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1. ʆɹʑʀɽ ʉɺɽɼɽʅʀʗ 

Microsoft Outlook (ʄʘӢʡʢʨʦʩʦʬʪ ɸʫʪʣʫӢʢ) ð ʧʝʨʩʦʥʘʣʴʥʳʡ ʠʥʬʦʨʤʘʮʠʦʥʥʳʡ ʤʝʥʝʜʞʝʨ ʩ ʬʫʥʢʮʠʷʤʠ 

ʧʦʯʪʦʚʦʛʦ ʢʣʠʝʥʪʘ ʠ Groupware ʢʦʤʧʘʥʠʠ ʄʘʡʢʨʦʩʦʬʪ, ʚʭʦʜʷʱʠʡ ʚ ʧʘʢʝʪ ʦʬʠʩʥʳʭ ʧʨʦʛʨʘʤʤ Microsoft 

Office. 

ʇʦʤʠʤʦ ʬʫʥʢʮʠʡ ʧʦʯʪʦʚʦʛʦ ʢʣʠʝʥʪʘ ʜʣʷ ʨʘʙʦʪʳ ʩ ʵʣʝʢʪʨʦʥʥʦʡ ʧʦʯʪʦʡ, Microsoft Outlook ʷʚʣʷʝʪʩʷ 

ʧʦʣʥʦʮʝʥʥʳʤ ʦʨʛʘʥʘʡʟʝʨʦʤ, ʧʨʝʜʦʩʪʘʚʣʷʶʱʠʤ ʬʫʥʢʮʠʠ ʢʘʣʝʥʜʘʨʷ, ʧʣʘʥʠʨʦʚʱʠʢʘ ʟʘʜʘʯ, ʟʘʧʠʩʥʦʡ 

ʢʥʠʞʢʠ ʠ ʤʝʥʝʜʞʝʨʘ ʢʦʥʪʘʢʪʦʚ. ʂʨʦʤʝ ʪʦʛʦ, Outlook ʧʦʟʚʦʣʷʝʪ ʦʪʩʣʝʞʠʚʘʪʴ ʨʘʙʦʪʫ ʩ ʜʦʢʫʤʝʥʪʘʤʠ 

ʧʘʢʝʪʘ Microsoft Office ʜʣʷ ʘʚʪʦʤʘʪʠʯʝʩʢʦʛʦ ʩʦʩʪʘʚʣʝʥʠʷ ʜʥʝʚʥʠʢʘ ʨʘʙʦʪʳ. 

ʇʨʦʛʨʘʤʤʘ Microsoft Outlook 2013 (ʜʘʣʝʝ Outlook) ʚʭʦʜʠʪ ʚ ʩʦʩʪʘʚ ʧʘʢʝʪʘ Microsoft Office 2013. 

  

http://ru.wikipedia.org/wiki/%D0%9F%D0%B5%D1%80%D1%81%D0%BE%D0%BD%D0%B0%D0%BB%D1%8C%D0%BD%D1%8B%D0%B9_%D0%B8%D0%BD%D1%84%D0%BE%D1%80%D0%BC%D0%B0%D1%86%D0%B8%D0%BE%D0%BD%D0%BD%D1%8B%D0%B9_%D0%BC%D0%B5%D0%BD%D0%B5%D0%B4%D0%B6%D0%B5%D1%80
http://ru.wikipedia.org/wiki/%D0%9F%D0%BE%D1%87%D1%82%D0%BE%D0%B2%D1%8B%D0%B9_%D0%BA%D0%BB%D0%B8%D0%B5%D0%BD%D1%82
http://ru.wikipedia.org/wiki/Groupware
http://ru.wikipedia.org/wiki/%D0%9C%D0%B0%D0%B9%D0%BA%D1%80%D0%BE%D1%81%D0%BE%D1%84%D1%82
http://ru.wikipedia.org/wiki/Microsoft_Office
http://ru.wikipedia.org/wiki/Microsoft_Office
http://ru.wikipedia.org/wiki/%D0%9F%D0%BE%D1%87%D1%82%D0%BE%D0%B2%D1%8B%D0%B9_%D0%BA%D0%BB%D0%B8%D0%B5%D0%BD%D1%82
http://ru.wikipedia.org/wiki/%D0%AD%D0%BB%D0%B5%D0%BA%D1%82%D1%80%D0%BE%D0%BD%D0%BD%D0%B0%D1%8F_%D0%BF%D0%BE%D1%87%D1%82%D0%B0
http://ru.wikipedia.org/wiki/%D0%9A%D0%BE%D0%BC%D0%BF%D1%8C%D1%8E%D1%82%D0%B5%D1%80%D0%BD%D0%B0%D1%8F_%D0%BF%D1%80%D0%BE%D0%B3%D1%80%D0%B0%D0%BC%D0%BC%D0%B0-%D0%BE%D1%80%D0%B3%D0%B0%D0%BD%D0%B0%D0%B9%D0%B7%D0%B5%D1%80
http://ru.wikipedia.org/wiki/Microsoft_Office
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2. ɹʓʉʊʈʓʁ ʉʊɸʈʊ 

2.1. ɻʨʘʬʠʯʝʩʢʦʝ ʧʨʝʜʩʪʘʚʣʝʥʠʝ ʧʦʣʴʟʦʚʘʪʝʣʴʩʢʦʛʦ ʠʥʪʝʨʬʝʡʩʘ Outlook 

ʀʥʪʝʨʬʝʡʩ Outlook ʧʨʝʜʩʪʘʚʣʝʥ ʚ ʚʠʜʝ ʬʫʥʢʮʠʦʥʘʣʴʥʳʭ ʙʣʦʢʦʚ 

 

1 ð ɿʘʛʦʣʦʚʦʢ ʦʢʥʘ. ɿʜʝʩʴ ʦʪʦʙʨʘʞʘʝʪʩʷ ʠʤʷ ʚʳʙʨʘʥʥʦʡ ʧʘʧʢʠ, ʠʤʷ ʫʯʝʪʥʦʡ ʟʘʧʠʩʠ ʠ ʠʤʷ ʧʨʠʣʦʞʝʥʠʷ, 

ʘ ʪʘʢʞʝ ʩʪʘʥʜʘʨʪʥʳʝ ʢʥʦʧʢʠ çʉʚʝʨʥʫʪʴè, çʈʘʟʚʝʨʥʫʪʴè, çɿʘʢʨʳʪʴè, çʉʧʨʘʚʢʘè. 

2 - ʇʘʥʝʣʴ ʙʳʩʪʨʦʛʦ ʜʦʩʪʫʧʘ. ʉʦʜʝʨʞʠʪ ʯʘʩʪʦ ʠʩʧʦʣʴʟʫʝʤʳʝ ʢʦʤʘʥʜʳ, ʥʘʧʨʠʤʝʨ, çʆʪʧʨʘʚʠʪʴ ʠ 

ʧʦʣʫʯʠʪʴ ʧʦʯʪʫ ð ʚʩʝ ʧʘʧʢʠè ʠ çʆʪʤʝʥʠʪʴè. ʇʨʠ ʥʝʦʙʭʦʜʠʤʦʩʪʠ ʩʶʜʘ ʤʦʞʥʦ ʜʦʙʘʚʠʪʴ ʠ ʜʨʫʛʠʝ 

ʢʦʤʘʥʜʳ. 

3 - ɺʢʣʘʜʢʘ çʌʘʡʣè. ʀʩʧʦʣʴʟʫʝʪʩʷ ʜʣʷ ʚʳʟʦʚʘ ʪʘʢʠʭ ʦʩʥʦʚʥʳʭ ʢʦʤʘʥʜ, ʢʘʢ çʉʚʝʜʝʥʠʷè, çʆʪʢʨʳʪʴè, 

çʇʝʯʘʪʴè, çʉʦʭʨʘʥʠʪʴè, çɺʳʭʦʜè. 

4 ï ʃʝʥʪʘ ʢʦʤʘʥʜ. ʉʦʜʝʨʞʠʪ ʢʦʤʘʥʜʳ, ʥʝʦʙʭʦʜʠʤʳʝ ʜʣʷ ʨʘʙʦʪʳ. ʃʝʥʪʘ ʢʦʤʘʥʜ ʨʘʟʜʝʣʝʥʘ ʥʘ ʚʢʣʘʜʢʝ, 

ʥʘ ʢʘʞʜʦʡ ʚʢʣʘʜʢʝ ʨʘʩʧʦʣʦʞʝʥʳ ʨʘʟʣʠʯʥʳʝ ʛʨʫʧʧʳ ʢʦʤʘʥʜ. ʃʝʥʪʘ ʢʦʤʘʥʜ ʷʚʣʷʝʪʩʷ ʘʥʘʣʦʛʦʤ ʤʝʥʶ ʠ 

ʧʘʥʝʣʝʡ ʠʥʩʪʨʫʤʝʥʪʦʚ ʚ ʜʨʫʛʠʭ ʧʨʠʣʦʞʝʥʠʷʭ MS Office 2013. 

5 ð ʆʙʣʘʩʪʴ ʧʘʧʦʢ. ʉʣʫʞʠʪ ʜʣʷ ʦʨʛʘʥʠʟʘʮʠʠ ʩʦʦʙʱʝʥʠʡ ʵʣʝʢʪʨʦʥʥʦʡ ʧʦʯʪʳ, ʢʦʥʪʘʢʪʦʚ, ʟʘʜʘʯ ʠ ʜʨʫʛʠʭ 

ʵʣʝʤʝʥʪʦʚ Outlook. ʉʦʜʝʨʞʠʤʦʝ ʆʙʣʘʩʪʴ ʧʘʧʦʢ ʠʟʤʝʥʷʝʪʩʷ ʚ ʟʘʚʠʩʠʤʦʩʪʠ ʦʪ ʚʳʧʦʣʥʷʝʤʳʭ ʜʝʡʩʪʚʠʡ. 

6 ð ʆʢʥʦ ʦʪʦʙʨʘʞʝʥʠʷ ʩʚʝʜʝʥʠʡ. ʉʦʜʝʨʞʠʪ ʩʚʝʜʝʥʠʷ ʦ ʩʦʦʙʱʝʥʠʷʭ, ʢʘʣʝʥʜʘʨʝ, ʢʦʥʪʘʢʪʘʭ ʠ ʟʘʜʘʯʘʭ. 

7 ð ʄʝʥʶ ʥʘʚʠʛʘʮʠʠ. ɺ ʵʪʦʡ ʦʙʣʘʩʪʠ ʦʪʦʙʨʘʞʘʶʪʩʷ ʨʘʩʧʠʩʘʥʠʝ ʥʘ ʜʝʥʴ ʠ ʩʧʠʩʦʢ ʟʘʜʘʯ, ʢʦʪʦʨʳʝ 

ʥʫʞʥʦ ʚʳʧʦʣʥʠʪʴ. ʄʦʞʥʦ ʧʝʨʝʢʣʶʯʠʪʴʩʷ ʤʝʞʜʫ ʧʨʝʜʩʪʘʚʣʝʥʠʷʤʠ ʇʦʯʪʘ, ʂʘʣʝʥʜʘʨʴ, ʂʦʥʪʘʢʪʳ ʠ 

ɿʘʜʘʯʠ, ʯʪʦʙʳ ʦʪʦʙʨʘʟʠʪʴ ʧʘʧʢʫ, ʚ ʢʦʪʦʨʦʡ ʭʨʘʥʷʪʩʷ ʩʦʦʙʱʝʥʠʷ, ʢʘʣʝʥʜʘʨʴ ʠʣʠ ʩʧʠʩʦʢ ʟʘʜʘʯ 

8 - ʉʪʨʦʢʘ ʩʦʩʪʦʷʥʠʷ. ɺ ʥʝʡ ʦʪʦʙʨʘʞʘʶʪʩʷ ʨʷʜ ʵʣʝʤʝʥʪʦʚ ʠ ʩʦʩʪʦʷʥʠʝ ʦʪʧʨʘʚʢʠ ʠ ʧʨʠʝʤʘ ʵʣʝʢʪʨʦʥʥʦʡ 

ʧʦʯʪʳ. ʇʘʥʝʣʴ ʚʳʙʦʨʘ ʠʟʦʙʨʘʞʝʥʠʷ ʥʘ ʵʢʨʘʥʝ. ʉʣʫʞʠʪ ʜʣʷ ʧʝʨʝʢʣʶʯʝʥʠʷ ʵʢʨʘʥʘ ʚ ʦʙʳʯʥʳʡ ʨʝʞʠʤ ʠʣʠ 

ʚ ʨʝʞʠʤ ʦʙʟʦʨʘ, ʘ ʪʘʢʞʝ ʜʣʷ ʠʟʤʝʥʝʥʠʷ ʤʘʩʰʪʘʙʘ.  
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3. ʇʆʏʊɸ 

ʇʦʯʪʦʚʘʷ ʩʠʩʪʝʤʘ Outlook ʭʨʘʥʠʪ ʚʭʦʜʷʱʠʝ ʠ ʠʩʭʦʜʷʱʠʝ ʩʦʦʙʱʝʥʠʷ ʚ ʦʪʜʝʣʴʥʳʭ ʧʘʧʢʘʭ, ʠʤʝʝʪ 

ʬʫʥʢʮʠʶ ʧʦʠʩʢʘ ʥʫʞʥʳʭ ʩʦʦʙʱʝʥʠʡ ʠ ʧʨʝʜʦʩʪʘʚʣʷʝʪ ʚʦʟʤʦʞʥʦʩʪʴ ʧʨʦʩʤʘʪʨʠʚʘʪʴ ʚʣʦʞʝʥʠʷ. 

3.1. ʉʦʟʜʘʥʠʝ ʥʦʚʦʛʦ ʩʦʦʙʱʝʥʠʷ 

ʇʝʨʚʳʡ ʰʘʛ ʚ ʨʘʙʦʪʝ ʩ ʧʦʯʪʦʡ ï ʩʦʟʜʘʥʠʝ ʥʦʚʦʛʦ ʩʦʦʙʱʝʥʠʷ. 

ʏʪʦʙʳ ʩʦʟʜʘʪʴ ʥʦʚʦʝ ʩʦʦʙʱʝʥʠʝ ʥʘ ʚʢʣʘʜʢʝ ɻʣʘʚʥʘʷ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ ʉʦʟʜʘʪʴ ʩʦʦʙʱʝʥʠʝ 

 

Outlook ʦʪʢʨʳʚʘʝʪ ʦʢʥʦ ʥʦʚʦʛʦ ʩʦʦʙʱʝʥʠʷ 

 

3.2 ɼʦʙʘʚʣʝʥʠʝ ʘʜʨʝʩʘʪʦʚ 

ʇʨʠ ʩʦʟʜʘʥʠʠ ʩʦʦʙʱʝʥʠʷ ʥʝʦʙʭʦʜʠʤʦ ʫʢʘʟʘʪʴ ʘʜʨʝʩʘ ʝʛʦ ʧʦʣʫʯʘʪʝʣʝʡ. ɸʜʨʝʩʘʪʦʚ ʩʦʦʙʱʝʥʠʷ ʤʦʞʥʦ 

ʜʦʙʘʚʠʪʴ ʨʘʟʣʠʯʥʳʤʠ ʩʧʦʩʦʙʘʤʠ: 

ʉʧʦʩʦʙ 1. ʉ ʧʦʤʦʱʴʶ ʢʥʦʧʢʠ ɸʜʨʝʩʥʘʷ ʢʥʠʛʘ 

ɺʳʙʝʨʠʪʝ ʥʘ ʚʢʣʘʜʢʝ ʉʦʦʙʱʝʥʠʝ ʚ ʛʨʫʧʧʝ ʀʤʝʥʘ ʢʥʦʧʢʫ ɸʜʨʝʩʥʘʷ ʢʥʠʛʘ. ɼʘʣʝʝ ʚʳʩʚʝʪʠʪʩʷ ʦʢʥʦ 

ɺʳʙʦʨ ʠʤʝʥ 

http://www.aviscloud.ru/wiki/wp-content/uploads/2014/10/61.jpg
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ɺʳʙʝʨʠʪʝ ʘʜʨʝʩʘʪʘ ʠʟ ʩʧʠʩʢʘ ɸʜʨʝʩʥʦʡ ʢʥʠʛʠ ʠʣʠ ʠʟ ʚʘʰʝʡ ʧʘʧʢʠ ʂʦʥʪʘʢʪʳ 

ʅʘʞʤʠʪʝ ʦʜʥʫ ʠʟ ʢʥʦʧʦʢ: ʂʦʤʫ, ʂʦʧʠʷ ʠʣʠ ʉʂ. ɸʜʨʝʩ ʧʦʣʫʯʘʪʝʣʷ ʙʫʜʝʪ ʧʦʤʝʱʝʥ ʚ ʫʢʘʟʘʥʥʦʝ ʧʦʣʝ. 

ʅʘʞʤʠʪʝ ʆʂ. 

ʉʧʦʩʦʙ 2. ʉ ʧʦʤʦʱʴʶ ʢʥʦʧʦʢ: ʂʦʤʫ, ʂʦʧʠʷ ʚ ʦʢʥʝ ʩʦʦʙʱʝʥʠʷ. 

1. ɺ ʩʦʦʙʱʝʥʠʠ ʥʘʞʤʠʪʝ ʦʜʥʫ ʠʟ ʢʥʦʧʦʢ: ʂʦʤʫ, ʂʦʧʠʷ. 

2. ɺ ʚʝʨʭʥʝʤ ʧʨʘʚʦʤ ʧʦʣʝ ɸʜʨʝʩʥʘʷ ʢʥʠʛʘ ʤʦʞʥʦ ʚʳʙʨʘʪʴ ʥʫʞʥʳʡ ʩʧʠʩʦʢ ʢʦʥʪʘʢʪʦʚ ï ʥʘʧʨʠʤʝʨ, 

ɻʣʦʙʘʣʴʥʳʡ ʩʧʠʩʦʢ ʘʜʨʝʩʦʚ ʦʨʛʘʥʠʟʘʮʠʠ ʠʣʠ ʚʘʰʫ ʧʘʧʢʫ ʂʦʥʪʘʢʪʳ. ɺ ʧʦʣʝ ʇʦʠʩʢ ʚʚʝʜʠʪʝ ʠʤʷ 

ʧʦʣʫʯʘʪʝʣʷ. 

3. ɼʚʘʞʜʳ ʱʝʣʢʥʠʪʝ ʠʤʷ ʧʦʣʫʯʘʪʝʣʷ, ʯʪʦʙʳ ʜʦʙʘʚʠʪʴ ʝʛʦ ʚ ʧʦʣʝ ʂʦʤʫ (ʧʨʷʤʳʝ ʘʜʨʝʩʘʪʳ). ɼʣʷ 

ʜʦʙʘʚʣʝʥʠʷ ʘʜʨʝʩʘʪʘ ʚ ʧʦʣʝ ʂʦʧʠʷ ʠʣʠ ʉʂ ʚʳʙʝʨʠʪʝ ʠʤʷ ʧʦʣʫʯʘʪʝʣʷ ʚ ʩʧʠʩʢʝ ʠ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ ʂʦʧʠʷ 

ʠʣʠ ʉʂ ʚʥʠʟʫ ʦʢʥʘ. 

ʉʧʦʩʦʙ 3. ɺʚʝʜʠʪʝ ʠʤʷ ʚʨʫʯʥʫʶ ʚ ʧʦʣʝ ʂʦʤʫ, ʂʦʧʠʷ 

1. ɺ ʦʢʥʝ ʩʦʦʙʱʝʥʠʷ ʚ ʧʦʣʝ ʂʦʤʫ (ʂʦʧʠʷ) ʥʘʙʝʨʠʪʝ ʧʝʨʚʳʝ ʙʫʢʚʳ ʬʘʤʠʣʠʠ ʘʜʨʝʩʘʪʘ. ɽʩʣʠ ʚʳ ʫʞʝ 

ʧʝʨʝʧʠʩʳʚʘʣʠʩʴ ʩ ʵʪʠʤ ʘʜʨʝʩʘʪʦʤ Outlook ʧʦʢʘʞʝʪ ʝʛʦ ʠʤʷ ʚ ʢʦʥʪʝʢʩʪʥʦʤ ʩʧʠʩʢʝ. 

 

 

2. ɺ ʩʧʠʩʢʝ ʚʳʙʝʨʠʪʝ ʥʫʞʥʦʛʦ ʘʜʨʝʩʘʪʘ. ɸʜʨʝʩ ʙʫʜʝʪ ʜʦʙʘʚʣʝʥ ʚ ʧʦʣʝ. 

http://edu.kpfu.ru/mod/lesson/view.php?id=4185
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3.3 ʌʦʨʤʘʪʠʨʦʚʘʥʠʝ ʪʝʢʩʪʘ ʩʦʦʙʱʝʥʠʡ 

Outlook ʧʨʝʜʣʘʛʘʝʪ ʤʥʦʞʝʩʪʚʦ ʨʘʟʥʦʦʙʨʘʟʥʳʭ ʚʦʟʤʦʞʥʦʩʪʝʡ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ ʪʝʢʩʪʘ ʩʦʦʙʱʝʥʠʷ, 

ʢʦʪʦʨʳʝ ʣʝʛʢʦ ʠʩʧʦʣʴʟʦʚʘʪʴ ʠ ʢʦʪʦʨʳʝ ʟʥʘʯʠʪʝʣʴʥʦ ʫʣʫʯʰʘʶʪ ʚʥʝʰʥʠʡ ʚʠʜ ʚʘʰʝʛʦ ʩʦʦʙʱʝʥʠʷ. 

ɼʣʷ ʠʩʧʦʣʴʟʦʚʘʥʠʷ ʥʦʚʳʭ ʦʧʮʠʡ ʬʦʨʤʘʪʠʨʦʚʘʥʠʷ ʠʩʧʦʣʴʟʫʡʪʝ ʢʥʦʧʢʠ ʧʘʥʝʣʠ ʉʦʦʙʱʝʥʠʝ ʠʣʠ ʚʳʙʝʨʠʪʝ 

ʚʢʣʘʜʢʫ ʌʦʨʤʘʪ ʪʝʢʩʪʘ ʚ ʦʢʥʝ ʩʦʦʙʱʝʥʠʷ. 

 

 

 

ʏʪʦʙʳ ʧʨʠʤʝʥʠʪʴ ʥʘʙʦʨ ʩʪʠʣʝʡ ʢ ʪʝʢʩʪʫ ʩʦʦʙʱʝʥʠʷ: 

1. ʂʣʠʢʥʠʪʝ ʚ ʣʶʙʦʤ ʤʝʩʪʝ ʧʦʣʷ ʪʝʢʩʪʘ ʩʦʦʙʱʝʥʠʷ. 

2. ʅʘ ʚʢʣʘʜʢʝ ʌʦʨʤʘʪ ʪʝʢʩʪʘ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ ʀʟʤʝʥʠʪʴ ʩʪʠʣʠ ï ʅʘʙʦʨ ʩʪʠʣʝʡ. 

 

3. ɺʳʙʝʨʠʪʝ ʦʧʨʝʜʝʣʝʥʥʳʡ ʥʘʙʦʨ, ʥʘʧʨʠʤʝʨ, ʀʟʳʩʢʘʥʥʳʝ 

ʏʪʦʙʳ ʠʟʤʝʥʠʪʴ ʬʦʨʤʘʪ ʩʪʠʣʷ: 

1. ɺ ʩʦʦʙʱʝʥʠʠ ʚʳʜʝʣʠʪʝ ʪʝʢʩʪ, ʦʬʦʨʤʣʝʥʥʳʡ ʩʪʠʣʝʤ, ʢʦʪʦʨʳʡ ʪʨʝʙʫʝʪʩʷ ʦʪʢʦʨʨʝʢʪʠʨʦʚʘʪʴ. 
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2. ʀʟʤʝʥʠʪʝ ʬʦʨʤʘʪ ʪʝʢʩʪʘ. ʅʘʧʨʠʤʝʨ, ʚʘʤ ʪʨʝʙʫʝʪʩʷ ʫʤʝʥʴʰʠʪʴ ʨʘʟʤʝʨ ʰʨʠʬʪʘ ʜʣʷ ʩʪʠʣʷ. 

3. ʇʨʘʚʦʡ ʢʥʦʧʢʦʡ ʤʳʰʠ ʥʘʞʤʠʪʝ ʚ ʩʪʨʦʢʝ ʪʝʢʩʪʘ, ʬʦʨʤʘʪ ʢʦʪʦʨʦʛʦ ʚʳ ʠʟʤʝʥʠʣʠ. 

4. ɺ ʢʦʥʪʝʢʩʪʥʦʤ ʤʝʥʶ ʚʳʙʝʨʠʪʝ ʉʪʠʣʠ ð ʆʙʥʦʚʠʪʴ (ʠʤ ̫ʩʪʠʣʷ) ʚ ʩʦʦʪʚʝʪʩʪʚʠʠ ʩ ʚʳʜʝʣʝʥʥʳʤ 

ʬʨʘʛʤʝʥʪʦʤ. 

 

 

3.4 ɺʣʦʞʝʥʠʝ ʬʘʡʣʦʚ ʚ ʩʦʦʙʱʝʥʠʝ 

ɺ ʩʦʦʙʱʝʥʠʷʭ Outlook ʤʦʞʥʦ ʧʝʨʝʩʳʣʘʪʴ ʬʘʡʣʳ. 

ʏʪʦʙʳ ʚʣʦʞʠʪʴ ʬʘʡʣ ʚ ʩʦʦʙʱʝʥʠʝ: 

1. ɺ ʦʢʥʝ ʩʦʦʙʱʝʥʠʷ ʚʳʙʝʨʠʪʝ ʚʢʣʘʜʢʫ ɻʣʘʚʥʘʷ ʠ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ ɺʣʦʞʠʪʴ ʬʘʡʣ. 

 

 

2. ɺ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ɺʩʪʘʚʢʘ ʬʘʡʣʘ ʦʪʢʨʦʡʪʝ ʥʫʞʥʫʶ ʧʘʧʢʫ ʠ ʚʳʙʝʨʠʪʝ ʬʘʡʣ ʜʣʷ ʚʩʪʘʚʢʠ. ɼʚʘʞʜʳ 

ʱʝʣʢʥʠʪʝ ʠʤ ̫ʬʘʡʣʘ ʀʃʀ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ ɺʩʪʘʚʠʪʴ. ʌʘʡʣ ʙʫʜʝʪ ʚʣʦʞʝʥ ʚ ʩʦʦʙʱʝʥʠʝ. 

  

3.5 ʅʘʩʪʨʦʡʢʘ ʫʚʝʜʦʤʣʝʥʠʡ ʦ ʜʦʩʪʘʚʢʝ ʠ ʧʨʦʯʪʝʥʠʠ ʩʦʦʙʱʝʥʠʷ 

ɺ Outlook ʚʳ ʤʦʞʝʪʝ ʧʦʣʫʯʠʪʴ ʫʚʝʜʦʤʣʝʥʠʝ ʚ ʤʦʤʝʥʪ, ʢʦʛʜʘ ʘʜʨʝʩʘʪ ʧʦʣʫʯʠʣ ʠʣʠ ʧʨʦʯʝʣ ʚʘʰʝ 

ʩʦʦʙʱʝʥʠʝ. 

ʏʪʦʙʳ ʧʦʣʫʯʠʪʴ ʫʚʝʜʦʤʣʝʥʠʝ ʦ ʜʦʩʪʘʚʢʝ ʩʦʦʙʱʝʥʠʷ: 

1. ɺ ʦʢʥʝ ʩʦʦʙʱʝʥʠʷ ʚʳʙʝʨʠʪʝ ʚʢʣʘʜʢʫ ʇʘʨʘʤʝʪʨʳ. 
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 2. ɺ ʛʨʫʧʧʝ ʆʪʩʣʝʞʠʚʘʥʠʝ ʚʳʧʦʣʥʠʪʝ ʥʘʩʪʨʦʡʢʫ: 

ʋʩʪʘʥʦʚʠʪʝ ʦʪʤʝʪʢʫ ʋʚʝʜʦʤʠʪʴ ʦ ʜʦʩʪʘʚʢʝ ʜʣʷ ʧʦʣʫʯʝʥʠʷ ʫʚʝʜʦʤʣʝʥʠʷ ʦ ʜʦʩʪʘʚʢʝ ʩʦʦʙʱʝʥʠʷ 

ʘʜʨʝʩʘʪʫ; 

ʋʩʪʘʥʦʚʠʪʝ ʦʪʤʝʪʢʫ ʋʚʝʜʦʤʠʪʴ ʦ ʧʨʦʯʪʝʥʠʠ ʜʣʷ ʧʦʣʫʯʝʥʠʷ ʫʚʝʜʦʤʣʝʥʠʷ ʦ ʧʨʦʯʪʝʥʠʠ ʩʦʦʙʱʝʥʠʷ 

ʘʜʨʝʩʘʪʦʤ. 

  

3.6 ʆʪʧʨʘʚʢʘ ʩʦʦʙʱʝʥʠʷ 

ʇʦʩʣʝ ʩʦʩʪʘʚʣʝʥʠʷ ʠ ʥʘʩʪʨʦʡʢʠ ʩʦʦʙʱʝʥʠʷ ʝʛʦ ʤʦʞʥʦ ʦʪʧʨʘʚʠʪʴ ʧʦʣʫʯʘʪʝʣʷʤ, ʘʜʨʝʩʘ ʢʦʪʦʨʳʭ ʚʳ 

ʜʦʙʘʚʠʣʠ ʚ ʧʦʣʷ ʂʦʤʫ, ʂʦʧʠʷ. 

ʏʪʦʙʳ ʦʪʧʨʘʚʠʪʴ ʩʦʦʙʱʝʥʠʝ ʚ ʦʢʥʝ ʩʦʦʙʱʝʥʠʷ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ ʆʪʧʨʘʚʠʪʴ. 

 

 

3.7 ʆʪʚʝʪ ʥʘ ʩʦʦʙʱʝʥʠʝ 

ɺʳ ʤʦʞʝʪʝ ʦʪʚʝʪʠʪʴ ʪʦʣʴʢʦ ʦʪʧʨʘʚʠʪʝʣʶ ʩʦʦʙʱʝʥʠʷ, ʣʠʙʦ ʦʪʧʨʘʚʠʪʝʣʶ ʧʣʶʩ ʚʩʝʤ ʧʦʣʫʯʘʪʝʣʷʤ 

ʩʦʦʙʱʝʥʠʷ (ʠʟ ʧʦʣʝʡ ʂʦʤʫ, ʂʦʧʠʷ, ʉʂ). 

ʏʪʦʙʳ ʦʪʚʝʪʠʪʴ ʦʪʧʨʘʚʠʪʝʣʶ ʩʦʦʙʱʝʥʠʷ, ʣʠʙʦ ʦʪʧʨʘʚʠʪʝʣʶ ʠ ʚʩʝʤ ʝʛʦ ʘʜʨʝʩʘʪʘʤ: 

1. ʀʩʧʦʣʴʟʫʡʪʝ ʦʜʠʥ ʠʟ ʩʧʦʩʦʙʦʚ: 

ɺʳʜʝʣʠʪʝ ʚ ʩʧʠʩʢʝ ʩʦʦʙʱʝʥʠʝ, ʥʘ ʢʦʪʦʨʦʝ ʥʫʞʥʦ ʦʪʚʝʪʠʪʴ, ʠ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ ʆʪʚʝʪʠʪʴ ʠʣʠ ʆʪʚʝʪʠʪʴ 

ʚʩʝʤ ʥʘ ʧʘʥʝʣʠ ɻʣʘʚʥʘʷ. ɸʜʨʝʩ ʦʪʧʨʘʚʠʪʝʣʷ ʙʫʜʝʪ ʜʦʙʘʚʣʝʥ ʚ ʧʦʣʝ ʂʦʤʫ; 

ɼʚʘʞʜʳ ʱʝʣʢʥʠʪʝ ʩʦʦʙʱʝʥʠʝ ʯʪʦʙʳ ʦʪʢʨʳʪʴ ʝʛʦ. ʅʘ ʚʢʣʘʜʢʝ ʉʦʦʙʱʝʥʠʝ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ ʆʪʚʝʪʠʪʴ 

ʠʣʠ ʆʪʚʝʪʠʪʴ ʚʩʝʤ. 
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2. ʅʘʧʝʯʘʪʘʡʪʝ ʚʘʰ ʦʪʚʝʪ ʚ ʧʦʣʝ ʪʝʢʩʪʘ ʩʦʦʙʱʝʥʠʷ ʥʘʜ ʪʝʢʩʪʦʤ ʦʪʧʨʘʚʠʪʝʣʷ. 

3. ʅʘʞʤʠʪʝ ʢʥʦʧʢʫ ʆʪʧʨʘʚʠʪʴ. 

ɺ Outlook ʧʨʠ ʦʪʚʝʪʝ ʥʘ ʩʦʦʙʱʝʥʠʷ ʚʣʦʞʝʥʥʳʝ ʬʘʡʣʳ ʥʝ ʧʝʨʝʩʳʣʘʶʪʩʷ. ɺ ʦʪʚʝʪʥʦʝ ʩʦʦʙʱʝʥʠʝ ʤʦʞʥʦ 

ʚʣʦʞʠʪʴ ʬʘʡʣ(ʳ) ʩʘʤʦʩʪʦʷʪʝʣʴʥʦ. 

3.8 ʇʝʨʝʩʳʣʢʘ ʩʦʦʙʱʝʥʠʷ 

ɽʩʣʠ ʚʘʤ ʥʫʞʥʦ ʧʝʨʝʩʣʘʪʴ ʧʦʣʫʯʝʥʥʦʝ ʩʦʦʙʱʝʥʠʝ: 

ɺʳʙʝʨʠʪʝ ʩʦʦʙʱʝʥʠʝ ʠ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ ʇʝʨʝʩʣʘʪʴ. 

ɼʦʙʘʚʴʪʝ ʘʜʨʝʩʘ ʧʦʣʫʯʘʪʝʣʝʡ 

ʅʘʞʤʠʪʝ ʢʥʦʧʢʫ ʆʪʧʨʘʚʠʪʴ. 

ɽʩʣʠ ʚʘʤ ʥʫʞʥʦ ʧʝʨʝʩʣʘʪʴ ʧʦʣʫʯʝʥʥʦʝ ʩʦʦʙʱʝʥʠʝ ʚʤʝʩʪʝ ʩ ʚʣʦʞʝʥʥʳʤʠ ʚ ʥʝʛʦ ʬʘʡʣʘʤʠ: 

ɺʳʙʝʨʠʪʝ ʩʦʦʙʱʝʥʠʝ ʠ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ ʇʝʨʝʩʣʘʪʴ. 

ɼʦʙʘʚʴʪʝ ʘʜʨʝʩʘ ʧʦʣʫʯʘʪʝʣʝʡ. 

ɺ ʦʢʥʝ ʩʦʦʙʱʝʥʠʷ ʥʘ ʚʢʣʘʜʢʝ ɻʣʘʚʥʘʷ ʠ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ ɺʣʦʞʠʪʴ ʬʘʡʣ. 

 

4. ɺ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ɺʩʪʘʚʢʘ ʬʘʡʣʘ ʦʪʢʨʦʡʪʝ ʥʫʞʥʫʶ ʧʘʧʢʫ ʠ ʚʳʙʝʨʠʪʝ ʬʘʡʣ ʜʣʷ ʚʩʪʘʚʢʠ. ɼʚʘʞʜʳ 

ʱʝʣʢʥʠʪʝ ʠʤ ̫ʬʘʡʣʘ ʀʃʀ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ ɺʩʪʘʚʠʪʴ. ʌʘʡʣ ʙʫʜʝʪ ʚʣʦʞʝʥ ʚ ʩʦʦʙʱʝʥʠʝ. 

5. ʅʘʞʤʠʪʝ ʢʥʦʧʢʫ ʆʪʧʨʘʚʠʪʴ. 

3.9 ʇʨʦʩʤʦʪʨ ʩʦʦʙʱʝʥʠʡ 

Outlook ʭʨʘʥʠʪ ʩʦʦʙʱʝʥʠʷ ʚ ʧʘʧʢʘʭ, ʥʘʧʨʠʤʝʨ, ɺʭʦʜʷʱʠʝ, ʋʜʘʣʝʥʥʳʝ, ʆʪʧʨʘʚʣʝʥʥʳʝ. ʇʨʠ ʟʘʧʫʩʢʝ 

ʧʨʦʛʨʘʤʤʳ ʘʚʪʦʤʘʪʠʯʝʩʢʠ ʦʪʢʨʳʚʘʝʪʩʷ ʧʘʧʢʘ ɺʭʦʜʷʱʠʝ. 

3.10 ʋʧʨʘʚʣʝʥʠʝ ʩʧʠʩʢʦʤ ʩʦʦʙʱʝʥʠʡ 

Outlook ʧʨʝʜʣʘʛʘʝʪ ʨʘʟʣʠʯʥʳʝ ʩʧʦʩʦʙʳ ʫʧʨʘʚʣʝʥʠʷ ʩʧʠʩʢʦʤ ʩʦʦʙʱʝʥʠʡ. 

ɺʳ ʤʦʞʝʪʝ ʩʦʟʜʘʚʘʪʴ ʨʘʟʣʠʯʥʳʝ ʧʘʧʢʠ ʜʣʷ ʦʨʛʘʥʠʟʘʮʠʠ ʠ ʭʨʘʥʝʥʠʷ ʚʘʰʠʭ ʩʦʦʙʱʝʥʠʡ. ɺʦʟʤʦʞʥʦ 

ʜʦʙʘʚʠʪʴ ʢʘʢ ʧʘʧʢʠ ʚʝʨʭʥʝʛʦ ʫʨʦʚʥʷ (ʨʘʟʤʝʱʘʶʪʩʷ ʧʦ ʘʣʬʘʚʠʪʫ ʩʨʝʜʠ ʩʪʘʥʜʘʨʪʥʳʭ ʧʘʧʦʢ), ʪʘʢ ʠ ʣʶʙʦʝ 

ʢʦʣʠʯʝʩʪʚʦ ʚʣʦʞʝʥʥʳʭ ʧʘʧʦʢ (ʥʘʧʨʠʤʝʨ, ʚʥʫʪʨʠ ʧʘʧʢʠ ɺʭʦʜʷʱʠʝ). 

ʏʪʦʙʳ ʩʦʟʜʘʪʴ ʥʦʚʫʶ ʧʘʧʢʫ ʚ Outlook: 

1. ɺʳʟʦʚʠʪʝ ʢʦʥʪʝʢʩʪʥʦʝ ʤʝʥ,ʁ ʜʣʷ ʵʪʦʛʦ ʧʨʘʚʦʡ ʢʥʦʧʢʦʡ ʤʳʰʠ ʥʘʞʤʠʪʝ ʠʤʷ ʧʘʧʢʠ, ʚ ʢʦʪʦʨʦʡ ʭʦʪʠʪʝ 

ʜʦʙʘʚʠʪʴ ʥʦʚʫʶ ʧʘʧʢʫ (ʥʘʧʨʠʤʝʨ, ʇʦʯʪʦʚʳʡ ʷʱʠʢ ʠʣʠ ɺʭʦʜʷʱʠʝ) ʠ ʚʳʙʝʨʠʪʝ ʉʦʟʜʘʪʴ ʧʘʧʢʫ. 
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2. ɺʚʝʜʠʪʝ ʥʘʟʚʘʥʠʝ ʥʦʚʦʡ ʧʘʧʢʠ ʠ ʥʘʞʤʠʪʝ ENTER. 

ʏʪʦʙʳ ʧʝʨʝʤʝʩʪʠʪʴ ʚʳʙʨʘʥʥʦʝ ʩʦʦʙʱʝʥʠʝ ʚ ʥʦʚʫʶ ʧʘʧʢʫ: ʇʝʨʝʥʝʩʠʪʝ ʩ ʧʦʤʦʱʴʶ ʤʳʰʠ ʩʦʦʙʱʝʥʠʝ ʚ 

ʥʦʚʫʶ ʧʘʧʢʫ. 

ʏʪʦʙʳ ʧʝʨʝʤʝʩʪʠʪʴ ʥʝʩʢʦʣʴʢʦ ʩʦʦʙʱʝʥʠʡ ʚ ʥʦʚʫʶ ʧʘʧʢʫ: 

1. ʇʨʠ ʥʘʞʘʪʦʡ ʢʣʘʚʠʰʝ CTRL  ʱʝʣʢʥʠʪʝ ʤʳʰʴʶ ʚʩʝ ʩʦʦʙʱʝʥʠʷ, ʢʦʪʦʨʳʝ ʭʦʪʠʪʝ ʧʝʨʝʤʝʩʪʠʪʴ ʚ ʜʨʫʛʫʶ 

ʧʘʧʢʫ. 

2. ʆʪʧʫʩʪʠʪʝ ʢʣʘʚʠʰʫ CTRL . 

3. ʇʝʨʝʥʝʩʠʪʝ ʩ ʧʦʤʦʱʴʶ ʤʳʰʠ ʚʳʜʝʣʝʥʥʫʶ ʛʨʫʧʧʫ ʩʦʦʙʱʝʥʠʡ ʚ ʥʦʚʫʶ ʧʘʧʢʫ. 

ʏʪʦʙʳ ʩʦʦʙʱʝʥʠʷ ʦʪ ʦʧʨʝʜʝʣʝʥʥʦʛʦ ʦʪʧʨʘʚʠʪʝʣʷ ʘʚʪʦʤʘʪʠʯʝʩʢʠ ʧʝʨʝʤʝʱʘʣʠʩʴ ʚ ʫʢʘʟʘʥʥʫʶ ʧʘʧʢʫ: 

1. ʉʦʟʜʘʡʪʝ ʧʘʧʢʫ ʜʣʷ ʭʨʘʥʝʥʠʷ ʩʦʦʙʱʝʥʠʡ ʦʪ ʵʪʦʛʦ ʦʪʧʨʘʚʠʪʝʣʷ. 

2. ʑʝʣʢʥʠʪʝ ʧʨʘʚʦʡ ʢʥʦʧʢʦʡ ʤʳʰʠ ʣʶʙʦʝ ʧʠʩʴʤʦ ʦʪ ʵʪʦʛʦ ʦʪʧʨʘʚʠʪʝʣʷ, ʚʳʙʝʨʠʪʝ ʇʨʘʚʠʣʘ ï 

ʥʝʦʙʭʦʜʠʤʳʡ ʧʫʥʢʪ ʜʝʡʩʪʚʠʡ, ʚʳʙʝʨʠʪʝ ʧʘʧʢʫ. ʅʘʞʤʠʪʝ ʆʂ. 

 

3.11 ʉʦʨʪʠʨʦʚʢʘ ʩʦʦʙʱʝʥʠʡ ʚ ʧʘʧʢʘʭ 

ʇʦ ʫʤʦʣʯʘʥʠʶ Outlook ʩʦʨʪʠʨʫʝʪ ʩʦʦʙʱʝʥʠʷ ʧʦ ʜʘʪʝ ʧʦʣʫʯʝʥʠʷ. ʅʦʚʳʝ ʩʦʦʙʱʝʥʠʷ ʧʦʢʘʟʳʚʘʶʪʩʷ 

ʚʚʝʨʭʫ ʩʧʠʩʢʘ. 
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ɺʳ ʤʦʞʝʪʝ ʦʧʨʝʜʝʣʠʪʴ ʜʨʫʛʦʡ ʧʦʨʷʜʦʢ ʩʦʨʪʠʨʦʚʢʠ, ʚʳʙʨʘʚ ʦʜʠʥ ʠʟ ʩʪʘʥʜʘʨʪʥʳʭ ʚʘʨʠʘʥʪʦʚ ʠʣʠ ʩʦʟʜʘʚ 

ʩʚʦʡ ʩʦʙʩʪʚʝʥʥʳʡ. 

ɼʣʷ ʥʘʩʪʨʦʡʢʠ ʨʝʞʠʤʘ ʧʨʦʩʤʦʪʨʘ ʩʧʠʩʢʘ ʩʦʦʙʱʝʥʠʡ ʥʘʞʤʠʪʝ ʧʨʘʚʦʡ ʢʥʦʧʢʦʡ ʤʳʰʠ ʚ ʦʙʣʘʩʪʠ 

ʩʦʨʪʠʨʦʚʢʠ ʩʦʦʙʱʝʥʠʡ (ʟʘʛʦʣʦʚʦʢ ʩʪʦʣʙʮʘ). ɺ ʢʦʥʪʝʢʩʪʥʦʤ ʤʝʥʶ ʚʳʩʚʝʪʷʪʩʷ ʩʧʦʩʦʙʳ ʩʦʨʪʠʨʦʚʢʠ ʠ 

ʦʨʛʘʥʠʟʘʮʠʠ ʧʠʩʝʤ (ʧʦ ʜʘʪʝ, ʧʦ ʦʪʧʨʘʚʠʪʝʣʶ, ʧʦ ʨʘʟʤʝʨʫ ʠ ʪ.ʜ.). 

 

 

Outlook ʠʩʧʦʣʴʟʫʝʪ ʥʦʚʳʡ ʚʠʜ ɹʝʩʝʜʳ ʜʣʷ ʦʪʦʙʨʘʞʝʥʠʷ ʩʧʠʩʢʘ ʩʦʦʙʱʝʥʠʡ. 

ʇʨʝʜʩʪʘʚʣʝʥʠʝ ɹʝʩʝʜʘ ʩʧʦʩʦʙʩʪʚʫʝʪ ʩʥʠʞʝʥʠʶ ʠʥʬʦʨʤʘʮʠʦʥʥʦʡ ʧʝʨʝʛʨʫʟʢʠ ʠ ʧʦʟʚʦʣʷʝʪ ʣʝʛʢʦ 

ʫʧʨʘʚʣʷʪʴ ʙʦʣʴʰʠʤʠ ʦʙʲʝʤʘʤʠ ʵʣʝʢʪʨʦʥʥʦʡ ʧʦʯʪʳ. 

ɼʣʷ ʠʩʧʦʣʴʟʦʚʘʥʠʷ ʧʦʪʝʥʮʠʘʣʘ ʧʨʝʜʩʪʘʚʣʝʥʠʷ ɹʝʩʝʜʳ ʚʳʙʝʨʠʪʝ ʥʘ ʚʢʣʘʜʢʝ ɺʠʜ ʢʦʤʘʥʜʫ ʇʦʢʘʟʳʚʘʪʴ 

ʢʘʢ ʙʝʩʝʜʳ ʠ ʥʘʩʪʨʦʡʪʝ ʦʪʦʙʨʘʞʝʥʠʝ ʜʣʷ ʧʘʧʦʢ. 

ɺʩʝʛʦ ʥʝʩʢʦʣʴʢʠʤʠ ʱʝʣʯʢʘʤʠ ʤʳʰʠ ʤʦʞʥʦ ʦʯʠʩʪʠʪʴ, ʫʧʦʨʷʜʦʯʠʪʴ ʠʣʠ ʧʨʦʧʫʩʪʠʪʴ ʮʝʣʳʝ ʮʝʧʦʯʢʠ 

ʙʝʩʝʜ. ʂʣʠʢʥʠʪʝ ʧʦ ʩʪʨʝʣʢʝ ʩʣʝʚʘ ʦʪ ʚʳʙʨʘʥʥʦʛʦ ʩʦʦʙʱʝʥʠʷ, ʯʪʦʙʳ ʨʘʟʚʝʨʥʫʪʴ ʙʝʩʝʜʫ ʠ ʦʪʦʙʨʘʟʠʪʴ ʚʩʝ 

ʩʦʦʙʱʝʥʠʷ ʚ ʝʝ ʮʝʧʦʯʢʝ. 

ʅʘ ʚʢʣʘʜʢʝ ɻʣʘʚʥʘʷ ʚ ʛʨʫʧʧʝ ʋʜʘʣʝʥʠʝ ʚʳʧʦʣʥʠʪʝ ʢʦʤʘʥʜʫ ʆʯʠʩʪʠʪʴ ʠ ʚʳʙʝʨʠʪʝ ʥʝʦʙʭʦʜʠʤʳʝ 

ʧʘʨʘʤʝʪʨʳ, ʯʪʦʙʳ ʦʯʠʩʪʠʪʴ ʚʳʙʨʘʥʥʫʶ ʙʝʩʝʜʫ ʠʣʠ ʚʩʝ ʙʝʩʝʜʳ ʚ ʘʢʪʠʚʥʦʡ ʧʘʧʢʝ ʠʣʠ ʚʦ ʚʣʦʞʝʥʥʳʭ 

ʧʘʧʢʘʭ. 

ɺʳ ʤʦʞʝʪʝ ʧʨʦʧʫʩʢʘʪʴ ʮʝʧʦʯʢʠ ʙʝʩʝʜʳ. ɼʣʷ ʵʪʦʛʦ ʥʘ ʚʢʣʘʜʢʝ ɻʣʘʚʥʘʷ ʚ ʛʨʫʧʧʝ ʋʜʘʣʝʥʠʝ ʚʳʧʦʣʥʠʪʝ 

ʢʦʤʘʥʜʫ ʇʨʦʧʫʩʪʠʪʴ. ʇʨʦʧʫʱʝʥʥʳʝ ʙʝʩʝʜʳ ʙʫʜʫʪ ʦʪʦʙʨʘʞʘʪʴʩʷ ʚ ʧʘʧʢʝ ʋʜʘʣʝʥʥʳʝ. 

ʅʘʩʪʨʦʠʪʴ ʧʘʨʘʤʝʪʨʳ ʚʥʝʰʥʝʛʦ ʚʠʜʘ ʙʝʩʝʜ ʦʯʝʥʴ ʧʨʦʩʪʦ, ʜʣʷ ʵʪʦʛʦ ʥʘ ʚʢʣʘʜʢʝ ɺʠʜ ʨʘʩʢʨʦʡʪʝ ʩʧʠʩʦʢ 

ʇʘʨʘʤʝʪʨʳ ʙʝʩʝʜ ʠ ʚʳʙʝʨʠʪʝ ʥʝʦʙʭʦʜʠʤʳʝ ʫʩʪʘʥʦʚʢʠ ʦʪʦʙʨʘʞʝʥʠʷ. 
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ʕʪʦʪ ʚʠʜ ʧʨʦʩʤʦʪʨʘ ʛʨʫʧʧʠʨʫʝʪ ʩʦʦʙʱʝʥʠʷ ʧʦ ʪʝʤʘʤ ʠ ʜʘʪʘʤ, ʧʦʢʘʟʳʚʘʷ ʚʩʝ ʩʦʦʙʱʝʥʠʷ ʧʦ ʪʝʤʝ ʠʟ 

ʨʘʟʥʳʭ ʧʘʧʦʢ, ʚʢʣʶʯʘʷ ʧʘʧʢʠ ʋʜʘʣʝʥʥʳʝ ʠ ʆʪʧʨʘʚʣʝʥʥʳʝ. 

ɺ ʨʝʞʠʤʝ ɹʝʩʝʜʘ ʟʥʘʯʦʢ ʩʪʨʝʣʢʠ ʩʣʝʚʘ ʦʪ ʟʘʛʦʣʦʚʢʘ ʩʦʦʙʱʝʥʠʷ ʧʦʢʘʟʳʚʘʝʪ, ʯʪʦ ʩʦʦʙʱʝʥʠʝ ʷʚʣʷʝʪʩʷ 

ʯʘʩʪʴʶ ʧʝʨʝʧʠʩʢʠ ʧʦ ʪʝʤʝ (ʙʝʩʝʜʳ). 

 

 

 

ʏʪʦʙʳ ʨʘʟʚʝʨʥʫʪʴ ʠʣʠ ʩʚʝʨʥʫʪʴ ʩʧʠʩʦʢ ʚʩʝʭ ʩʦʦʙʱʝʥʠʡ ʧʦ ʪʝʤʝ (ʙʝʩʝʜʫ), ʥʘʞʤʠʪʝ ʟʥʘʯʦʢ ʩʪʨʝʣʢʠ ʩʣʝʚʘ 

ʦʪ ʟʘʛʦʣʦʚʢʘ ʩʦʦʙʱʝʥʠʷ. 

3.12 ʅʘʩʪʨʦʡʢʘ ʨʝʞʠʤʘ ʘʚʪʦʦʪʚʝʪʯʠʢʘ 

Outlook ʧʦʟʚʦʣʷʝʪ ʥʘʩʪʨʦʠʪʴ ʩʧʝʮʠʘʣʴʥʳʡ ʨʝʞʠʤ ɸʚʪʦʦʪʚʝʪʳ ʥʘ ʧʦʩʪʫʧʘʶʱʠʝ ʩʦʦʙʱʝʥʠʷ. ɺ 

ɸʚʪʦʦʪʚʝʪʝ ʤʦʞʥʦ ʫʚʝʜʦʤʠʪʴ ʦ ʧʝʨʠʦʜʝ ʚʘʰʝʤ ʦʪʩʫʪʩʪʚʠʷ ʠʣʠ, ʥʘʧʨʠʤʝʨ, ʫʢʘʟʘʪʴ ʜʦʧʦʣʥʠʪʝʣʴʥʳʝ 

ʢʦʥʪʘʢʪʥʳʝ ʜʘʥʥʳʝ. 

ʏʪʦʙʳ ʥʘʩʪʨʦʠʪʴ ʨʝʞʠʤ ɸʚʪʦʦʪʚʝʪʘ: 

1. ʅʘ ʚʢʣʘʜʢʝ ʌʘʡʣ ʚʳʙʝʨʠʪʝ ɸʚʪʦʦʪʚʝʪʳ. 
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2. ɺʳʙʝʨʠʪʝ ʧʘʨʘʤʝʪʨ ʆʪʧʨʘʚʣʷʪʴ ʘʚʪʦʦʪʚʝʪʳ. 

 

 

3. ʄʦʞʥʦ ʫʢʘʟʘʪʴ ʧʝʨʠʦʜ ʜʝʡʩʪʚʠʷ ʘʚʪʦʦʪʚʝʪʯʠʢʘ (ʥʘʧʨʠʤʝʨ, ʜʦ ʚʘʰʝʛʦ ʚʦʟʚʨʘʱʝʥʠʷ). 

4. ʅʘ ʚʢʣʘʜʢʝ ɺ ʧʨʝʜʝʣʘʭ ʦʨʛʘʥʠʟʘʮʠʠ ʜʦʙʘʚʴʪʝ ʪʝʢʩʪ, ʢʦʪʦʨʳʡ ʙʫʜʝʪ ʦʪʧʨʘʚʣʷʪʴʩʷ ʚ ʵʪʦʪ ʧʝʨʠʦʜ 

ʢʦʣʣʝʛʘʤ ʠʟ ʚʘʰʝʡ ʦʨʛʘʥʠʟʘʮʠʠ. 

5. ʅʘ ʚʢʣʘʜʢʝ ɿʘ ʧʨʝʜʝʣʘʤʠ ʦʨʛʘʥʠʟʘʮʠʠ ʜʦʙʘʚʴʪʝ ʪʝʢʩʪ, ʢʦʪʦʨʳʡ ʙʫʜʝʪ ʦʪʧʨʘʚʣʷʪʴʩʷ ʚʥʝʰʥʠʤ 

ʘʜʨʝʩʘʪʘʤ. 

6. ʅʘʞʤʠʪʝ ʆʂ. ʈʝʞʠʤ ʘʚʪʦʦʪʚʝʪʦʚ ʘʢʪʠʚʠʨʫʝʪʩʷ ʥʘ ʫʢʘʟʘʥʥʳʡ ʚʘʤʠ ʧʝʨʠʦʜ. 

ʇʨʠʤʝʯʘʥʠʝ. ɽʩʣʠ ʚʳ ʦʪʢʨʳʚʘʝʪʝ Outlook ʚʦ ʚʨʝʤʷ ʜʝʡʩʪʚʠʷ ʨʝʞʠʤʘ ɸʚʪʦʦʪʚʝʪʳ, ʚʘʤ ʙʫʜʝʪ ʧʨʝʜʣʦʞʝʥʦ 

ʦʪʢʣʶʯʠʪʴ ʨʝʞʠʤ. ʅʘ ʧʝʨʠʦʜ ʜʝʡʩʪʚʠʷ ɸʚʪʦʦʪʚʝʪʘ ʜʦʧʦʣʥʠʪʝʣʴʥʦ ʤʦʞʥʦ ʩʦʟʜʘʪʴ ʩʧʝʮʠʘʣʴʥʳʝ ʧʨʘʚʠʣʘ 

ʦʨʛʘʥʠʟʘʮʠʠ ʚʭʦʜʷʱʠʭ ʩʦʦʙʱʝʥʠʡ, ʥʘʧʨʠʤʝʨ, ʧʝʨʝʩʳʣʢʫ ʢʦʣʣʝʛʝ. 

3.13 ʉʦʟʜʘʥʠʝ ʣʠʯʥʦʡ ʘʚʪʦʧʦʜʧʠʩʠ 

ɺ Outlook ʚʳ ʤʦʞʝʪʝ ʩʦʟʜʘʪʴ ʥʝʩʢʦʣʴʢʦ ʩʪʘʥʜʘʨʪʥʳʭ ʧʦʜʧʠʩʝʡ ʜʣʷ ʩʦʦʙʱʝʥʠʡ ʠ ʫʢʘʟʘʪʴ, ʢʦʪʦʨʘʷ ʠʟ ʥʠʭ 

ʙʫʜʝʪ ʜʦʙʘʚʣʷʪʴʩʷ ʧʦ ʫʤʦʣʯʘʥʠʶ ʚ ʥʦʚʳʝ ʩʦʦʙʱʝʥʠʷ ʠ ʚ ʦʪʚʝʪʳ. 

ʏʪʦʙʳ ʩʦʟʜʘʪʴ ʘʚʪʦʧʦʜʧʠʩʴ: 

1. ʉʦʟʜʘʡʪʝ ʥʦʚʦʝ ʩʦʦʙʱʝʥʠʝ. 

2. ʅʘ ʚʢʣʘʜʢʝ ʉʦʦʙʱʝʥʠʝ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ ʇʦʜʧʠʩʴ ï ʚʳʙʝʨʠʪʝ ʇʦʜʧʠʩʠ. 
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3. ɺ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʇʦʜʧʠʩʠ ʠ ʙʣʘʥʢʠ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ ʉʦʟʜʘʪʴ ʠ ʚʚʝʜʠʪʝ ʥʘʟʚʘʥʠʝ ʧʦʜʧʠʩʠ 

(ʥʘʧʨʠʤʝʨ, ʈʘʙʦʯʘʷ). ʅʘʞʤʠʪʝ ʆʂ. 

 

4. ɺ ʥʠʞʥʝʡ ʯʘʩʪʠ ʦʢʥʘ ʚʚʝʜʠʪʝ ʪʝʢʩʪ ʧʦʜʧʠʩʠ ʠ ʧʨʠ ʞʝʣʘʥʠʠ ʦʬʦʨʤʠʪʝ ʝʝ. ʇʦ ʦʢʦʥʯʘʥʠʠ ʥʘʞʤʠʪʝ 

ʢʥʦʧʢʫ ʉʦʭʨʘʥʠʪʴ. ʄʦʞʥʦ ʩʦʟʜʘʪʴ ʥʝʩʢʦʣʴʢʦ ʧʦʜʧʠʩʝʡ, ʧʦʚʪʦʨʠʚ ʜʝʡʩʪʚʠʷ ʧʧ.3-4. ɺʚʝʨʭʫ ʩʧʨʘʚʘ ʚ ʧʦʣʝ 

ʥʦʚʳʝ ʩʦʦʙʱʝʥʠʷ: ʚʳʙʝʨʠʪʝ ʠʤʷ ʧʦʜʧʠʩʠ, ʢʦʪʦʨʫʶ ʥʫʞʥʦ ʜʦʙʘʚʣʷʪʴ ʧʦ ʫʤʦʣʯʘʥʠʶ ʚ ʥʦʚʳʝ ʩʦʦʙʱʝʥʠʷ. 

ʅʘʞʤʠʪʝ ʆʂ. 
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ʏʪʦʙʳ ʟʘʤʝʥʠʪʴ ʘʚʪʦʧʦʜʧʠʩʴ ʚ ʩʦʦʙʱʝʥʠʠ: 

ɽʩʣʠ ʚʳ ʩʦʟʜʘʣʠ ʥʝʩʢʦʣʴʢʦ ʧʦʜʧʠʩʝʡ, ʚ ʦʢʥʦ ʥʦʚʦʛʦ ʩʦʦʙʱʝʥʠʷ ʘʚʪʦʤʘʪʠʯʝʩʢʠ ʜʦʙʘʚʣʷʝʪʩʷ ʫʢʘʟʘʥʥʘʷ 

ʚʘʤʠ ʧʦʜʧʠʩʴ. 

ʏʪʦʙʳ ʚʳʙʨʘʪʴ ʜʨʫʛʫʶ ʠʟ ʚʘʰʠʭ ʧʦʜʧʠʩʝʡ ʚ ʧʠʩʴʤʝ, ʱʝʣʢʥʠʪʝ ʧʨʘʚʦʡ ʢʥʦʧʢʦʡ ʤʳʰʠ ʚ ʪʝʢʩʪʝ ʧʦʜʧʠʩʠ 

ʚ ʩʦʦʙʱʝʥʠʠ ʠ ʚ ʢʦʥʪʝʢʩʪʥʦʤ ʩʧʠʩʢʝ ʚʳʙʝʨʠʪʝ ʜʨʫʛʫʶ ʩʚʦʶ ʧʦʜʧʠʩʴ. 

 

 
 

3.14 ɹʳʩʪʨʳʝ ʜʝʡʩʪʚʠʷ 

ɺ ʨʘʩʧʦʣʦʞʝʥʥʦʡ ʥʘ ʚʢʣʘʜʢʝ ɻʣʘʚʥʘʷ ʚ ʛʨʫʧʧʝ ɹʳʩʪʨʳʝ ʜʝʡʩʪʚʠʷ ʦʜʥʠʤ ʱʝʣʯʢʦʤ ʤʦʞʥʦ ʚʳʧʦʣʥʠʪʴ 

ʥʝʩʢʦʣʴʢʦ ʢʦʤʘʥʜ, ʥʝʦʙʭʦʜʠʤʳʭ ʜʣʷ ʦʩʫʱʝʩʪʚʣʝʥʠʷ ʦʙʱʠʭ ʜʝʡʩʪʚʠʡ. ʅʘʧʨʠʤʝʨ, ʦʜʥʠʤ ʱʝʣʯʢʦʤ ʤʦʞʥʦ 

ʟʘʜʘʪʴ ʢʘʪʝʛʦʨʠʶ ʠ ʧʝʨʝʤʝʩʪʠʪʴ ʩʦʦʙʱʝʥʠʝ. ʄʦʞʥʦ ʥʘʩʪʨʦʠʪʴ ʙʳʩʪʨʳʝ ʜʝʡʩʪʚʠʷ ʧʦ ʫʤʦʣʯʘʥʠʶ ʠ 

ʩʦʟʜʘʚʘʪʴ ʩʦʙʩʪʚʝʥʥʳʝ ʢʥʦʧʢʠ ʜʣʷ ʯʘʩʪʦ ʧʨʠʤʝʥʷʝʤʳʭ ʜʝʡʩʪʚʠʡ. 

 

 

çɹʳʩʪʨʳʝ ʜʝʡʩʪʚʠʷè ð ʵʪʦ ʥʦʚʘʷ ʬʫʥʢʮʠʷ Outlook, ʦʙʝʩʧʝʯʠʚʘʶʱʘʷ ʦʜʥʦʚʨʝʤʝʥʥʦʝ ʚʳʧʦʣʥʝʥʠʝ 

ʥʝʩʢʦʣʴʢʠʭ ʜʝʡʩʪʚʠʡ ʩ ʩʦʦʙʱʝʥʠʷʤʠ ʵʣʝʢʪʨʦʥʥʦʡ ʧʦʯʪʳ, ʫʩʢʦʨʷʷ ʠ ʫʧʨʦʱʘʷ ʫʧʨʘʚʣʝʥʠʝ ʧʦʯʪʦʚʳʤʠ 

ʷʱʠʢʘʤʠ. ʅʘʧʨʠʤʝʨ, ʧʨʠ ʯʘʩʪʦʤ ʧʝʨʝʤʝʱʝʥʠʠ ʩʦʦʙʱʝʥʠʡ ʚ ʢʦʥʢʨʝʪʥʫʶ ʧʘʧʢʫ ʤʦʞʥʦ ʠʩʧʦʣʴʟʦʚʘʪʴ 

ʙʳʩʪʨʦʝ ʜʝʡʩʪʚʠʝ, ʯʪʦʙʳ ʚʳʧʦʣʥʷʪʴ ʝʛʦ ʦʜʥʠʤ ʱʝʣʯʢʦʤ ʤʳʰʠ. ʂʨʦʤʝ ʪʦʛʦ, ʙʣʘʛʦʜʘʨʷ ʙʳʩʪʨʳʤ 

ʜʝʡʩʪʚʠʷʤ ʧʨʦʱʝ ʧʝʨʝʩʳʣʘʪʴ ʩʦʦʙʱʝʥʠʷ ʨʫʢʦʚʦʜʠʪʝʣʶ ʠʣʠ ʢʦʣʣʝʛʘʤ. 

ɹʳʩʪʨʳʝ ʜʝʡʩʪʚʠʷ ʧʦ ʫʤʦʣʯʘʥʠʶ 
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ʄʦʞʥʦ ʥʘʩʪʨʦʠʪʴ ʣʶʙʦʝ ʠʟ ʙʳʩʪʨʳʭ ʜʝʡʩʪʚʠʡ ʧʦ ʫʤʦʣʯʘʥʠʶ. ʇʨʠ ʧʝʨʚʦʤ ʠʩʧʦʣʴʟʦʚʘʥʠʠ ʥʝʢʦʪʦʨʳʭ 

ʙʳʩʪʨʳʭ ʜʝʡʩʪʚʠʡ ʧʨʝʜʣʘʛʘʝʪʩʷ ʥʘʩʪʨʦʠʪʴ ʠʭ. ʅʘʧʨʠʤʝʨ, ʝʩʣʠ ʪʨʝʙʫʝʪʩʷ ʩʦʟʜʘʪʴ ʙʳʩʪʨʦʝ ʜʝʡʩʪʚʠʝ ʜʣʷ 

ʧʝʨʝʤʝʱʝʥʠʷ ʩʦʦʙʱʝʥʠʡ ʚ ʢʦʥʢʨʝʪʥʫʶ ʧʘʧʢʫ, ʵʪʫ ʧʘʧʢʫ ʥʝʦʙʭʦʜʠʤʦ ʫʢʘʟʘʪʴ ʟʘʨʘʥʝʝ. ɹʳʩʪʨʳʝ ʜʝʡʩʪʚʠʷ 

Outlook, ʠʩʧʦʣʴʟʫʝʤʳʝ ʧʦ ʫʤʦʣʯʘʥʠʶ: 

ɹʳʩʪʨʦʝ ʜʝʡʩʪʚʠʝ ʆʧʝʨʘʮʠʷ 

ʇʝʨʝʤʝʩʪʠʪʴ ʚ: 

ʇʝʨʝʤʝʱʝʥʠʝ ʚʳʙʨʘʥʥʦʛʦ ʩʦʦʙʱʝʥʠʷ ʚ ʫʢʘʟʘʥʥʫʶ ʧʦʯʪʦʚʫʶ ʧʘʧʢʫ ʠ 

ʧʦʤʝʪʢʘ ʝʛʦ ʢʘʢ ʧʨʦʯʠʪʘʥʥʦʛʦ. 

ʈʫʢʦʚʦʜʠʪʝʣʶ 

ʇʝʨʝʩʳʣʢʘ ʩʦʦʙʱʝʥʠʷ ʨʫʢʦʚʦʜʠʪʝʣʶ ʪʝʢʫʱʝʛʦ ʧʦʣʴʟʦʚʘʪʝʣʷ. ɽʩʣʠ ʚ 

ʦʨʛʘʥʠʟʘʮʠʠ ʠʩʧʦʣʴʟʫʝʪʩʷ ʩʝʨʚʝʨ Microsoft Exchange, ʠʤʷ ʨʫʢʦʚʦʜʠʪʝʣʷ 

ʙʝʨʝʪʩʷ ʠʟ ʛʣʦʙʘʣʴʥʦʛʦ ʩʧʠʩʢʘ ʘʜʨʝʩʦʚ ʠ ʚʩʪʘʚʣʷʝʪʩʷ ʚ ʧʦʣʝ ʂʦʤʫ. ʂʨʦʤʝ 

ʪʦʛʦ, ʧʦʣʫʯʘʪʝʣʷ ʤʦʞʥʦ ʫʢʘʟʘʪʴ ʚʨʫʯʥʫʶ. 

ʕʣʝʢʪʨʦʥʥʘʷ ʧʦʯʪʘ 

ʛʨʫʧʧʳ 

ʇʝʨʝʩʳʣʢʘ ʩʦʦʙʱʝʥʠʷ ʜʨʫʛʠʤ ʯʣʝʥʘʤ ʨʘʙʦʯʝʡ ʛʨʫʧʧʳ. ɽʩʣʠ ʚ 

ʦʨʛʘʥʠʟʘʮʠʠ ʠʩʧʦʣʴʟʫʝʪʩʷ ʩʝʨʚʝʨ Microsoft Exchange, ʠʤʝʥʘ ʯʣʝʥʦʚ 

ʛʨʫʧʧʳ ʙʝʨʫʪʩʷ ʠʟ ʛʣʦʙʘʣʴʥʦʛʦ ʩʧʠʩʢʘ ʘʜʨʝʩʦʚ ʠ ʚʩʪʘʚʣʷʶʪʩʷ ʚ ʧʦʣʝ 

çʂʦʤʫè. 

ɻʦʪʦʚʦ 

ʇʝʨʝʤʝʱʝʥʠʝ ʩʦʦʙʱʝʥʠʷ ʚ ʫʢʘʟʘʥʥʫʶ ʧʦʯʪʦʚʫʶ ʧʘʧʢʫ ʠ ʧʦʤʝʪʢʘ ʝʛʦ ʢʘʢ 

ʟʘʚʝʨʰʝʥʥʦʛʦ ʠ ʧʨʦʯʠʪʘʥʥʦʛʦ. 

ʆʪʚʝʪʠʪʴ ʠ ʫʜʘʣʠʪʴ 

ʆʪʢʨʳʪʠʝ ʦʪʚʝʪʦʚ ʥʘ ʚʳʙʨʘʥʥʦʝ ʩʦʦʙʱʝʥʠʝ ʠ ʫʜʘʣʝʥʠʝ ʠʩʭʦʜʥʦʛʦ 

ʩʦʦʙʱʝʥʠʷ. 

ʉʦʟʜʘʪʴ ʥʦʚʦʝ 

ʄʦʞʥʦ ʩʦʟʜʘʪʴ ʩʦʙʩʪʚʝʥʥʦʝ ʙʳʩʪʨʦʝ ʜʝʡʩʪʚʠʝ ʜʣʷ ʚʳʧʦʣʥʝʥʠʷ ʣʶʙʦʡ 

ʧʦʩʣʝʜʦʚʘʪʝʣʴʥʦʩʪʠ ʢʦʤʘʥʜ, ʧʨʠʩʚʦʠʚ ʝʤʫ ʠʤʷ ʠ ʟʥʘʯʦʢ ʜʣʷ ʦʙʦʟʥʘʯʝʥʠʷ. 

  

http://technet.microsoft.com/ru-ru/exchange/default.aspx
http://edu.kpfu.ru/mod/lesson/view.php?id=4184
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4. ɺʉɪ ʆ ʂʆʅʊɸʂʊɸʍ. ʃʖɼʀ 

ʈʘʟʜʝʣ ʃʶʜʠ ʤʦʞʝʪ ʩʦʜʝʨʞʘʪʴ ʠʤʝʥʘ ʠ ʘʜʨʝʩʘ ʵʣʝʢʪʨʦʥʥʦʡ ʧʦʯʪʳ, ʘ ʪʘʢʞʝ ʚʢʣʶʯʘʪʴ ʜʦʧʦʣʥʠʪʝʣʴʥʳʝ 

ʧʦʜʨʦʙʥʳʝ ʩʚʝʜʝʥʠʷ, ʥʘʧʨʠʤʝʨ, ʧʦʯʪʦʚʳʡ ʘʜʨʝʩ, ʥʝʩʢʦʣʴʢʦ ʥʦʤʝʨʦʚ ʪʝʣʝʬʦʥʘ, ʠʟʦʙʨʘʞʝʥʠʝ, ʜʘʪʫ ʜʥʷ 

ʨʦʞʜʝʥʠʷ ʠ ʣʶʙʳʝ ʜʨʫʛʠʝ ʜʘʥʥʳʝ, ʠʤʝʶʱʠʝ ʦʪʥʦʰʝʥʠʝ ʢ ʢʦʥʪʘʢʪʫ. 

 

 

ʇʨʠ ʚʳʙʦʨʝ ʨʘʟʜʝʣʘ ʃʶʜʠ Outlook ʘʚʪʦʤʘʪʠʯʝʩʢʠ ʦʪʦʙʨʘʞʘʝʪ ʥʝʦʙʭʦʜʠʤʳʝ ʢʦʤʘʥʜʳ ʜʘʥʥʦʛʦ ʨʘʟʜʝʣʘ 

ʥʘ ʃʝʥʪʝ ʢʦʤʘʥʜ. ʃʝʥʪʘ ʩʦʩʪʦʠʪ ʠʟ ʚʢʣʘʜʦʢ, ʨʘʟʜʝʣʝʥʥʳʭ ʥʘ ʛʨʫʧʧʳ. 

 

 

4.1 ʉʦʟʜʘʥʠʝ ʢʦʥʪʘʢʪʘ 

ʇʝʨʚʳʤ ʰʘʛʦʤ ʚ ʨʘʙʦʪʝ ʩ ʢʦʥʪʘʢʪʘʤʠ ʷʚʣʷʝʪʩʷ ʜʦʙʘʚʣʝʥʠʝ ʥʦʚʳʭ ʢʦʥʪʘʢʪʦʚ. 

ʏʪʦʙʳ ʩʦʟʜʘʪʴ ʢʦʥʪʘʢʪ: 

1. ɺ ʧʨʝʜʩʪʘʚʣʝʥʠʝ ʃʶʜʠ ʥʘ ʚʢʣʘʜʢʝ ɻʣʘʚʥʘʷ ʚ ʛʨʫʧʧʝ ʉʦʟʜʘʪʴ ʚʳʙʝʨʠʪʝ ʉʦʟʜʘʪʴ ʢʦʥʪʘʢʪ 

2. ɺʚʝʜʠʪʝ ʠʤʷ ʠ ʜʨʫʛʠʝ ʥʫʞʥʳʝ ʩʚʝʜʝʥʠʷ ʦ ʢʦʥʪʘʢʪʝ. ɺ ʥʝʢʦʪʦʨʳʭ ʧʦʣʷʭ ʠʩʧʦʣʴʟʫʡʪʝ ʩʪʨʝʣʢʫ ʚʥʠʟ 

ʨʷʜʦʤ ʩ ʧʦʣʝʤ ʜʣʷ ʚʳʙʦʨʘ ʥʫʞʥʦʛʦ ʟʥʘʯʝʥʠʷ. 

 

3. ʅʘʞʤʠʪʝ ʉʦʭʨʘʥʠʪʴ ʠ ʟʘʢʨʳʪʴ. 

ɼʣʷ ʦʪʧʨʘʚʢʠ ʩʦʦʙʱʝʥʠʷ ʢʦʥʪʘʢʪʫ, ʫ ʢʦʪʦʨʦʛʦ ʚʳ ʜʦʙʘʚʠʣʠ ʘʜʨʝʩ ʵʣʝʢʪʨʦʥʥʦʡ ʧʦʯʪʝ, ʱʝʣʢʥʠʪʝ ʢʦʥʪʘʢʪ 

ʧʨʘʚʦʡ ʢʥʦʧʢʦʡ ʤʳʰʠ ʠ ʫʢʘʞʠʪʝ ʉʦʟʜʘʪʴ ï ʆʪʧʨʘʚʠʪʴ ʧʦ ʵʣʝʢʪʨʦʥʥʦʡ ʧʦʯʪʝ, ʘʥʘʣʦʛʠʯʥʳʝ ʜʝʡʩʪʚʠʷ 
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ʜʣʷ ʩʦʟʜʘʥʠʷ ʩʦʙʨʘʥʠʷ ʩ ʫʯʘʩʪʠʝʤ ʜʘʥʥʦʛʦ ʢʦʥʪʘʢʪʘ ʠʣʠ ʥʘʟʥʘʯʝʥʠʷ ʟʘʜʘʯʠ. ʊʘʢʞʝ ʤʦʞʥʦ ʚʳʙʨʘʪʴ 

ʘʜʨʝʩʘʪʘ ʠʟ ʧʘʧʢʠ ʂʦʥʪʘʢʪʳ ʚ ʧʨʦʮʝʩʩʝ ʩʦʟʜʘʥʠʷ ʩʦʦʙʱʝʥʠʷ. 

 

 

 

4.2 ʉʦʟʜʘʥʠʝ ʛʨʫʧʧʳ ʢʦʥʪʘʢʪʦʚ 

ɻʨʫʧʧʘ ʢʦʥʪʘʢʪʦʚ ʧʨʝʜʩʪʘʚʣʷʝʪ ʩʦʙʦʡ ʛʨʫʧʧʫ ʘʜʨʝʩʦʚ ʵʣʝʢʪʨʦʥʥʦʡ ʧʦʯʪʳ, ʦʙʲʝʜʠʥʝʥʥʳʭ ʦʜʥʠʤ ʠʤʝʥʝʤ. 

ʉʦʦʙʱʝʥʠʝ, ʦʪʧʨʘʚʣʝʥʥʦʝ ʛʨʫʧʧʝ ʢʦʥʪʘʢʪʦʚ, ʦʪʧʨʘʚʣʷʝʪʩʷ ʚʩʝʤ ʧʦʣʫʯʘʪʝʣʷʤ, ʚʭʦʜʷʱʠʤ ʚ ʛʨʫʧʧʫ. 

ɻʨʫʧʧʳ ʢʦʥʪʘʢʪʦʚ ʤʦʞʥʦ ʚʢʣʶʯʘʪʴ ʚ ʩʦʦʙʱʝʥʠʷ, ʟʘʧʨʦʩʳ ʚʳʧʦʣʥʝʥʠʷ ʟʘʜʘʯ, ʧʨʠʛʣʘʰʝʥʠʷ ʥʘ ʩʦʙʨʘʥʠʷ 

ʠ ʜʨʫʛʠʝ ʛʨʫʧʧʳ ʢʦʥʪʘʢʪʦʚ. 

ʏʪʦʙʳ ʩʦʟʜʘʪʴ ʛʨʫʧʧʫ ʢʦʥʪʘʢʪʦʚ: 

1. ʅʘ ʚʢʣʘʜʢʝ ɻʣʘʚʥʘʷ ʥʘʞʤʠʪʝ ʢʥʦʧʢʫ ʉʦʟʜʘʪʴ ʛʨʫʧʧʫ ʢʦʥʪʘʢʪʦʚ 

 

 

2. ɺ ʧʦʣʝ ʀʤ ̫ʫʢʘʞʠʪʝ ʥʘʟʚʘʥʠʝ ʛʨʫʧʧʳ. 
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3. ʅʘʞʤʠʪʝ ʢʥʦʧʢʫ ɼʦʙʘʚʠʪʴ ʫʯʘʩʪʥʠʢʦʚ, ʜʚʘʞʜʳ ʱʝʣʢʥʠʪʝ ʤʳʰʴʶ ʧʦʦʯʝʨʝʜʥʦ ʠʤʝʥʘ ʘʜʨʝʩʘʪʦʚ ʜʣʷ 

ʚʢʣʶʯʝʥʠʷ ʚ ʛʨʫʧʧʫ. Outlook ʜʦʙʘʚʠʪ ʩʧʠʩʦʢ ʘʜʨʝʩʘʪʦʚ ʚ ʧʦʣʝ ʋʯʘʩʪʥʠʢʠ. 

 

4. ʅʘʞʤʠʪʝ ʆʂ. 

5. ʅʘʞʤʠʪʝ ʉʦʭʨʘʥʠʪʴ ʠ ʟʘʢʨʳʪʴ. 

ɼʣʷ ʩʦʟʜʘʥʠʷ ʩʦʦʙʱʝʥʠʷ ʛʨʫʧʧʝ ʢʦʥʪʘʢʪʦʚ ʱʝʣʢʥʠʪʝ ʛʨʫʧʧʫ ʧʨʘʚʦʡ ʢʥʦʧʢʦʡ ʤʳʰʠ ʠ ʚʳʙʝʨʠʪʝ ʉʦʟʜʘʪʴ 

ï ʉʦʦʙʱʝʥʠʝ ʵʣʝʢʪʨʦʥʥʦʡ ʧʦʯʪʳ ʠʣʠ, ʚʦʡʜʷ ʚ ʥʫʞʥʫʶ ʛʨʫʧʧʫ ʢʦʥʪʘʢʪʦʚ, ʚ ʛʨʫʧʧʝ ʢʦʤʘʥʜ ɻʨʫʧʧʘ 

ʢʦʥʪʘʢʪʦʚ ʚʳʙʝʨʝʪʝ ʢʦʤʘʥʜʫ ʆʪʧʨʘʚʠʪʴ ʧʦ ʵʣʝʢʪʨʦʥʥʦʡ ʧʦʯʪʝ 

4.3 ʇʨʦʩʤʦʪʨ ʢʦʥʪʘʢʪʦʚ 

ɺʳ ʤʦʞʝʪʝ ʚʳʙʨʘʪʴ ʨʘʟʣʠʯʥʳʝ ʚʠʜʳ ʧʨʦʩʤʦʪʨʘ ʩʧʠʩʢʘ ʢʦʥʪʘʢʪʦʚ. 

ʏʪʦʙʳ ʠʟʤʝʥʠʪʴ ʚʠʜ ʧʨʦʩʤʦʪʨʘ ʩʧʠʩʢʘ ʢʦʥʪʘʢʪʦʚ: 

ʅʘ ʚʢʣʘʜʢʝ ɻʣʘʚʥʘʷ ʚ ʛʨʫʧʧʝ ʊʝʢʫʱʝʝ ʧʨʝʜʩʪʘʚʣʝʥʠʝ ʨʘʟʚʝʨʥʠʪʝ ʩʧʠʩʦʢ ʚʠʜʦʚ ʧʨʦʩʤʦʪʨʘ ʠ ʚʳʙʝʨʠʪʝ 

ʥʫʞʥʳʡ ʚʠʜ. 

 

4.4 ʆʙʱʠʡ ʜʦʩʪʫʧ ʢ ʢʦʥʪʘʢʪʘʤ 

ɺʳ ʤʦʞʝʪʝ ʧʨʝʜʦʩʪʘʚʠʪʴ ʢʦʣʣʝʛʘʤ ʜʦʩʪʫʧ ʢ ʩʚʦʝʡ ʧʘʧʢʝ ʂʦʥʪʘʢʪʳ. 


