B peyb MOXHO bGecnsiatHo 3a-
rpy3utb c Beb-caita LieHTpa 3arpy3ku MarikpocodTt
(http://www.microsoft.com/download).

Ynyuwennue! g3, oppie CPEACTBA
YnyuweHnme! CpeacTBa NepeBoAd
Ynyuwennme! 3 emeHTH ynpasae-

HNA COAEPLXKUMMbBIM

JneMeHTbl YMpaBiAeHWUs COAEPXUMbIM Oblau
npeactasaeHsl Word 2007 pnasa npoctoro co-
3gaHna 3¢dekTBHBIX GOPM M MHOFOKPaTHOrO
MCNONb30BaHUA JMHAMUYECKOTO COAEPXKMMO-
ro Bo Bcex gokymeHTax. B Word 2010 po6as-
JleH LWKMPOKO NpPUMeHseMblil 3neMeHT «®Pna-
XOK» ans 6onee yHMBepcanbHON pa3paboTkm

dopm.

e Ha Bknagke Paspabotumk B rpynne
dNieMeHTbl ynpaBJieHUs grnpocMoTpuTe
JOCTYMHbIE 3/NE€MEHTbl YyNnpasB/JeHnsa Cco-
AEPXKUMbBIM, BKAHOYAs HOBbIA 31eMEHT
ynpasaeHna «dnaxok».

Mpumeuanune. Ecin Bkiagka «Pa3paboTtumk» He
oTobpaxaeTcs Ha leHTe, nepevanTe Ha BKIaAKy
®daiin, ytobbl OTKPLITL MpescTaBneHne Backstage,
asateM uwenkHute  Mapametpbl.  LlenkHute
Hactpolika sieHTbl, a 3aTeM B NpaBoii YacTu gnano-
roBoro okHa Bblbepute Pazpabotumk.
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HoBuHkal! AOCTYM K AOKYMEHTAM lMpocMoOTp ¥ pejakTMpoBaHWe AOKYMEHTOB Ana opraHusaumin: Tpebyetcs Share-
B MHTEpHETE Word HenocpegcTtBeHHO B Beb-6paysepe. Vc- Point Foundation 2010.

nonb3oBaHne Beb6-npuaoxerHns Word Web LA NNUHOTO WCMONb3OBAHUA: Tpe-
App  AnA pacluvpeHns  GyHKUMOHANLHOCTY 6yetca  6ecnaatHbIl  uaeHTUdUKATOP
npunoxenna Word B VHTepHeTe, An15 BbI- Windows Live ID. PegakTupoBaHue
COKOrO KauecTBa NpejCTaBieHNs 1 BO3MOXHO- B Be6-npunoxernn Word Web App 6y-
CTV YNPOLEHHOTO  PEAAKTMPOBAHMA € NOMO- aet poctynHo B Windows Live Bo BTOpO
lWbto 3Hakomoro uHTepgeiica Word 1 pasa nonosuHe kaneHaapHoro 2010 roga.
MPVBbIYHbIX CPeACcTB GOPMaTUPOBaHWSA U BHE-
CEeHUs N3MEHEHM.

Ynyuwenue!  \Word Mobile 2010 MpunoxeHne Word Mobile 2010 nossonset Office Mobile 2010 He BxoauT B cOoCTaB
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OCTaBaTbCsl B KypCe MOCIEAHUX W3MEHEHWN
1 paboTaTb B NyTW B 3HAKOMOM MO/1b30BaTE/b-
CKOM WHTepdeiice, cneunanbHO paspaboTaH-
HOM A5 HeBObLLNX YCTPOMCTB.

npunoxenun, Habopos Office 2010
nan Beb-npunoxerHnin Office Web Apps.
OHo 6yaeT BbinylleHO Ha cmapTdoHax
c Windows  (Windows  Mobile 6.5
nnm 6onee MO3AHAS BEPCUSA) C BbIXOAOM
Office 2010 B LWMPOKYO JOCTYMHOCTb.
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Ccbinika gnsa 3arpy3km npo6bHbIX Bepcum:
e [lna nonyyeHUs JONOAHUTENbHBIX CBEAEHMI U MPODBHbIX
Bepcuin nocetute Beb-canT http://office.com nocne
oduuymanbHoro Beinycka Habopa Office 2010.

MHTepakTuBHaA cnpaBka:
e Office B IHTepHeTe: http://office.com

OduumanbHbie 610rv NO NpoAyKTam
Office 2010:

MonyunTe camble NocaesHNe O6HOBAEHNS U HOBOCTM
ot co3aatenen Office 2010.
e Microsoft Word 2010:
http://blogs.msdn.com/microsoft office word
e Microsoft Outlook 2010:
http://blogs.msdn.com/outlook
e Microsoft Excel 2010:
http://blogs.msdn.com/excel
¢ Microsoft PowerPoint 2010
http://blogs.msdn.com/powerpoint
¢ Microsoft OneNote 2010:
http://blogs.msdn.com/david rasmussen
e Microsoft Access 2010:
http://blogs.msdn.com/access
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Microsoft Publisher 2010:
http://blogs.msdn.com/microsoft office publisher Mi-

crosoft SharePoint Workspace 2010:
http://blogs.msdn.com/sharepoint workspace development tea
m

Microsoft InfoPath 2010:
http://blogs.msdn.com/infopath/default.aspx
Be6-npunoxenuns Microsoft Office Web App:
http://blogs.msdn.com/officewebapps

Muposown onbiT Microsoft Office:
http://blogs.technet.com/office global experience
MpoektnpoBaHue Microsoft Office 2010:
http://blogs.technet.com/office2010/default.aspx

PowerPivot gna Excel 2010:

Mocetute Beb6-cant http://www.powerpivot.com

AononHntenbHble cBeAEHNA
ANnA paspaborumkoB n UT-cneumnanuncros:

Ana NT-cneunanncros:
http://technet.microsoft.com/office/ee263913.aspx
LleHTp pa3pabotunka npunoxennin Office:
http://msdn.microsoft.com/office

LeHTp pa3paboTumka VSTO:
http://msdn.microsoft.com/vsto
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CuctemHble TpeboBaHuA.

Office 2010 6bin pa3paboTaH Ans ONTMMM3ALUN MPOU3BOANUTENBHOCTM UCMOAb3YeMOro 0bopyaoBaHMs, a Takke 0bopyAoBaHUs, KO-
TOpOoe, BO3MOXHO, ByaeT ncnonb3oBaThcs B Oyayliem, HanpyMep 64-paspsgHble MUKPOCXEMbI, YCOBEPLLUEHCTBOBaHHbIE BUAeoasan-
Tepbl, MHOTOsiZEPHbIE NPOLECCOPbI N KOMMAKTHbIE YCTPONCTBA.

B cnegytoweri TabaviLe nepeyunciaeHbl MMHUMabHble TpeboBaHMs k cucteme ana Microsoft Office npodeccnoHanbHbI ntoc 2010:

Mpoueccop Mpoueccop yvactotoin 500 Ml'y; ans Outlook ¢ AncneTyepom koHTakToB Tpebyetcs 1 MTu,.

Mamatb 256 Mb O3Y; ans ncnosib3oBaHWA rpaduyecknx CPeacTs, GyHKLUMU MrHoBeHHOro nomcka Outlook, Outlook ¢ [lucnetyuepom KOHTaKTOB M HEKOTOPbIX pPacllu-
peHHbIX GYyHKLMIA pekomMeHgyeTcs 512 Mb.

XecTkui anck 3 'b cBOBOAHOrO MecTa Ha Aucke

MoHuTop MoHwuTop ¢ pa3pewennem 1024x768 nau Bbiwe

OnepauunoHHaa cu- | Windows XP c naketom o6HoBneHus 3 (SP3) (Tonbko 32-pazpsagHas Bepcus OC) uam Windows Vista® c naketom obHoBaenus 1 (SP1), Windows 7, Windows

cTema Server 2003 R2 ¢ MSXML 6.0, Windows Server 2008 uan 6onee nosaHsas 32- unv 64-paspsagHas OC.

Fpaduka [lns annapaTHoro yckopeHus o6paboTkm nsobpaxeHuii Tpebyetca rpaduryeckas naata DirectX® 9.0c ¢ BugeonamaTbto 64 MB nan 6onbLue.

AononHutenbHble e [lnA HeKOTOPbIX AONOAHUTENbHBLIX GYHKUWI TpebyeTcs noakntoveHne k Microsoft Exchange Server 2010, Microsoft SharePoint Server 2010, Microsoft

npumeyaHus Office Communications Server 2007 R2 n/van Microsoft SharePoint Foundation 2010.

e [lns HekoTOpbIX GYHKLMIA TpebyeTcs cnyxx6a Windows Search 4.0.

e [lna HekoTOpbIX GyHKUMIA TpebyeTca goctyn B VIHTepHerT.

e [ina pabotbl HekoTopbIxX GyHKLMA B VIHTepHeTe Tpebyetcs Windows Live ID.

e [lns HekoTopbIx GyHKLMI TpebyeTcs 6pay3sep Internet Explorer 6 (IE 6) nav 601ee no3aHeln Bepcun (Tonbko 32-paspagHas Bepcus).

e [lna npocMoTpa TpaHcaaummn npeseHTtauuii PowerPoint Tpebytotca cneaytrowme 6paysepsi: Internet Explorer 7 nan 6onee nosanas sepcunsa ansa Windows,
Safari 4 nnn 6onee no3gHss Bepcus ana Mac, Firefox 3.5 nnmn 6onee nosaHas Bepcus ans Windows, Mac uawm Linux.

e [lna HekoTopbix komnoHeHTOB OneNote Tpebyetca Windows Desktop Search 3.0, npourpbieatens Windows Media® 9, Microsoft ActiveSync® 4.1, muk-
podOH, BbIXOAHOE ayAWMOYCTPOWCTBO, YCTPOMCTBO 3anucy Buaeo, TWAIN-coBmecTMas uudpoBas kamepa WM ckaHep. [ns oTNpaBkM JOKYMeEHTa
B OneNote ¢ nomoLLblo ApaiBepa neyatu v uHTerpaumm co cnyxbow Business Connectivity Services Tpebyetcs Microsoft .NET Framework 3.5 u (nnn)
dyHkum Windows XPS.

e OYHKUMOHaNbHOCTb MPOAyKTa U rpaduyeckme BO3MOXHOCTM MOTYT OTAMYaTbCA B 3aBUCUMOCTM OT KOHGUrypaumm cmctembl. [ns HekoTopbix GyHKLWIA
MOXeT TpeboBaTbCs JOMONHUTENIbHOE UM CrieLmanbHoe 06opyAoBaHWe MM NOAKIIOUEHMeE K cepBepy; cM. Beb-canT http://www.office.com/products.
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[na nonyyeHns ceeseHUn O TpeboBaHUAX K CUCTEME A8 BCEX HADOPOB M OTAENbHbIX NpuaoxeHnin Microsoft Office 2010 nocetute
Be6-cant Office.com.

Office Mobile 2010

e Office Mobile 2010 He BxoauT B coctaB npunoxeHuni, Habopos Office 2010 nan Beb6-npunoxerHui Office Web Apps.

e Office Mobile 2010 6yaet BbinyweH Ha cmapTtdoHax ¢ Windows (Windows Mobile 6.5 v 6onee no3gHve Bepcun)
¢ odumumanbHbiM Bbinyckom Office 2010.

e [lpu ncnonb3zosaHun Habopa Office Mobile 2010 Ha ycTponcTBax 6€3 CEHCOPHOro 3kpaHa HekoTopble GyHKLUMK ByayT Heso-
CTYMHBbI.

e LleHTp yctporicte Windows Mobile 6.1 coBmectum co cneayrowmmm sepcnamm Windows:Windows 7 Ultimate, Windows 7
Professional, Windows 7 Home Premium, Windows 7 Starter, Windows Vista Ultimate, Windows Vista Enterprise, Windows
Vista Business, Windows Vista Home Premium, Windows Vista Home Basic, and Windows Server 2008.

Office Web Apps

Beb-npunoxenns Office Web Apps sBastoTca nHTepakTMBHbIMU gonoaHeHnammn Kk Microsoft Office n Tpebyrot cobatoseHnsa cneayto-
LNX YCIOBUNA:

e [na komnaHuin u opraHusauun/ing pabotbl c Be6-npunoxenHuamn Office Web Apps Tpebyetcs SharePoint Foundation
2010.

e [lna nnuHOro ucnosb3oBaHUA AnA paboTbl ¢ Beb6-npunoxeHuamn Office Web Apps Tpebyetcs 6ecnnatHbl naeHTudurka-
Top Windows Live ID. Be6-npunoxerHne OneNote Web App v pegaktnposaHune B Beb-npunoxerHmnn Word Web App 6yayt
poctynHbel B Windows Live Bo BTopown nonosuHe kaneHgapHoro 2010 roaa.

e Beb-npunoxenus Office Web App nopaep>xmator Windows Internet Explorer 7 nnn 6onee nosgHune sepcun Windows, Safa-
ri 4 nan 6onee no3gHue Bepcum ans Mac u Firefox 3.5 nan 6onee nosgHue sepcum ana Windows, Mac uam Linux.

o T[loaaepxuBatotca cnegytowme 6paysepbl ans Beb6-npunoxeHnin Word, Excel n PowerPoint Web App: Internet Explorer
B Windows Mobile 5 nnu 6onee no3aHen sepcum, Safari 4 B iPhone 3G nau 3GS, BlackBerry 4.x n 6onee nosaHen Bepcuu,
Nokia S60, NetFront 3.4, 3 n 6onee no3aHen Bepcuyn, Opera Mobile 8.65 v 6onee no3zaHen Bepcum n Openwave 6.2, 7.0
n bonee NosaHen Bepcun.

-a.Office
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PowerPivot ana Excel 2010

e PowerPivot ansa Excel 2010 MoxHO oTAenbHO 1 becnaaTHO 3arpy3unTb No agpecy: http://www.powerpivot.com
CCbIIIKI/I, npuBeaeHHble B O TOM pyKoBoACTBe

e HekoTopble ccbinkn, NprBeAeHHbIE B 3TOM PYKOBOACTBE, ByAyT AOCTYMHbI TOIbKO Nocae obuumanbHoro Bbinycka Microsoft
Office 2010.

JTOT AOKYMEHT MpeAacTaBieH «Kak ecTb». CBefeHuns, cogepKalinecs B 3TOM AoKymeHTe, Bkarovasa URL-agpeca, a Takxe CCblaku
Ha apyrve Be6-canTbl, MOTyT ObITb M3MeHeHbI 6e3 NpeaBapUTENbHOrO YBEAOMAEHUSA. PUCK OT MCMOAb30BaHMA 3TUX CBeAEHMM Bbl be-
peTe Ha cebs.

MpeacTaBaeHHbIE MPUMEPBI UCMOb3YHOTCA TOAbKO AN UANKOCTPALMIA U ABASIOTCA BbIMbILWAEHHbIMW. JTtobble COBNageHUs SBAAIOTCS
CNyYarHbIMU.

[laHHbIN LOKYMEHT He NpeAoCTaBAseT HUKAKMUX HPUANYECKMX NPAB Ha KakKyto-NMbo MHTeNeKTyalbHYH COBCTBEHHOCTb B OTHOLLEHWUN
Noboro 13 NpoaykToB MankpocodT. ITOT JOKYMEHT MOXHO KOMUPOBATb W MCMOAb30BaTbh TOJLKO AJ1f BHYTPEHHUX CMPaBOYHbIX
uenen.

© Kopnopauwus MarikpocodT (Microsoft Corporation), 2010. Bce npaBa 3aLuuLLeHbl.

-a.0Office
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