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Hebonbline KOMNaHUM 4YacTo CTanKMBaKOTCA C TeMU Xe npobremamu, 4to u 6onee KpynHble
NPeAnpuATUsA, OAHAKO MMEIT MeHbLUe PecypcoB Ans WX pelweHus. JKecTkas KOHKYpeHLus,
HeZOCTaTOK BPEMEHW M OTPaHNYEHHbIN BHOAXKET YacTO CAEP>KMBAOT Pa3BUTME MapPKETUHIOBbIX
BO3MOXHOCTEN. OAHWM U3 caMbIX CIOXHbIX acnekToB B OW3Hece SBASETCA pasBUTUE
M noasep>aHve KaneHTckon 6a3bl. KomnaHuum [oskHbI MMETb BO3MOXHOCTb pearvpoBaTtb
Ha 3anpocbl KJAWEHTOB, YNpaBAsTb B3aUMOAENCTBMEM C KAMEHTAMW W YCMELWHO MpuBAEKaTb
NoTeHUManbHbIX KAMeHTOB. M TpebyeTcs addekTnBHOE 1 NPOCTOE B MCMONb30BaHUN peLleHne
ANA yrpaBAeHWs KOHTaKTamM.

HecmoTpss Ha Hannuve 6OABLWIOrO KO/JMYECTBA PELUEHUM MO  YNpPaBAEHUIO OTHOLUEHWM
c kiveHTamn (CRM), OCHOBHas WX 4acTb CO34aHa ANf KPYMHbIX KOMMaHWUM u Tpebyet
3HaUUTENbHBIX MHBECTULMIA B NMporpammHoe obecneveHne 1 obyuyeHune coTpyaHukos. Kpowme
TOro, Takme pelleHre MOryT 6biTb HECOBMECTUMbl C APYTMMWU MPUNOXKEHUAMY, KOTOPbIMU
06bIYHO MOAb3YyOTCA HebosblMe KOMMNaHuW. [ns nosblweHus cBoen 3DDEKTUBHOCTH
HeboNblUME KOMMaHWM HYXAAKTCA B pPeleHun Mo YnpaBAeHWHO KOHTakTamu, KOTopoe
OT/NINYAETCA MpuBAEKATENIbHOW LLeHOMW, MPOCTOTON B OCBOEHWW U COBMECTUMO C CyLLEeCTBYHO-
LWMMU NPUNOXKEHUAMMN.

Takum pelueHvem un aBasetca Microsoft® Outlook® 2010 ¢ Aucnetyepom koHTakToB. CoueTas
HageXHble QYHKUMM ynpaBaeHus KoHTakTamu ¢ Microsoft Outlook 2010, 310 pelweHune
nossonser HebONbLWIMM KOMMaHWAM Nerko LeHTpasv3oBaTb WMHOOPMaLMIO O KOHTaKTax
W KAMEeHTax C MOMOLLbIO 3HAaKOMOro MoJb3oBaTenbckoro nHtepderica Outlook. Mpunoxerne
Outlook 2010 c /[jucnetyepoM KOHTaKTOB MOMOraeT KOMMaHWAM Co3jaBaTb U 3PPeKTUBHO
NPOBOAUTbL aBTOMaTU3MPOBaHHble MAapKETUMHIOBble KammnaHwuW, ynpaBaATb MOTEHLMaNbHbIMU
KJIMEHTaMW 1 BO3MOXHbIMW CAeNKaMW B pamKax npoLecca Npojax, NpesoctaBadTb KakK ycayru,
Tak W nocnenpogaxHoe obcnyxuBaHve. OHO TakxXe BKAKOYAET B CebA MHCTPYMEHTbl Ans
LeHTpaau3aunm nHGopmaLmm o0 NpoeKkTax 1 pearmpoBaHua Ha 3ajayu, CBA3aHHble C NPOeKTaMu.

HactoAalwmn JOKyMEHT COAEepXWUT ABa OCHOBHbIX pa3jena. B mepBom KpaTko onwucbiBatoTCA
OCHOBHble npeuMmyllectBa M BaxHble ¢yHkuum Outlook 2010 ¢ [AwcneTyepom KOHTaKTOB.
Bo BTopom pa3gene wucnonb3oBaHue Hekotopbix ¢yHkumin Outlook 2010 ¢ [ucnetyepom
KOHTaKTOB paccMaTpuBaeTcs 6onee noapobHo.
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MpunoxeHne Outlook 2010 ¢ [ucnetyepoM KOHTaKTOB KOHcCOAMAMpyeT uHbOpMaLmo O
KOHTaKTax M KJAMEeHTax W ynpoLlaeT yrnpaBJeHUIO e, CBOEBPEMEHHO OOHOBAAA cBefeHus 060
BCEX JIIOAAX M OpraHmn3aumsax, KOTopble MMELOT OTHOLLIEHWE K KOMMaHWN.

MpunoxeHne Outlook 2010 ¢ JucnetyepomM KOHTaKTOB OTAMYAETCA HOBbIM MOJb30BaTENbCKNM
NHTEPdENCOM, OCHOBAHHOM Ha «paboumx obnactax» m ponsx. BHe 3aBMCMMOCTM OT TOrO,
yAENseTca NN OCHOBHOE BHWMaHMe NpoJadkaM, MAapPKETVHIY, YMpaBJeHU MPOeKTaMu Wan
obLemMy ynpaBaeHUIO KOHTaKTaMun, — BCerja HanAeTcs COOTBETCTByHOLWan paboyas obnactb u
NONHOQYHKLUNOHANbHbIE  WHCTPYMEHTbI, KOTOpble crnocobcTBytoT  6onee  3dpdekTMBHOMY
BbINOJHEHWIO PaboThI.

Kaxgas 13 uetblpex paboumnx obnacrer — «lMpopaxku», «<MapKeTuHr», «YnpasaeHue
npoeKkTaMmu» U «YrnpaB/eHMe KOHTaKTaMu» — MOXKET 6bIiTb HaCTpOeHa B COOTBETCTBUU
C noTpebHocTAMM KOMMaHWU (MM OTAENBHOIO ee COTPYAHWUKA). B BepxHel uacTum
KaXxaon pabouer 0bnacTM  pacnonoxXeHbl ragXeTbl; HebosbWwMe HacTpaMBaeMble
AvarpamMMbl  MAW  CMUCKK, KOTOpble OTOBpaXkatoT OCHOBHblE MOKa3aTenn KOMMaHWUW,
HanpuMep, KaHaabl NPOAAX Wau NpoekTbl. [104 ragkeTamu HaxoAATCA BKNAAKN CO CMMCKaMU
3anucen, KoTopble MOXHO GUAbTPOBaTb, COPTUPOBaATb W FPYNMNUPOBaTb B COOTBETCTBUU
C IMYHbIMK NoTpebHocTamMK. [laxke 061aCTb UTEHMA MOXHO HacTPOWUTb.

YnyuweHHasa nenTta B Outlook 2010 n [nucnetyepe KOHTAKTOB O6GJE€rYMT MOUCK U JOCTYN
K KOMaHzaMm, HeobxoanMbIM Ans paboTbl.

Outlook 2010 c¢ /[lucneTyepoM KOHTAaKTOB COAEPXWT HacTpaMBaemMylo naHesb
MOHMUTOPUHra. 3anosiHMTe ee rag>eTamu, KoTopble OTObpaXkatoT CBEAEHMA U MokKasaTenw,
BaXHble ANA KOMMaHUW.

Hactpowte Outlook 2010 ¢ ncneTyepom KOHTAKTOB C MOMOLLbHO HOBOTO MpeAcTaBJeHUsA
Backstage™ Microsoft Office. bnarogaps emy MOXHO WMNOPTMPOBaTb [AaHHbIE,
HacTpavBaTb, COBMECTHO WCMO/Mb30BaTb W CO3jaBaTb pPe3epBHblE  KOMWUM  BaXKHOW
MHPOPMaLUN O KJINEHTaX.
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OtcnexuBarite BCHO MHPOPMALMIO O NHOAAX, KOTOPbIe MMEIOT OTHOLLEHWE K KOMMaHWK, AennTechb
€0 C COTPYAHMKaMU, MONb3yNTECh €0 aBTOHOMHO. VIHdopmauma byaeTt Bceraa nog pykow.

Monyyante goctyn K MHPOPMaLMKM, KOTOpas CBA3aHa C KOHKPETHbIM OM3HeCc-KOHTaKTOM
(coobLieHnsa 31eKTPOHHOW MNouThl, TenedoHHble 3BOHKW, BCTPeuYW, 3agayy, 3ameTkn W
pokymeHTbl), B Outlook 2010. MpunoxeHne Outlook 2010 c¢ [JwncneTyepoM KOHTaKTOB
aBTOMAaTUUECKN CBA3bIBaeT 3/IEKTPOHHYIO MOUTY, MOJIlyYEHHYHO OT KAMEHTOB WK
oTnpas/ieHHYt0 M. brarogapsa aTomy Bce ByAyT B Kypce caMoi nocieaHen MHpopmaLunm.

Bnarogaps HOBOW (YHKLMN CUHXPOHU3ALMM MOXHO MPOCMATpUBaTh U peaaKTMpPOBaTb
613HeC-KOHTaKTbl U3 II060ro NPUNOIKEHUS, 3 KOTOPOrO BO3MOXEH AOCTYN K KOHTaKTaM
Outlook.

C NoMOLbO MHOroMoAb30BaTENbCKMX GYHKUMA MOXHO MNpPeaoCcTaBUTb CETEBOM AOCTYM,
3alUMLLEHHbIM NapoaeM, N NOAENUTbCA MHpopMaumen o KIMeHTaxX € KoJleraMmu.

O6HoBAAWTE 3anNnCcK, HaXOAACb BHe oduca. [lobasniariTe HOBble 3aMMCK UAW OBHOBAAWTE
cyulecTBytolMe Ha MOPTaTMBHOM  KOMMbiOTepe, a 3aTeMm, Mpu  BO3BpaLLeHuu,
CUHXPOHU3MpPYIMTE BCE N3MEHEHUS.

B Outlook 2010 ¢ AncneTtyepoM KOHTAKTOB 3HAUUTENBHO Y/y4lleHbl BO3SMOXHOCTU Pa3/iyHbIX
HacTpoek. Tenepb MOXHO (CO34aBaTb pacWIMPEHHble MoJ/b30BaTeNbCckne GopMbl U Aaxe
CO34aBaTb HOBbIE TUMbI 3aMMCEN A8 KOMMaHUW.

HactpauBaiite ¢popmbl «busHec-koHTakT», «BbusHec-napTHep», «Bo3moixkHaa caenka»
n «busHec-npoekT» C NMOMOLLBIO MPOCTOro BM3yaJlbHOTO KOHCTPyKTOpa GopMm. Yaanaute
CyLLeCTBYIOLLME MO, CO3jaBalTe HOBble U U3MeHAWTe MakeT GOpPMbl B COOTBETCTBUM CO
CBOVMW NOTPEBHOCTAMMN.

Co3paBaiiTe nosb3oBaTe/ibckue TUMbl 3anuceid, Hanpumep, «MexaHuk», «[locTaBLnK»
nan «MeamumHckoe obcnymBaHWe», YTObbl OTPas3WUTb POM NHOAEN U TUMbl OpraHn3auui,
MMetOLLMX OTHOLLEHWNE K KOMMaHWUW.

Mpunoxenne Outlook 2010 c [ucnetyepom KOHTaKTOB COAEPXXWT HOBblE WHCTPYMEHTHI,
KoTOopble Mo3BoaAT 3bdeKTMBHO pearMpoBaTb Ha MOTEHLMANbHbLIX KANEHTOB M BO3MOXHblE
CAENKN 1 OTCAeXMBaTb BECb MPOLLeCcC NPoJax.
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HoBbi TMN 3anuncn «VHTepec» coaep>XUT QYHKLMIO aBTOMAaTU4eCKOM OLEHKM WHTEPEeCOB,
KoTopas obneryaer peanusauuio caMbix MHOroobellaroLMX MHTEPECOB B MEPBYHO Ouepe/b.
Bonee Toro Bnageney KOMMaHWM WMAW NpPoOJaBeL, MOTyT 3ajaTb Takme YC/IOBWUA OLEHKM, 4TO,
HanpuvMep, KAWeHTbl, Mpuvllejle MO peKkoMeHAauuy, OyAyT OueHMBaTbCA Bbille, YeMm
NoTeHLMaNbHble KINEHTbI U3 CMINCKA Y>Ke COBEPLUMBLLMX MOKYTKY.

Bo3moXxHble caenkn ana cneuvanucta Mo npojaxkam WrparoT KA4ueByro ponb. Kaxaas
M3 HUX — 3TO MOTEHLMANbHbIN JOXOA, W YCNELUHbIA CNeLManncT no NpoAaxkam 3HaeT, Kak Ba>kHO
NnpaBWAbHO N CBOEBPEMEHHO pearvpoBaTtb Ha HuX. Mpunoxenne Outlook 2010 ¢ Ancnetyepom
KOHTakTOB Obaeryaer 3Ty 3ajauvy.

STanbl Npoja>k MOMOrarT cneuuanucty no npojaXkaM OTCAeXUBaTb CAEJKN
C MOMEHTa NpeAJIoXKeHUA A0 YCNewHOro 3akpbiTusa. [1osb30BaTeNM MOryT onpeaenuntb
3Tanbl NPOAaX W COOTBETCTBYIOLIME AEWCTBUA Ha KaXkAOM 3Tane M noayyatb AOMoA-
HUTenbHble HanoMmuHaHusa B Outlook 2010, uTobbl 0b6ecneunTb Hagnexallee pearnpoBaHue.
PykoBoautenn HeboNbIMX KOMMAHWMA MOryT Habawogate 3a OyaywiMMun npogaxkamu
C MOMOLLbIO ragXKeToB 1 oTyeToB «lMpouecc npoaax» n «KaHan npopax».

Monyuarite MakCMManbHytO MPubbIIb, OPUEHTUPYACb HA OCHOBHbIX KAWEHTOB M Hanbonee
npoaaBaemMble TOBapbl. Vicnonb3yinte ragkeTbl M oTYeTbl «OCHOBHbIE K/IMEHTbI»
N «OCHOBHbIe NMPOAYKTbI», UTOObl Y3HaTh, Kakue KAWeHTbl npuobpeTatoT Hosblue BCero
NPOAYKTOB M Kakune MpOoAyKTbl MPUHOCAT HanboNbLLYO NPUbbIb. IKCNOPTUPYATE OTYETHI B
Microsoft Excel® 2010, Bkntoyas popmaTtmpoBaHue n Gopmybl, ANA fanbHENLLErO aHau3a.

C nomowbto Outlook 2010 ¢ [AuncneTyepoM KOHTAKTOB MOXHO /IErKO CO3ZaBaTb M pacnpo-
CTPaHATb WHAWBUAYAAN3MPOBAHHbIE MAPKETMHIOBble COOOLWEeHUA M HabawoaaTb 3a pesyib-
TaTaMu.

MNopsaep>aHe MOCTOAHHOW CBA3U C CyLLECTBYIOLWMMW WAN MOTEHUMANbHBIMU KANEHTaMU —
3as10r ycnewHoro 6usHeca. baarogaps cnnckam o63BoHa MOXHO Nerko BblbnpaTtb noayvatenew,
co3zaBaTb AN MMMOPTUPOBATb CLLEHAPUA 063BOHA, a 3aTEM OTCIEXMBATbL Pe3ybTaTbl KaXA0ro
TeneOHHOro 3BOHKa.
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Co3ganTe CNUCKM LEeNeBON PacCbikKM C MOMOLLBIO COPTUPOBKMU JaHHbIX O MOTEHLMA/bHbIX
N CYLLECTBYHOLLMX KAMEHTAX, 3aTeM BbIMNOAHUTE cCavsaHMe B  Microsoft Publisher 2010
nan Microsoft Word 2010, utobbl co3zaTte UHAUBUAYANAN3MPOBaAHHbIE 3/1EKTPOHHbIE MUCbMa
WAN MapKEeTUHIOBblE MaTepuabl.

OTcne)xuBate BAMAHWE MAapPKETUHIOBOrO MEpPONPUATMA Ha KauMeHToB. Kaxgoe
OTNpaBAEHHOE MapKeTMHroBoe COoobLeHMe aBTOMATUUECKM BKIKOYAETCS B XKypHan
COOBLLEHNI C KNVEHTOM.

OueHuBanTte 3¢pPeKTUBHOCTb KaXKAOro MAPKETUHFOBOroO MEepPOnpUATUA C MOMOLLbIO
bYHKLMN OTCNeXUBAHMA MapPKETUHIOBbIX MEPOMPUATUMA M CBA3AHHbIX FaZ>eToB N OTYETOB.
Onpegennte ycnex Kaxzoro Meponpuatna, 4tobbl NOBbICUTL 3GPEKTUBHOCTb MapKeTUH-
rOBOW AeATeNbHOCTM B ByayLieM.

Caenka ycrnewHo 3akpbiTa M HeobXoAMMO COOTBETCTBOBAaTb OXWAAHWAM KAMEHTa (MAan
npes3ontn nx). Kak ybeantbca B ToM, 4To BCce paboTtaet 6e3 c6oeB? YTo BCce BHECEHO B MaaH?
Yto pecypcbl pacnpegeneHbl paBHOMepHO? ®yHKumm ynpaeaeHus npoektamun B Outlook 2010
¢ lucneTyepomM KOHTaKTOB NO3BOJAT PELUUTb BCE 3TU BOMPOCHI.

Onpepenurte NpoekTbl U UX 3afaum 1 pacnpegenute ux cpeamn konner. lNpu coBMeCTHOM
ncnonb3zoBaHum Outlook 2010 ¢ Jucnetuepom 3azay BCe CBEAEHUS O MPOEKTE MIHOBEHHO
CTAHOBATCA AOCTYMHbIMW BCEM, KOMYy 3TO Tpebyetcs. KOHTpoaupyWTe OCyLLecTBASEMbIE
B paMKax npoeKkTa AeNCTBMUA C MOMOLLbIO FaZ>KeTOB M OTYETOB MpoekTa. Tenepb W ragxeTbl
N OTUeTbl MOAAEPXMBAIOT AnarpamMmbl aHTa (BpemMeHHasa LWKana), YTo MO3BOASET Cpasy
yBUAETb BCE AENCTBUA, KOTOPble HEOOBXOAMMO CAenaTbh B paMkax NpoeKTa.

Outlook 2010 ¢ ucnetyepom 3agay NO3BOAAET OTCNEXMBATb BaXKHble COODOLLEHNA 3a cyeT
aBTOMaTMUECKOro CBA3bIBaHUA UX C 3aMMCAMU NpoeKTa.

Ecnn Bce Bawwm NpoekTbl MOXOXW APYr Ha Apyra, onpejeneHve OANHAKOBbIX 3a4ay NPOeKTa
KaXAbl pa3, Korga 310 HeobxoAMMO, MOXET 0Ka3aTbCA AOBOJAbHO yToMuTenbHbIM. Outlook
2010 c Aucnetyepom 3agay obneryaer 3Ty 3agadvy ¢ nomoubto LLlabnoHOB npoekTos.
Onpegennte NpoekT, ero 3agayun 1 NCNOAb3yNTe €ro CTONbKO pa3s, CKONbKO NoTpebyeTcs.
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[laHHble KNMEHTOB MOTYT XPaHUTbCA B Pa3/INUHbIX PACMONOXEHUAX, UCMONb3YIOLLNX Pa3nYHble
TEXHO/IOTMM, HaumMHas OymaxkHbiMW dainamMm 1 3ameTkaMM W 3aKaHumBas COOOLEeHUAMM
3NIEKTPOHHOW MOYTbI, AJOKYMEHTaMu, Tabavuamu n 6asamu gaHHbix. Vicnonb3oBaHme pasnnyHbix
bopmMaToOB MOXET NPUBECTU K AyOAMPOBAHMIO U MUCMO/b30BAHUIO HETOYHOW WAW yCTapeBLUEN
nHPopMauun. A CUHXPOHM3aLMNA CBEAEHNIN MeXAY COTPYAHMKaMUN Uan Garinamu JaHHbIX MOXET
6bITb CNOXHON, TPeboBaTb MHOFO BPEMEHWN N MPUBOANTL K OLLINOKAM.

MpunoxeHune Outlook 2010 ¢ AucneTyepomM KOHTaKTOB XPaHUT BCO MHPOPMALIMIO O KNMEHTaX B
OAHOM pacnosioxeHuy, obecreumBas NPOCTOM JOCTYNn AAs TeX, KoMy Tpebyerca 3Ta
nHpopmauus. bonee Toro, Bca nHbopMaLmsa 0 KAMeHTax AOCTynHa npu ncnoab3osaHum Outlook
2010, nporpammbl, KOTOpas 3HaKOMa MOYTU BCEM W eXeAHEBHO WCMOJb3yeTca ANA BeAeHUs
KaseHAapen 1 Nepenmckn no 31eKTPOHHOW nouTe.

BbINOAHEHME 30AQY M HOBbIM MOAb3OBATEALCKMMN MHTEPTDEMC

Bnarogapsa HoBOMy ynpoLleHHOMY noab3oBaTtenbckomy nHtepdency Outlook 2010 ¢ Ancnetye-
POM KOHTaKTOB OT/ANYaEeTC MPOCTOTOM B OCBOEHWW W MCMOAb30BaHMKW. LleHTp HauanbHOM
HaCTPOWKW COAEPXXUT Mosae3Hble CBeAeHUs U BuaeomaTepuanbl na HbICTPOro Hayana pabotsl
CynpaB/ieHWeM KOHTakTaMM 1 wuHbopmaumen o kaMeHTax. A 6narogaps HOBbIM
npeAcTaBieHUAM NeHTbl U Backstage Bce komaHapbl, Heobxoaumble ans 6onee 6biCTPOM
1 3ddeKTNBHON paboTbl, HAXOAATCA NOZA PYKOMW.

Hosaa Bepcua Outlook 2010 c [lucnetyepom KOHTaKTOB YMNOpAfOYMBAET AaHHble B YeTbipe
pabouve ob6nact, OCHOBaHHble Ha ponAx: «YnpaBieHVMe KOHTakTaMu», «[lpogaxwm»,
«MapkeTuHr» n «YnpaeneHue npoekTamu». Kaxpaas pabouas obnactb oTobpaxkaeT Cnmcok
3anmMce M HacTpamBaemyto 06/1aCcTb UTEHMs, KOTOpas COAEPXWUT CBeAeHWA O BblbpaHHOW
3anuncu. Boibepute B ntobon Bkiagke ctonbel, npumeHute GUALTP ANs OTOBpaXKeHMs TObKO
HeobXoAUMbIX 3anucein 1 CrpynnupynTe Mx Hy>XHbIM obpa3oM. Hanpumep, ecam Heobxogmmo
oT0bpa3ntb TO/NbKO 6un3Hec-koHTakTbl B CaHkT-lleTepbypre, gobaBbTe HOBYIO BKIafKy W
npyMeHuTe GuabTp.
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Jucnetsep konTakten - Microsoft Outlook (OsnakomuTensHan sepens)

= | B ]

HauaneHaa crpaHuLa NpocmoTp OTueThl TapKeTsl Nangy's @
F & & s?a & Cmsnme =, 37 Maccosoe pegakTupoBatie B Aencsan samerka [ ] Y
g a| E N
o = % Mapretunr ~ [ Npeobpazasats & ~ 8 BozmoxmocTs C
Cosmate  CoageTe  CosgaTePaoTuk  Hossie | 3nekTpoHHas HasHauuTe BuiGpate K
NaPTHEPA BUGHECKONTAKT  Waraswa  anewenTs~ | nowra A9 Aononwumensro - - X Yaanums §8 AononnuTensio  areropuio - nenonweniio *
Cosgare Ces3aTbea ViameHiTs [l06aBuTE IneMEHT XypHana Tern
<
a
(T SR e [JlucneTuep koHTaKTOB: YnpaBneHwe KOHTAKTaMMW 7 CphiTs ragpkeTsl <
Gl LiewTp HauankHo# HAcTpOFiKL =
{3 ¥npasnenure kormakTamn HanBonee nonynApHele Tosapel @ B # % | |HauGonee nomynmpHbie Tosaps @ B # X | | Myuume kovenme -
1 Mpoaaxn g
, 5
[ Mapreruur Road-45. Mountai 4
39 Ynpasnenue npoextom Mourtai.| foad5. E
b [l Aenoseie sanucn Mountai.. Road-15.. Marazit. 3
(3 Yaanennue Road-15.. Road-25.. 4 E
Road-25.. Mountai.. Marasw, =
Road-65.. Road-25.. 'l
Road-35.. Road-35.. 2
H
2
3
0 5 10 15 20 poK pLOOK p200K p.oK p20} z
Tocrasukn MarasnHer: NPOCPOYEHHLIE OCTaTEN Tlpoume KoHTaKTEl Cotpyannkm h=) \ 4
- - o
[Momex s “Cotpyarumen £ [ David Martinez ¥ BuiBepuTe pasgens: g
[
01 Xpahute kak | [JomkHocTs |Teneponpas. |7 “ |[# Paorrm marazuna x H
= MonHoe uma: David Martinez 3
4 W8 poauTensCKora NapTHepa: AreHTCTBO aBaHTapAHBI MOTOLMKAOE (3... JOMKHOCTE: PykoBoauTEns E
" XPaHUTE Kak Martinez, David &
£, Martinez, David PykosoguTens 1045) 222-12-34 MapTHep: ACEHTCTED 3BHIADAHEIX &
MOTOUMKNOE
- HasHaueno WSET\User
4 1WA pOAMTENECKOrG NAPTHEPE: ATEHTCTBO MYHLIMX NPUKAIDUEHWI [312M... it osars
& sullivan, George OTaeTcrBeHHbI 1045} 222-12.34
-~ X
[—] Moura X
4 Vs ro NapTHepa: [ANEpER ABAHIAPAHLX BENOUINEA0E (3ME. . % E‘r;;:m ecom
@ Gt & Dobandi, Barbara PykOBOAWTENS OTAENE CHA...  (045) 222-1234
Kanenaapn i . [ 7 Homepa Tenedorios x
M5 POAMTENSCKOTO NAPTHEPa: [ANEPEA AEAHIAPAHEIX MOTOLMKNOE (30€... o
Pa6auuit (045) 2221234
Bobvos, Endre OTBeTCTBEHHBII 45) 2221234 OMBLLHI
KOHTaKTBI
w Dakc pabouni;
[] »
& sl - |
MprmeHeH GUALTP ‘ /I\ OWKBKa GTNPABKK MW NOAYUEHHA ‘ 0 EE 0% (—)—————

Puc. 1. Pabouas obnactb «YnpaBneHve koHTakTaMu». Kaxxgas pabouas obaactb coaepxunt
KOMaHZbl NEHTbI, ONTUMU3NPOBAHHbIE ANS JAHHOW POAK, a TakXKe HacTpanBaeMble rafxeTbl,
CNWUCKM 3anncein n obnacTm UTeHus.

YAyuLLEeHHas AeHTa

B Outlook 2010 ¢ AncneTtyepomM KOHTaKTOB Kaxkjaa pabouas 0b6nacTb COAEPXXUT HACTPOEHHYH
NeHTy. HekoTopble KOMaHAbl ABAAIOTCA O6LMMW, APyrne Xe OTHOCATCA K POJAW, CBA3aHHOM
C AaHHoN pabouelt obnacTtbto. Hanpumep, pabouas obnactb «[Mpogaxun» cogepxut «Co3zpatb
naeto» n «Cosfatb BO3MOXHOCTb», a Takxke rpynnbl «CeA3atbca», «M3menntb» 1 «[obaButb
3NeMEeHT XypHana».
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Puc. 2. Pabouas obnactb «Ipogaxkn» coaep>XnT KOMaHZAbl NEHTbI, ragXXeTbl U BKAAAKMN,
ONTUMU3NPOBAHHbIE A/ POAN MPOAAXK.
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Bnarogaps HOBOW MaHeNn MOHWUTOPWHra PYKOBOAWTE/Nb HEOO/LLION KOMMaHUW WAW OTAena
NpojaXxk MOXET OTC/ieXMBaTb AeATe/bHOCTb BCEW rpynmnbl CneumaanctoB no npogaxam. OH
MOXET peLlaTh, KakuMe rafxeTbl AOKHbI OTOOpaXaTbCsi, U BbIOUPaTb YCIOBUA OTOBpPaXKeHUs
BaXXKHbIX AaHHbIX ANS KaXZAOro razxeta. Hanpumep, ecam nHpopmaLms o npogaxax sBasercs
BaXKHOW, BbibepuTe ragxetbl «KaHan npogax» u «[lpouecc npogax». Ecam Heobxoanmo
CNeanTb 3a MHOXECTBOM MPOEKTOB, BbibepuTe ragxeTbl «busHec-npoekT» 1 «3azava NpoeKkTa».
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MpeacraBneHne Microsoft Office Backstage nossunocs B Microsoft Office 2010; oHo ynpotyaet
N YCKOPSIET BbINOJIHEHWE pacnpoCTpaHeHHbIX aencteuid. MNpeactaBneHve Backstage 3ameHser
TpaguUMOHHOe MeHt «®Dain», UCNONb30BaBLUEECS B MPeablaylinx Bepcusx MNPUNOXKEeHWU
Microsoft Office. [na wcnonb3oBaHus npegcrtaBneHns Backstage B Outlook 2010
¢ lucnetyepom KOHTAKTOB Nepensute B JIEBYHO BEPXHIOK YacTb NIEHTbl U LWENKHUTE BKAAAKY
«@ann». 3atem BblbepuTe [lucnetyep KOHTAKTOB AN MMMOPTa, 3KCMOpPTa, pPe3epBHOro
KOMWUPOBaHWS MW BOCCTAHOBEHUS 6a3bl AaHHbIX an HacTporikn Outlook 2010 ¢ AucneTtuepom
KOHTaKTOB.
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Puc. 4. MNpeactaBneHune Backstage ¢ BbiIbpaHHbIM JucneTyepoM KOHTaKTOB. BbigeneH nyHkT
«YnpaBneHne 6azamMu JaHHbIX», TakK Kak NOb30BaTeNb UCMOAb3yeT obpa3seL, 6a3bl aHHbIX. B
NnpaBOM YacTn OKHa NPEeACTaBNEHbl PecypCbl, KOTOPbIe MOXHO MCMOb30BaTb A5 NOJAYYEHUS
foNoNHUTENbHbIX cBegeHMn 06 Outlook 2010 ¢ Ancnetuepom KOHTAKTOB.

boAaee adpdekTMBHAY COBMECTHAS paboTa

CBA3bIBAOHME U OTCAEXUBAHUE COOOLLLEeHUH

PaccMoOTpuM caydaid, Korga cneumanvct no npogaxam HanpasaseT MOTeHUUaNbHOMY KANEHTY
obpa3Lbl U MaTepuanbl Mo npogaxam. K coxaneHunto, BO Bpems 3BOHKa KJAWEHTa C BOMpocamu
AAHHbIV CNeuuanncT Haxoautca BHe oduca. OAMH M3 COTPYAHUKOB 3amnmcbiBaeT, UTO 3BOHWA
KAnMeHT. Ha cnesytownin feHb NPUXOAUTCS 3BOHWUTL KJMEHTY, He 3Hasi TOYHO, YTO MMEHHO emy
TpebyeTtcs.

Mpunoxenune Outlook 2010 ¢ [ucneTyepom KOHTaKTOB MOMOXET B pa3pelUueHnr 3TON BeCbMa
pacnpocTpaHeHHoW npobaemMbl C MOMOLLbIO QYHKLMM CBA3bIBAHMA W OTchexunsaHua. Koanera
cneumanncTa No Npojaxam MOXeT OTKPbITb 3anncb KAMEHTa, OTBeYas Ha 3BOHOK, U Cpasy e
MOHATb, YTO MaTepuanbl MO Mpojaxam Yyxe OTnpas/eHbl. [locne 3TOro COTPYAHWK MOXKeT
CNPOCUTb, €CTb NN y KAMeHTa Kakue-ambo BOMpockl uan Tpebyetca am emy AOMOAHWUTE/bHasA
nHdopmauma. Bmecto Toro uTtobbl 3anucbiBaTb coobuieHve Ha Oymare, 3TOT COTPYAHMUK
noay4yaet ObICTPbIN AOCTYN K COOTBETCTBYHOLWEN MHGOPMALMN M MOXKET MOMOYb B YCMELIHOM
3aKpbITUN CAENKMN.

Microsoft 11
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C nomoublo CBA3bIBAHMA W OTCAEXMBaHWA MO/b30OBaTeNM TakXke MOryT aBTOMaTU4ecKu
CBA3bIBaTb BCE BXOAALLUME U UCXOAALLME COODBLEHNA 31EKTPOHHON MOYThl C 3anncamm GusHec-
KOHTaKTa wau 6usHec-napTHepa, KOTOpPble UMEHOT TOT XXe ajpec 31eKTPOHHOW MouTbl. Takou
NpocTton 1 3GPEKTVBHBIN MeXaHW3M MO3BONAET YCTPaHUTb HeobXOAMMOCTb B MpaBuaax As
3NEKTPOHHOW MOYTbl, CO3A4aHUN OTAENbHbIX MamnoK AN KOHTAaKTOB WAW MNepemMeLLeHnn
coobuweHmn B 3TM nanku. [lpunoxenve Outlook 2010 ¢ /[Juncnetyepom KOHTaKTOB
CaMOCTOATENbHO OTCNIEXMUBAET INEKTPOHHYHO MOYTY.

ol = * ¥ |5 BeceHHAR BENOrOHKa YEPES BECH FOPOA - BU3HEC-NpoEKT =] B
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Yaanute .
4 [lata: Ha npownoW Hegene

&J CO0BWEHME 3NEKTPOHHOM... Cceinka Ha SP BeceHHAA BENOrOKKS Yepes secs I, [T 22.10.2010 14:58

4 [lata: Tpu HEAENW Ha3al

Q_J COOBWEHWE 3NEKTPOHHON... HOBBINA COTPYAHUK BeceHHAR BENOrOHKS Yepes Becs .. M+ 04.10.2010 10:45

4 [laTa: B npownom mecaue
3_{ CO0BWEHWE 3NEKTROHHOMH... HOBEIA COTPYAHMK BeceHHAA BENOrOKKS Yepes secs ., Y7 09.09.2010 10:06
1 CooBuerie 3nekTPOHHON... HoBeili coTpyaHmK £CEHHAR BENOTOHKA YEpes Bece . MH 06.09. 2
Cood ... H i B MH 06.09.2010 16:26

4 [lata: CoBCEM AaBHO

&J COOBWEHNE 3NEKTPOHHOM... HOBBIN COTPYAHUK BeceHHAA BENOTrOHKS Yepes Becs .. 1 23.08.2010 12:42

NomMmMMo oTcnexmuBaHusa coobweHnn anekTpoHHou noutbl Outlook 2010 ¢ AucneTtyepom
KOHTAKTOB MOXHO WCMOJ/b30BaTb AN CBA3bIBAHWA >XXYPHAaNOB 3BOHKOB W JOKYMEHTOB. BHe
3aBUCUMOCTN OT TOro, ucnonbsyetrcs am Word, Excel wmam Microsoft PowerPoint® 2010,
AOKYMEHTbI MOXHO (CBA3aTb C OW3HEC-KOHTakKTOM wauM 6u3Hec-napTHEPOM MpU MOMOLLM
npeactaBneHns Backstage Tekyliero gokymeHTa.

Ncnonb3oBaHne HoBoW QyHKUMM cvHXpOoHM3aumm B Outlook 2010 ¢ [ncneTyepom KOHTaKTOB
MO3BOAUT MOAy4YaTb AOCTYyN B OW3HEC-KOHTakTaM W3 Ntoboro MpuaOXKeHWs, U3 KOTOpPOro
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BO3MOXEH JocTyn K nanke koHTaktoB Outlook. Outlook 2010 ¢ AncneTyepom KOHTaKTOB
aBTOMaTM4eckn KonmupyeT Bce OW3Hec-KOHTakTbl B nanky koHTakToB Outlook u 3atem
OTCNIEXMBAET U CUHXPOHM3UPYET BCE M3MEHEHUS, BHECEHHble B HUWX. [103TOMy oOcCyLlecTBAsS
poctyn k koHtaktam Outlook uepes Microsoft Outlook® Web App, Microsoft SharePoint®,
Windows Live™ uan MobuabHOe YCTPOWCTBO, TakXKe OCyLiecTBafeTca AocTyn K 6HusHec-
KOHTaKTaM.

ApyrvM coTpyaHMKaM KOMMaHMM MOXET NOoTpeboBaThCsA AOCTYN K MHPOPMALMN O KAUEHTaxX Ans
peleHnsa cBoux 3ajad. Ecam nHdopmaums xpaHuUTCA B JOKYMEHTE MAN Tabuvue Ha XXeCTkoMm
AVCKe MoNb3oBaTens, Apyrve COTPYAHMKU MOTYT CTOJKHYTbCA C TPYAHOCTAMMW MPU MOSyYeHUN
3TON MHbOpPMaLMK, a perynspHoe OHBHOBNEHME HECKOIbKUX KOMWUMA 3TUX AaHHbIX MOXET CTaTb
cepbe3HoOn Npobiemon.

OaHako ecan nmeetcs cetb, To Outlook 2010 ¢ AncneTyuepom KOHTaKTOM yNpoLLaeT COBMECTHOe
ncnonb3oBaHMe MHGOPMaLUN O KAMEHTAX C TEMWU COTPYAHMKaMK, KOTOPbIM 3TO HEOb6XOAMMO.
bnarogapa coBmecTHOMy mcnonb3oBaHWio AaHHbIx B Outlook 2010 ¢ ucnetyepomM KOHTaKTOB
BCE COTPYAHMKM paboTatoT C O4HOM aKTyasbHOW KONnenh nHGopmaLmMm O KINEHTaXx.

B npeacraBiaeHnn Backstage MO>XHO BOCMOJ/1Ib30BATbCA NMPOCTbIM MacCTepPOM o6u.|,ero A0CTyna,
KOTOprI\/’I no3BoanT nNpeaoCTaBUTb SaIJ_I,I/ILI.LeHHbII\/’I napojemM A0OCTyn aBTOPWU3OBAHHbLIM
COTPyAHMKaM. HeaBTOpI/I3OBaHHbIe NoNb30BaTE/NN HE CMOTYT NOAYUYUTb AOCTYN K AaHHbBIM.

MHorve coTpyaHUKM MOCTOSSHHO HOCAT C CO60M HOyTOyKM. [ns CneumannctoB no npogaxam,
MapKeTUHIY N MPOYUX 1L, KOTOPbIM HEOHXOAMMBI CBEAEHMA O KOHTaKTax Ans paboTbl, KpanHe
BaXHO BCErja MMeTb 3Ty MHOOPMaLMIO NOJ PYKOW, BHE 3aBUCUMOCTM OT MeCTa — B FOCTMHMLLE,
B cCamo/seTe WAM Ha obbekTe k/aveHTa. B To ke Bpemsi UM HeobxoAMMO, UTOObI BaxkHas
MHPopMaLmMsa O KOHTaKTax Bcerga Oblia akTyalbHOMW W BKAKOYaNa U3MEHEHUS U OBHOB/EHWUS,
CieNaHHble APYrMMU COTPYAHUKaMKM B odunce Nan BHe ero.

B Outlook 2010 ¢ [lucnetyepoM KOHTaKTOB MMeeTcA YHKLMSA aBTOHOMHOrO MCMOJIb30BaHMA.
Koraa nonb3oBatenb Haxoautca B oduce, Outlook 2010 ¢ Auncnetyepom KOHTAKTOB CO34aeT Ha
HOyTOyKe JI0KanbHyHO KOMUIO BCen 6a3bl AaHHbIX [lncnetyepa KOHTakTOB M OOHOBASET ee B
COOTBETCTBMN C W3MEHEHWAMW, BHOCMMbIMW MOJb30OBaTENEM WAW APYTUMU COTPYAHMKAMMW,
MCNONb3YHOLWUMK 3Ty Xe 6a3y AaHHbIX, Moka HOYTOYK moakatoueH K ceTu. Koraa nonb3oBatenb
nokungaet opuc, Outlook 2010 ¢ [mMcneTyepoM KOHTAKTOB aBTOMAaTMUECKM MEepPeKoYaeTcs Ha
NOKanbHYO KOMWIO, WM MO/Nb30BaTe/llb  MOXET TMPOAOMKUTL paboTaTb TOYHO TakK XKe,
kak 1 B oduce.!

1 .
HekoTopble GpyHKLWW, HanprMep pe3epBHOE KOMUPOBaHWE U HaCTPOIKa, HeAOCTYMHbI B aBTOHOMHOM peXyuMe.
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HacTpoMka B COOTBETCTBMM C MOTPEOHOCTIMM AEAC

Hebonbline KOMNaHUWM OTAMYAKOTCA APYyr OT Apyra. HecMoTps Ha TO, 4TO BCe KOMMaHWM
3aMHTepecoBaHbl B POCTE, MONYUEHUM JOXOA0B U CHUXKEHUW MU34epKeK, Heboblune KoMMaHum
o0b61azaroT pa3nNYHON MHbOPMaLMER, KOTOPYH HEOBXOAMMO MOayYaTb M OTCIEXMBATL, @ TakKXKe
B3aMMOZAENCTBYIOT C pas/nYHbIMU N0AbMU N opraHm3aumsamn. Outlook 2010 ¢ Aucnetuepom

KOHTakKTOB MO>HO Nerko HacTpoOuTb B COOTBETCTBUN C I'IOTpe6HOCTFIMI/I KOMMaHnn.

B Bbinycke Outlook 2010 ¢ [lucnetyepom KOHTaKTOB MOABWUANCH PacCLUMPEHHbIE BO3MOXHOCTU

HacTpokn dopm «buaHec-kOHTakT», «busHec-napTHep», «Bo3mMoxHas caenka» n «busHec-

npoekT». baarogapa MHTYUTUBHO MOHATHOMY MHTEpdency ¢ GyHKLMeNn nepeTackMBaHNA MOXHO

yAanaTb HeHy>XHble Mons,” nepeMellaTtb CyllecTByHoLMe NOAA B N0b6oe Mecto v A06aBnsATh

HOBble€ MOoAA. Co3p,aBa|7|Te HOBblIE MOAA Pa3/IMYHbIX TUNOB (TeKCTOBbIe nona, Aathbl, packpbiBako-

LMecs cnmckK, cessn) n gobaBasante nx B Ntobyro Heobxoammyo Gopmy.

& = rroreormr  smoemEe e
Hacrponte o @
= a B = =
CoxpaHWTe BOCCTAHOBMTE 3HaYeHWA | MoKasaTe MepermeHoBaTe  Jo6asuTe J06aEMTE YAanWUTe
W 33KpHITE M0 YMONYAHHK < CTpakauy pazaen nons
Jeiicrana CrpaHmue MakeT Tpynns
BWSHeC-KOHTaKT BUM3MTHAA KapToHKa
" [nearoe wma...
[omkHocTs:
XpaHWTb Kak: -
Hasnaueno: -
CBegeHNA 0 KOMNaHKK
HasBaHWe 0praHuzaLmm:
oo T Ceeaerin 06 NCTosHMKe
MapTHEp. . Werounme -

Urreprer

WHHUMHPOBaHO...

[3aekrporan nowra

OTo6paxate Kak:

@

Afpec Be6-CTPAHMLIBE

Homepa TenedoHos

KommerTapum

JameTkm:

foBaBneHne OTMETKN BPEMEHIN

PafiouMi...
\AOMaWHKWEA...

[®ake pasounii...

Appeca

0| D00

PaBouMii...

3T0 NOYTOBKIN agpec

2
O6s3aTeNbHble NOAs He MoryT 6bITb yAaneHobl.
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Outlook 2010 ¢ Ancnetyepom KOHTaKTOB BKAOYAET «buaHec-kKoHTaKTbl» U «VHTepecbl» (nnua,
C KOTOpbIM paboTaeT KOMMNaHusA) U «bu3Hec-napTHepbl» (OpraHusaunK, ¢ KOTopbiM paboTaeT
KomnaHua). Ho uto genatb, ecim KOMNaHWsA paboTaeT C NpojaBLaMU OAEXAbl, CUAeNKamu,
noapaauyvkamu, 61arotBOPUTENBHBIMW OpraHM3aLmaMn, Kapamonoramm nam knybammn? Outlook
2010 c AncneTyuepoM KOHTAKTOB MO3BOIAET CO3AaTb COOCTBEHHbIE TUMbI 3anNnCcen 1 HacTpanBaTb
WX @aHaNOrMYHO BCTPOEHHBIM TUMaM 3anuncein B COOTBETCTBUM C MOTPEOHOCTAMM KOMMaHWN.

O PDEKTMBHOE YNPABAEHUNE MOTEHLMAAbHBIMIM KAMEHTOMM
C MOMOLLIbIO ABTOMATUYECKOM OLLEHKM MHTEPECOB

KonnuectBO NOTEHUMaNbHbIX KAMEHTOB W3  Pa3IMUHbIX WUCTOYHMKOB MOXET JOCTUraTb
HEeCKONbKMX COTEH W Thicsd. MOXHO Nprobpect CNMCOK MOTEHLMANbHBIX KAVEHTOB, cobpaTb
MHGOPMaLMIO O KOHTaKTax B WIHTepHeTe WAM NONYy4YuUTb BM3UTHbIE KAPTOUKM OT AuL,
3aMHTEPECOBaBLUMXCA TOBapaMu KOMMaHUW. BO3MOXHO, WMEKTCA CMMUCKM MOTEHLMabHbIX
KNMEHTOB, KOTOPbIe HaxOAATCA B ApYrux nporpammax, Hanpumep, Excel nam Word. Kak xe nx
obpabatbiBath nocne nepeHoca B Outlook 2010 c¢ [ucnetyepom KoHTakToB? [pu 3TOM
B MepBYyt0 ouepesb HeobXxoaMMO peann3oBaTh CaMble MHOroobeLlarolme UHTepechl, a 3aTem
obpabatbiBaTb OCTasbHbIE.

MpunoxeHne Outlook 2010 ¢ [JucnetyepoM KOHTAKTOB MO3BOJIAET PELMUTb, Kakue KAMEHTHI
BEpOATHee BCEro KynsaT TOBapbl AN ycayrn KomnaHmm. OyeHb XOpOLLIMM Nnokasatenem o6bIYHO
ABAAKOTCA KAWEHTbI, Npuweswne no pekoMeHaaumn. BoaMoXHO, AOMallHMe ajpeca genatot
HEKOTOpPbIX MOTEHLMaNbHbIX KNMEHTOB HGonee npuBaeKkaTeNbHbIMU, WM UMEHTCA KOHKPETHbIe
CBEZeHWNs O KNMNEHTe, HanpuMep, yPOBEHb J0X0Aa MAN AOMa B COBCTBEHHOCTW, KOTOPbIe MMELOT
6onbwoe 3HauyeHve ana komnaHun. Kakmm 6bl HM 6bINO yCnOBME, €ro MOXHO fJ06aBUTb B
KauyecTBe YC/I0BUSA OLLEHKMN.

CueHEa Wgei

CUueHKa MHTEpECa: Pt
TvN OUEHEK: ABETOMATHYECKW * | [4 362308
KpHTepun oLeHKM. .. | MoTeHuwaneHa... Mr 29.10.2010 E
V| Cewinkn T 29.10.2010 E
Ceexan naea HeT IE]
MepEoHa4aNEHO (BA3ATLLA... Het IE]

KpOMe aBTOMaTNyeckKomn OUeHKN MO>XHO Bbl6paTb PYYHYHO OLUEHKY OAHOro nam HeCKONbKUX
NHTEpPeCOoB. Hanpwvlep, OAVH M3 NMOTEHUMaNbHbIX KJIMEHTOB 3adABUA, UTO, CKOpPeEeE BCEro, Kynut
NnpoAyKT, OAHAKO OH He COOTBETCTBYET Npo4YnMM YCNOBUAM OULEHKN. B stom cayyae MOXKHO
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MCNONb30BaTb PYUHYHO OLLEHKY, UTODbl Ha3HaYMTb YeTbipe 3Be34bl JaHHOMY WHTEpEeCy W Crpyn-
NMPOBaTb €ro C APYrmmMm MHTEpPecaMm, UMELLIMMIN aHaNOTUUYHYHO OLLEHKY.

YNPABAEHME CAEAKAMUM C MOMEHTA MPEAAOXKEHMA AO 3AKPbITUA

Ana MHOrmMx HebONbLIMX KOMMAHWUIA LUK NPOAAX MOXET ANUTbCA HECKONbKO AHEN, HeAeslb U
Jonblie. B TeueHme 3TOro BpeMeHM 3aBOEBbIBAETCA JOBepue MOTEHLMANbHOrO KAWEHTa,
NPOUCXOAMT  OCO3HaHWe ero noTpebHOCTelr, BbIMOJHAOTCA  aHaAM3bl  MPeaoXeHUN
KOHKYPEHTOB, MPOM3BOACTBO 06pa3uoB MAN HanncaHe NogPO6HbIX KOMMEPYECKMX Npeasioxe-
HWWA. OTW 3ajayM MOryT BK/KOYaTb MONYYEHWE JAaHHbIX OT PasANYHBIX WL, HaunHas
TEXHMYECKMMM CreLmanmcTaMm 1 3akaH4mBas cneumanmctaMmm Ha Npou3BoACTBE, MO MapPKETUH-
ry n ¢mHaHcam. Takke BO3MOXHO COTPYAHUYECTBO C cybnoapsauvMkamMmn Uav nocTaBLLMKaMW,
KOTOPble MOMOratoT 3aKIUNTb CAeNKy. I MOCKONbKY KaXAbl Y4aCTHUK BbINMONHAET pa3/inyHble
pO/IY B MpOLLecce NPOAax, BCe YCNOXKHAETCA U MOBbLILLAETCA B CTOMMOCTMU.

Mpunoxenne Outlook 2010 ¢ [ucnetyepoM KOHTAaKTOB ObsieryaeT OTCAEXWMBaHME npouecca
NpoAax, YTo MOBbILAET BEPOATHOCTb YCMELHOro 3aBepPLUEHNs CAEKM U TOFO, YTO UHBECTULIMM
okynarca. Mo ymonuyanmo Outlook 2010 ¢ [lucneTyepom KOHTaKTOB BKAKOYAeT MATb 3Tanos
Npojax: NOUCK, OLLeHKa, aHaan3 NoTpebHOCTEN, KOMMepUECKoe NpeasioXeHe 1 NeperoBopsbl. B
CBOK ouyepeab, KaxXAbl 3Tan BKIKOYAET pas3inyHble JAelcTBUs. MOXHO yCTaHOBUTb
OMTENBHOCTb  KaXAOro AencTBuMs, W MO 3aBeplleHun Kaxgou 3agaum Outlook 6yaert
aBTOMAaTMUeCKM CO3jaBaTb HAaMOMWHaAHME O CAefyrolemM AelcTBuK. bnarogaps 3ToMy KaXAbli
y4YaCTHUK NpoLecca NpoAax MOXKET OTCIeXMBaTb ero pa3suTme.

JeicTENA, (BAZAHHEIE C NPOAAXAMK

3Tan Nnpojaxm: AHanws noTpeGHOCTER
[eficTeEna u gata V| VzBecTHEIE KpUTEPUKM NOKYMKK Mt 29.10.2010
33BEPLEHNA:

V| OdemoHcTpauwa npogykTa Mr 29.10.2010

| BrOgKeT NoATEEPHAEH Mt 29.10.2010

EEEE

V| HanomuHaHwe: Mr 29.10.2010 E 9:00 E

OaHvM 13 cnocoboB MpeAcTaBAEHMA KOAMYECTBA BO3MOXHbIX CAENOK WAM MOTEHLMANBHOTO
[0X04a Ha KaXAOM 3Tane npojax fBAAIOTCA KaHalbl NpoAax. [MoCKoNbKy He BCe BO3MOXHble
CAENKW, MPUCYTCTBYHOLLME Ha KaXAOM W3 3TanoB, OyayT B pe3y/ibTaTe yCMNewHO 3ak/tuYeHbl,
Heobxoanumo obecneuntb, YTOObLI BepLlUMHA KaHana npoaax (Hanpumep, «lounck») cogepkana
6osblue caenok, yem nocnegyrowme 3tansl npogax. B Outlook 2010 ¢ incnetyepom KOHTaKTOB
nofo6Hble KaHanbl MPOAAX MOXHO OTObpaxkaTb Kak KONNYECTBO BO3MOXHbIX CAENOK UM Kak
O0XXWAAEMbIN N COBOKYMHbIA JOXOA,
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PeanusaumAa BOSMOMXKHOCTH Npogax <= B #F X PeanuzaunA BOSMOXKHOCTHM Npogax = E #F X
|
MzyeH.. = Wayuena.f |
. =
Pedmianr =
T Apyrve . :
AHANME ..
Mpeanoxc.
peat p.OK p500,0K
Meperoe.. Aoxoa
o 1 2 3 4 5 & Crxmaaemeli 4oxog Bcero, goxog

Puc. 9. «KaHan npogax», n3obpaxkaroLnii KONMYeCcTBO BO3MOXKHbIX CAEN0K (CneBa)

N OXMAAEMbIA M COBOKYMHBbIM 40X0Z (CnpaBa).

HGCTpOﬁKG 3TANOB NPOACX B COOTBETCTBUU C I'IOTpesHOCTﬂMM KOMMNAHUHU

Mpouecc npogax y AByx Hebonbwmnx KomnaHuin pasnmyaercs. Outlook 2010 ¢ AucneTtuepom
KOHTaKTOB MO3BO/IIET MEHEAXKEPY MO MpOoAaxkaM WAN PYKOBOAUTEND HEBGO/bLUON KOMMaHUK
NIerKO  OpraHu30BbIBaTb MPOLECC MPOAAX, KOTOPbIA MPUHECET MOAb3ly KOMMaHuu. B npes-
ctaBneHumn Backstage BbibepuTe «HacTpouTtb», 3aTeM «/3MeHWTb 3Tanbl 1 AeNCTBUS NPOAAXK>.

r hl
V3MeHHTR 3Tanbl 1 AEHCTEMA NPOgaXH u

V3MEHEHMA ANMTENBHOCTH AMCTENI NPOAIXKM NPUMEHAIOTCA K JaTaM BHIMOAHEHWA W HANOMWHAHMAM BCEX HOBLIX BO3MOMKHO TR,
OBHOENEHNA HE NPUMEHAIOTCA K JATaM ELIMOAHEHWA W HANOMWHAHWAM CYLLECTEYHO LMY BOIMOKHOCTEN, NOKA COOTEETCTEYIOUME 3aNNCKH
He BYAYT 0TPEJaKTMPOEAHE

Mo yMonyaHww  3Tan Npojgaxun JefcTENE No Npojaxe JnuTensHo.. [ J0GABMTE 3TN NPOAEXH..

. posmspossa —— 1 | .
[ | Maysenve punia |6 i | [ JoBaBNTE AEiCTBME N0 NPOJAKE.,

MepeoHavaneHan Beceaa c kA, 2 gHA

)
)
)
)

Enarogapm Bac, NWCeMo otnp.. 1 agHe
3aKN0YEHWE BEINOAHONM C..,
JaknwoyeHne HEEBIFOAHO...

OTonexnBaHne 3 aHA [ M3MeHUTE...
VZBeCTHEIA NpOLeHT 1 geHe
PeiTiHr 1 geHb [ YaanuTe. .
W3EecTHEIR TREBOEAHKA HemegneHHc,
LgHTp nokynkx HemeanenH
OUHAHCHPOBaHIE AOCTYTIHO 1 aete [ OYNCTHTE SHAYEHMA N0 YMONHAHHID ]
AHANW3 NoTpeBHOCTER 4 pHei
VzBecTHEIE KPUTEPHMKM NOKYMKK 1 aeHe
JeMoHCTpaLMa NpoaykTa 2 gHa
BrogoxeT nogTEe pxaeH 1 geHe
MpegnomeHne C pacueH... 4 gHed
Mogpo6Hele TpeBoBaHMA 2 gHa
[ata AocTaEkM 3343Ha HemeaneHHe,
MpejTagneHHoOe Npegnoxedne 2 gHA
Meperosopbl U aHANK3 6 gHei
Yeonosma 2 aHa
Mony4eH 3aKas Ha NOKYNEY 3 gHA

< i ] » | # |[ +

C034aTh HANOMWHAHME AR CNEAYIWET0 ASHCTENA NPOAZXKM, ECIN M3BECTHA ET0 JANTENBHOCTS

Puc. 10. 2Tansl
npojax, AencTeums
N ANNTENbHOCTb.

NoapoGHee 06 3Tanax W AeHCTENAX MO NPOAAKE, [ OK ] l OtmeHa ] [ MNpumeHuTE

)
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yBeAudeHune npmbbiAu nyTem oT60pPAa OCHOBHbIX KAMEHTOB U HaOnboAee
NPOACGBAEMbIX TOBAPOB

BHe 3aBucumMocTn oT 3ddeKTMBHOCTM npouecca NpojaXk BcCerja CyweCcTBYHOT KAWEHTbI,
npuobpetarowme 6onblie Apyrnx. TOYHO TakxKe W HeKoTopble MPOAYKTbl MPUHOCAT Hosblue
nNpubbIIN He 3a CYET BbICOKOM BaNOBOW Mapxu, a 3a cyeT KoamyectBa. B Outlook 2010 ¢
[ncnetyuepom KOHTaKTOB MOXHO WCMOAb30BaTb ragXeTbl M OTYETbl ANA OTCAEXMBaAHMWA
Hanbonee NpUBLINbHBIX KIMEHTOB M NPOAYKTOB. KaXAbI ragyxeT No3BoAseT BblbpaTh J0X04 UK
BaJIOBYKO Map>Xy, a COOTBETCTBYHOLUMA OTYET OTKPbIBAETC C MOMOLLbIO ABOMNHOrO LeNyKa
HY>XHOTrO ragxerta.

CnpaBa Ha puc. 11 nsobpaxeH ragxet «Jlyywme kaveHTbl». [lonyctum, HeObXoAMMO y3HaTb
noApobHble CBeAeHNA O MOKyMnKax KaveHTa. [aa 3TOro Hy>KHO BCEro Aullb ABaXAbl LLENKHYTb
rag>keT, U OTKPOETCH OKHO C MOAPOOHbIMW CBEAEHWAMW O 3aKJHOYEHHbIX C 3TUM KJINEHTOM
caenkax.

HanGonee nonynApHeIe TOEAPE! TlyuLume KNMeHTsl

Road-45..
Mauntai..
Mountai.
Road-15..
Road-25..
Road-65..
Road-35..

Mara3HH...|

I
|
y!
y|
I MEI’EBHH...|
y!

0 5 10 15 20 p,0K p20,0K p40,0K

I Puc. 11. lagxetbl «<Hanbonee nonynsapHbie ToBapbl» U «Jlyylune KANEHTbI».

[ 5 ]
> @
-
&~
i
Puc. 12. Otuer
o 35317460, 35 217.46p. «H an pa B/IEHVEe
- 12 18122010 Kezysatof anisz... 10000% 4584558, 15.845,68p.
LHLIX MyTewecTEwit 15 845,65p. 15 845,65p. n p OAa K>,

Viroro 81163,14p. 81163,1dp.

[na cospgaHua oTyeta
ABaX/bl LENKHUTE
ragxer «flyyiine
KJANEHTbI».
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Mpopaxam npepalecteyeT MapkeTuHr. MNpunoxernne Outlook 2010 ¢ AucneTyepomM KOHTaKTOB
MOMOXET HaWTU HOBbIX KJMEHTOB W OCTaTbCA Ha CBA3WN C CyLLECTBYHOLWMMWU. B KOHLE KOHLOB
OKa3blBaeTcs, YTo Hanbonee BbIrOAHbIV NOKyNaTeNb — 3TO TOT, KOTOPbIV Y>Ke eCTb Y KOMMaHuK.

KoHeuHo, CyLLecTBYOT U Apyrve NpUYnHbl AN NOAAEP>KAHUSA OTHOLUEHWUA: MOXET BO3HUKHYTb
HeobxoAMMOCTb HanpaBuTb MHPOPMaLMO 06 OBHOBAEHMSAX, FPAAYLLUMX COBBLITUAX UAN OTnpa-
BUTb OOHOBNEHHYHO JOKYMEHTALMIO, AaXe eCNN CAENKM He MAaHUpPYeTCs.

OgHon n3 HoBbIx paboumx obnacter B Outlook 2010 c [lucnetyepom KOHTaKTOB fABASETCA
o06nactb «MapKeTUHr», KOTopas COAEPXWUT BKAAAKM AN PA3/MYHBIX TUMOB MapKETUHIOBbIX
COObBLLEHNI.

o]l = ncneruep korTakron - Microsoft Outlook (OavakomuTensHas sepcus) o] B |
HauanbHad crpannua Mpocmotp OTuetsl TamxeTsl Nangy's o @
= = 1
e & i |
Cosgars cnucor Cosaars rpynnasyo  Hoseie Vaanurs | Buspars K
o6380Ka pacchaky  snement v KaTeropiio * HenonHeHio
Cospars Viswerrs Tern

4 [ncneTuep KoHTakToR

N Awncnetuep koHTakToB: MapkeTHHr CKpEITE ragkeTe! 3
& LierTp HauansHoii HacTpoiics =
H Y¥NpaeneHne KOHTaKTamu :" ABHEHHME KamnaHun AHanuz Tina AefcTens AH3NKU3 KAMNAHWK W
i Mooganxu OXaBeMbIli AOYOA, OT KAMMAH OwaaEMbIf A0X0S, COABHHHT NOALI0BATEREM feii.. Owaaembilh A0X0S, COSAANHY H
(%55 MapkeTHr z
£3 Ynpasnenne npoekTom —— =

A ecs.. Z

4 il Aenoseie sanucn £ Hewsts.. 5
8 Ewsrec-komTaKTEl § Moaaepx.. v E
[ NaprHeps Texyupe.. Exemecs.. % Noteru.| H

2 i

8, Bosmoxroctn 2 Ceopmp..| z
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i BusHecnpoekTh . P P &
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CO3A0HME 1 UCTMOAB3OBAHME CMMCKOB 003B0HA 13 Outlook

NHoraa HeobxoAMMO NO3BOHWTL ABYM M Honee BsHec-KkOHTaKTaM C OAHUM U TeM e coobLue-
HWEM M MpPW 3TOM OTCeAUTb Kax bl oTBeT. HoBas ¢yHkumsa «Cnucok o63soHa» B Outlook 2010
¢ lucnetuepoM KOHTaKTOB MOMOXET peLlunTb 3Ty 3a4auy.

Yto6bl CO34aTb HOBbIN CNUCOK 063BOHA, BbibepuTe BU3HEC-KOHTaKTbl AN BU3HEC-MapPTHEPOB,
C KOTOPbIMU HY>XHO CBf3aTbCs. Hanpumep, MOXHO BblOpaTh Hanbosiee LieHHbIX NOTEHLMaNbHbIX
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KNMEHTOB WA CO3AaTb BKAAAKY, OTOOPaXKatoLLyto TObKO BM3HEC-NMAPTHEPOB C MPOCPOUYEHHOM
onaaTton no cyetam. 3aTeM UMMOPTUPYNTE UAN BBEAUTE CLEHapuWii 063BOHA. DTO MOXET ObITb
TOUHBIA TEKCT pa3roBopa WAN 3aMeTKM O CBEAEHMNX, KOTOpble HeOHXx0AMMO coobwumTb. MNocne
co3zaHus cnucka ob63BOHA MOXHO 3BOHWUTb KOHTakTaM B CMMCKE MO OYEpPeAW, WUCMOoJb3ys
CUEHapul, Kak TOJbKO MNosBAsSETCs CBOOOAHOE BpeMs. 3anucbiBalTe MPOAOAXKUTENBHOCTb
KaXk0ro pasroBopa, HaXkmMmMas Ha KHOMKY «3anyCTUTb Yacbl» M BO BPEMs pa3roBopa BHOCUTE
3anMCcK HEMOCPEACTBEHHO B CLIEHAPUN.

19 |= Office 2010 - Crncor ofeoka
MapkeTuHr DOpMaT TeKCTa PeueHsMpoBatue

Ik Coxparms u cospars ‘éq
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e Co

Coxpanur
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QTMETKY Epeneri
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KATErODHIQ * MCTOAHEHHI ™

Mokasats Maprernnr

& Npeanpusie-o6pazey  HaxuiTe KHOMKY, HTOGH BEPHYTECA K MMM GUSHECAAHHEIN", | MepeifTh K MOEH OPraHIEaLH..

Crucak nonyarenii Qeiicrane

Monb30BaTeNb kWil CNMCOK * W Office 2010

Berniplce [ [EXLE o] -

Caegerina o nonyuarene KypHan ssonkos

Mg Tnankvx Auapeii Oata wavana: Mr 29.10.2010 E|
pasowic ] 74951234567 peus vaans: 47 g
)

OBuyan npogomkuTeneHocTs: |0 MHHIT

Tnagwox Anapei 3 Beibeprre paznenei (I N RN N K KN N AN KN TR N E TR

Pycrak, Wauwkos

103, Wasina
10pw#, Boporckwit

Trageonc Angpeii

Angpe, Tragen

Creperuan 06 ucTounmke

Kypran obpawernii

Tema CO34aHO/AATa BHINOAHEHHA

CocToAHME BL30Ea

© 3s0HoK He CosepwancH
Qcraeneno oBieHne
350H0K 3aBEpLEH

He sg0HuTe.

CoxpaHuTE H NROAOMKHTE

MNMocne KaxAOro 3BOHKAa >XYPHan 3BOHKA, COAepXKaluuni cueHapui, ntobble pobaBneHHble
3aMeTKM 1 ANNTENBbHOCTb Pa3roBOpa, MPUKPENASETCA K XXYPHaNy COOOLLEHNI KOHTaKTa.

DDDEKTUBHBIM MAPKETUHT C MOMOLLLBIO MHAMBUAY OAM3IMPOBAHHbIX
COODLLLEHMM

MHorve Hebonblume KOMMAHWUM WCMOAb3YHT 3NEKTPOHHYIO WAW  OObIYHYHO MOYTY AnA
MapKEeTUHIrOBbIX COObLLEeHMI Yalle, Yem TenedOoHHble 3BOHKW. [ns Takux komnaHui B Office
2010 n Outlook 2010 ¢ Ancnetyepom KOHTaKTOB MMEIOTCA MHCTPYMEHTbI, KOTOPbIe YMpOoLLatoT
BbI6GOp nostyyaTenew, cosgaHvie MaTepuranoB 1 OTCIEXMNBaHWE pe3yIbTaToB.

MOXHO ykas3aTb, KTO JAO/KEH MONYUYMTb MapKETMHIOBOE COOOLLeHNe, MBO C MOMOLLbHO
BKNaAKKW, OTobpaxkatolen Bcex nosydvatener, nMbo BbibMpas nosydyaTenen B CyLLeCTBYHOLLEN
Bk/1agke. Mocne 3Toro LenkHUTe TMn Heobxoammoro aencteus («Cnmcok ob63BoHa», «MaccoBas
paccblika MO 3NeKTPOHHOMW noute» uan «lpsamas noyToBas paccblika»), U3MEHWUTe CrMCOK
nofyyatenen u Bbibepute AOKYMEHTbI, KOTOpPble HEOHXOAMMO MOCaaTb, UM CO3ZalTe HOBbIE.
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Mpu BblGOope camsHMa noutbl Outlook 2010 ¢ Awucnetyepom koHTakToB 3anyctut Word
nnun Publisher, rae 6yaeT nowaroBo onuncaH Npouecc CANAHUA MNOYTbI.

&9 I= B3 wmesn - [pynnosas pacceinka | = | B s
Mapketunr | Beraska  GopmMaT TekcTa PeLjeHSMpOBaHIe a @
7 CoxpariTs 1 co3aats o
] Do gy <4 -
K Yaanuts
CoXpaHnTs O6ME| MOAPOBHOCTH OTCNEXHEZHWE BhiGpaTE K
W 33KPHITE KATETOPUIO ™ MCMOMHEHMIO ™
Aeiicraun Mokasate MapKeTuHr Tern
61 NMpeanpustue-o6pasey,  HaXMATE KHOMKY, 4TOBEI BEPHYTECA K “MOMM BUIHEC-AaHHEIM', MepeiTi K MOEi OPraHMsaLNH...
Cruncok nonysatenet ———————— Jlejicrme
MoNL30BATENL KU CINCOK * Vms: Office 2010]
Beero & cimcke: 7 Kamnanua: Tekywme geicTena -
CaoBujeHme 31eKTPOHHOM NOYTE
Wnst Co3aaHMe Wl BLIBOP COAEPXMMOro CODBLIEHMS 31, NOYTEL
Amwev't Fnaakmx
8 angpeit, rnagi J\ 8
& Bnagumnp, Eropos . — ml =
Al 'P P WETauHMK COABp®IMOra: —L},\_{ i '55 ._|__W__.
& Hukonali, Hosnkos -
peaakTop Outlook  cMSHWE B Publisher  caManWe B Ward
8 Pyeran, Wawkos &
£, 10nua, Unsura
9 topwi Bopomck Tema cooBujeHma: BM3HEC-KOHTKTE! Co3gatb..

3anyck AefcTENA

HaxmuTe KHOMKY =3anycks, 4TOBE 0TNPABHTE COOBIEHHE N0 JEKTPOHHOM NoyTe.

OTCAEXMBAHME MAPKETUHIOBbLIX MEPOMPUITIMN

Ytobbl MapkeTuHr ctan 6onee 3PPeKTUBHbIM, BOCMONb3YNTECH (DYHKLMAMU OTCAEXMBAHUS
MapkeTUHroBbix Meponpuatnin B Outlook 2010 ¢ AncnetyepomM KOHTaKTOB.

Kaxxgoe nvcbmMo, OoTnpaB/iieHHOe MO 3NeKTPOHHOMW NnouTe (M ABAAIOLLEECs UM He ABAAoLLeecs
YacTbl0 MapKETUHrOBOrO MepPONpUATUA), MOXHO aBTOMAaTM4ecku CBfizaTb C  3amnucbio
noayyatens, n oHO byaeT otobpaxkaTbCa C XypHane COOBLEeHNIN, YTO YNPOCTUT OTCAEXMBaHME
OTBETOB Ha MucbMa. Kpome TOro, mpv Co3gaHun KaxAoro HOBOTO MHTepeca WM BO3MOXXHOM
CAENKN MOXHO 3anmcaTb MCTOYHUK Kak MapKeTMHIOBOE MeponpuaTne, KOTopoe NpuBeo K Co3-
JaHuo nHTepeca. /I HakoHew, ragxeTbl U OTyeTbl Ana MapkeTuHra B Outlook 2010 c Awncnet-
YepoM KOHTaKTOB CO34al0T rpaduyeckoe npeAcTaBleHNe peannsaumv MapKeTMHIOBbIX
MeponpuaTMn n KamnaHui. B pesyabTate Kaxaoe ycrnewHoe MeponpusaTMe yay4llaeTcs
1 OKa3blBaeT MaKCMMalbHOe BO3AeNCTBME.
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YnpaBneHne npoektaMu MOXET 3aHWMaTb MHOFO BPEMEHW M MPUBOAWUTL K OlMBKaM B Tex
Cnyyasx, Korga COTPYAHMKN He MMerT AocTyna K Heobxogumon nHdopmauun. Outlook 2010
¢ lncneTyepoM KOHTaKTOB YCTPaHAET CIOXHOCTM, CBA3aHHble C OAHOBPEMEHHOW 06paboTkomn
3a/ja4, OTHOCALLMXCA K Pa3/IMUYHbIM NpoeKTaM, paboTamM 1 KANeHTaM, C MOMOLLbIO eAMHOro MecTa
ONf XpaHeHus Bcex 3agavy u uHdopmMaumn. HoBble BO3MOXHOCTU YMPOLLAIOT YyrpaBiaeHue
AENCTBUAMMU, COOBLLEHMAMMN U 3a,a4aMi, CBA3AHHBIMWU C Pa3NYHbIMK NpoeKkTamu, 1 obaeryarot
MX KaueCTBEHHYIO peanun3aLmio.

OnpeaAeAeHne NPOEKTOB 1 X 30AQY

®yHkuma «busHec-npoekTbl» ynpolaer JOCTyn K MHPOpMauum O npoekTe n aenaer paboty
6onee 3pdekTBHON. MOJOOHO TOMY, KaKk MOXHO CBSi3blBaTb COODOLLEHNSA 3E€KTPOHHOW MOUYThI,
3aMeTKW, BCTPEYM N 33/ja4M C KOHKPETHbIMWU BM3HEeC-KOHTaKTaMM, UX TakxKe MOXHO CBA3bIBaTb
C KOHKPeTHbIMM npoekTamMu. VIHpopmaumsa OyaeT Bcerga nog pykow. V1 ero nerko mMoxHo
NOAENNTLCA C APYTMMU COTPYAHMKAMUN KOMMaHUW.

Outlook 2010 ¢ JucnetyepoM KOHTaKTOB COAEPXKMUT rafXXeTbl U OTYETbI, KOTOPblE MO3BOAAOT
6bICTPO MPOCMOTPETb BCE aKTUBHbIE, MPOCPOUYEHHbIE N rPsAAyLLMe NPOeKTbl. [aaXeTbl N OTYETb
oTobpaxatoT MHbopMaLM0 O MPOeKTax, Hanpumep, AaTy Hayana M OKOHUYAHWUA U COCTOSHWE
3aBeplieHns B rpaduueckom dopmarte. MagxeTbl MOXHO MNOMeCTUTb B pabouen obnactu
«YnpaBneHne npoektamu» (Man nrobon apyron pabouein obnactu), 4Tobbl MMeTb BO3MOXHOCTb
HbICTPOro AOCTyNna K HYy>XKHOM MHPOpPMaL K.
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ABTOMATUYECKOE CB4A3bIBOHME COOOLLEHUM SAEKTPOHHOM MOYThI C
OU3HEC-NPOEKTAMM

BO3MOXHOCTb aBTOMAaTM4eCcKOro CBsi3biBaHMA COOOLWEHMA C OU3HEeC-KOHTakTaMuM U BU3Hec-
napTHepamMu TakxXXe pacnpocTpaHAeTCA U Ha BU3HEeC-NPOEeKTbl, HO C OAHWUM BaXHbIM OT/IMYMEM:
MOCKO/IbKY OUM3HEeC-MPOoeKkTbl He CoAepXaT ajpecoB 31eKTPOHHOW MouTbl, Heobxoanumo
yKa3blBaTb TEMY 3/IEKTPOHHbIX MUCEM, KOTOPbIE HY>XHO CBA3aTb. Bbibepute coobuieHne, koTopoe
TpebyeTca cBA3aTb, U HaxmuTe KHOMKy «CBfizaTb W OTC/AEXMBATb» Ha JfieHTe. [locne 3TOro
nepenanTe Ha Bkaagky «Tema coobueHna» 1 BblbepuTe 6M3HEC-NPoeKkTbl, C KOTOPbIMU
HeobxoANMO CBA3aTb JaHHOE W BCe nocaeayrouine coobueHmsa ¢ BoibpaHHou Temoin. Outlook
2010 c Ancnetyepom 3asay aBTOMATUUYECKN UTHOPUPYET He3HauuTesIbHblE U3MEHEHUA B Teme,
Takme kak «Re:» n «Fwd:» nostomy Bce coobLieHus, OoTHOCALMECs K BM3Hec-NpoekTy, byayTt
CBA3aHbI.

- N
CEASHIEAHWUE W OTCAEMMWEAHNE léj

BuiGepuTe agpeca INEKTPOHHOW NOYTH M TEMBI 415 CBASHIBAHWA M OTCIEXWBaHNA

Ha Bknagke "AApec 30, NoYTE” BELEEPUTE 3aPeca INEKTPOHHOM NOYTE, KOTOPLIE HEOBX0AMMO CEAZATE €
BUIHEC-KOHTAKTaMK MAKW NapTHEPaMu. Ha Bknagke Tema CO0BWEHWMA™ EEIBEPUTE TEMEl CO0BLWEHWNA 3NEKTROHHON

| ASpEC 3NEKTPOHHOR NoYTE | TEME NKceMa

Tema Nucbma  [NPOceBa o NOMOWW

Ceel...  HaseaHWe NpoekTa

BeceHHAA EENOrOHKA YEPEI BECk FOPOJ
BrICTAEKE B CNEOYI0WEM Moy

CEopKa gna oTNPAEKKW B MarasmH
Cez0HHAA ERICTAEKE

| ErlBpaTe BC2 | | YK CTHTE BLe

Cnpaska QK ] | OTtMmeHa

Co3aaHME LLIABAOHOB MPOEKTOB M YNPABAEHUE UMM

MHorve KOMMaHWW BbIMNONHAT BCE BPEMS OAHW W Te e TWuMbl MPOEKTOB, 3ajauu
N AAUTENBHOCTb KOTOPbIX HEe OT/auyaroTcs Apyr ot apyra. [Jo nossneHus Outlook 2010
¢ lucnetyepom 3asay MPUXOAMNOCH CO3J4aBaTb BCE 3ajayn KaxXAblA pas3, Koraa 310 6bino
Heobxoanmo. Tenepb, 6aarogaps GyHKUUN «LLlabnoHbI NPOEKTOB», MOXHO CO3AaBaTb LWabAOHbI,
KOTOpble MOXHO HEOAHOKPAaTHO WCMOAb30BaTb A/A CO3jaHus Ou3Hec-nNpoekToB. KaxAbll
wabsoH npoekTa Bk/AOYaeT Habop 3ajay, OXWAAeMylt ANUTENbHOCTb KaXAoW 3ajauu
M NOPAAOK BbINOJHEHUS 3aau. [py HEeObBXOAMMOCTN CO3AaTb HOBbIN OGU3HEC-NPOEKT MOXHO
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NPOCTO NCnonb3oBaTb coxpaHeHanZ lwabnoH AnAa aBTOMaTU4eCKoro cosgaHud 6I/I3H€C—I'Ip0€KTa
CO BCEMMU 3ajaYamMn.

r A
¥npasnenue wabicHaMW NpoekTa g

CO383HUE, HIMEHEHME W YAANEHME WABNOHOE BUIHEC-NPOEKTOE, KpoMe TOro,
MO#HO CO3A3EATE NPOEKTE HA Ba3e 3THX WatNoHOE,

LaBnoHe EMIHEC-MPOSKTOE

Mma watnoxa AnuTenbHoCTb ([AHK) Tun Co3aate...
Céopka Benocun... 2 —_— P
= nc. 18.
CnoHCopCTEo M3meHuTh...

LWatnoH BeicTaskn 180 Vicnonb3oBaHue

KonvpogaTe <<|.|.|a6fIOHOB
¥AaNUTE NPOEKTOB»

Anda beicTporo
" Cosgate npoext | co3/aHMA
busHec-
MPOeKTOoB.

Microsoft 24



2.0Office

MpunoxeHne Outlook 2010 ¢ /[wncneTtyepoM KOHTAKTOB MPEAOCTaBAsET HebOo/bLNM
KOMMAaHMAMN MNPOCTOE B UCMO/Jb30BAHUN W OAHOBPEMEHHO KOMMJIEKCHOE pELUeHME MO
YNpaBAEHUIO OTHOLLIEHUAMMU C KMEHTaMMU.

Bnarogapsa Outlook 2010 ¢ AncneTyepom KOHTaKTOB MOXHO CO3jaBaTb HOBble TWMbl 3anuncen
W HacTpaMBaTb WX B COOTBETCTBMM C MOTPEOHOCTAMM KOMMAHWK, pPeasn3oBbIBaTb Camble
MHoroobeLLatoLe NHTEPEChl B NEPBYHO OYepesb, OTCAEXMNBATb BO3MOXHbIE CAENKN U BbINOA-
HATb MPOEKTbI, @ TakKXe OCYLEeCTBAATb MapKeTUHroBble Meponpuatus. M Bce 3TO BO3MOXHO
B Outlook, nporpamme, Ha KOTOpPYyrO MoONaratdOTCA NPV OTMNPaBKe U MOAYYEHUU SNEKTPOHHOM
nouThl N BeAeHUN KaneHaapen nonb3osatenn Microsoft Office no Bcemy mupy.
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® Microsoft®

Ice

Bo3mMo>XHOCTU M
npeumyLiecTsa

Pabo4yme obaacTm

MNoAHQS HOCTPOMKA
bopm

Hactpamsaemas
ODAQCTb YTEHMS

Co3A0HME HOBbIX
3anmcen,
COOTBETCTBYHIOLLIMX
A AKTUYECKOM
AEITEABHOCTH

Fae Haxoautca

Wcnonb3yinte deTbipe paboune 06nacTM Ha OCHOBe
posen, 4tobbl ynopagounTte BusHec-gaHHbIe: «Ynpas-
NeHne  KoHTakTamu»,  «[pogaxu»,  «MapKeTuHr»
n «YnpasnieHve npoekTamm».

e B obnactn HaBuUraLmm HaxXMmTe KHOMKY
Ancnetyep KOHTaKTOB.

e Bbibepute pabouyto 06nacTb, COOTBETCTBYHOLLYHO
BaLLen poaw.

MonHasa HacTpoika dopM «busHec-koHTaKT», «busHec-
naptHep», «Bo3aMoxHas cgenka» n «busHec-npoekT».

e  OtkpoliTe nt06yto 3anncb. B npaBow YacTn NeHTbl
BblbepuTe Maket popmbl.

Bbibop BaxkHOW ans 6usHeca nHdopmauun. Monyue-
HWe CBeAEeHUI O KaXkaon 3anncu A pefakTmpoBaHne
3anucum 6e3 oTKpbITUA GOopMbI.

e Ha ntoboii Bknagke wWwenkHute Boibop paspenos.
[Nns N3MeHeHUs NONOXEHWNIN pa3aesioB
BOCMOJIb3yiTeCh GYHKLMER nepeTackmBaHms.

Tenepb co3zaBaTb 3aMMcU MOXHO He TOJIbKO B pamkax
TMNOB «bBbun3Hec-koHTakTbl» U «Bu3Hec-napTHepbI».
Co3paBaliTe MOCTaBLLMKOB, MaLMEHTOB, KapAMOJ/OroB,
MEeXaHWKOB, YMPaBASIOWMX MarasmHamum — BCe, 4TO
HeobxoaMMO A paboTbl NpeanpUaTHs.

e B npeacraBneHnn Backstage nepenante Ha
BK/IaAKy [lucrneTruep KOHTaKTOB.

e UlenkHute HacTtpouTsb.

e Bbibepute HacTpouTtb TMNBI 3anuceii.
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O6pa3Lbl BU3HecC-
AQHHbIX

LLIGGAOHbI MPOEKTOB

[MaHeAb
MOHUTOPMHIQO

LLeHTp HOYOAbHOM
HACTPOMKM

OLI,eHKa NHTEPECOB

Obpa3subl HU3HEeC-AaHHbIX MO3BOAAKT nNopaboTaTb
¢ Ancnetyepom KOHTakTOB 6€3 MMNopTa UK CO3AaHus
COOCTBEHHbIX AaHHbIX. [lpyM  U3yyeHUM raaXKeToB,
pabouunx obnacten, OTYETOB U BbINMOJHEHUN HACTPOEK
MOXHO He 6ecnokounTbcst 06 OTPULATENBHOM BAVSHUM
Ha peanbHble BM3HeC-AaHHbIe.

e B npeactasneHun Backstage nepenante
Ha BknagKy [Aincneryep KOHTaKTOB.

e llenkHute YnpasneHue 6a3amm gaHHbIX, a 3aTeM
— Mepeiitn k 06pasLy Nnpopunsa opraHM3aLmn.
Ecnan obpasel, npodung opraHmnsaumm yxe
MCMOAb3yeTCs, MYHKT MeHto byseT Ha3biBaTbCS
MepeiTn K cBeAeHNAM o npodune
opraHusauum.

CNOXHBIA NPOEKT co34aeTcs TONbKO OAWH pas. Mocne
3TOr0 A1 CO34aHWSA HOBbIX MPOEKTOB TakOro e Tuna
MCMONb3YHOTCA WabAOHbI NPOEKTa.

e Ha neHte B paboueii o61acti YnpaBaeHue
npoekramu Bbibepute YnpasaeHue wabaoHamm
NpPOEeKTOB.

MpocMoTp BCex BM3HeC-AaHHbIX C «BbICOTbl MTUYLETO
noseta». BbIbop 3HauMMBbIX A8 6usHeca nokaszatesen
N HabroAeHMe 3a HUMK HenocpeacTBeHHo B Outlook.

e Haxmute kHOMKy lucnetuep KOHTaKTOB,
OTKpoOWTe nanky fiucneTyep KOHTaKTOB.

Kpatkoe onucaHne Bo3MOxHOCTe  [wucneTtuepa
KOHTaKTOB. BblgeneHne BaxkHbIX OYHKUMIA U M3yUyeHne
paboTbl C HUMWN.

e Haxmute KHOMKy ucneTyep KOHTaKTOB
1 BbibepuTe NyHKT LLeHTp HayanbHOM
HaCTPOUKM.

MoBbilweHne 3PeKTUBHOCTU 3a CYeT peannsalmu
B MepBYyt0 ouepefb CaMbiX MHOrOOGELLaIWUX NHTE-
pecos.

e B neBoli yactu neHTbl B pabouen obnactu
Mpopaaxwu wenkHTe HoBbI MHTepec. Passen
OueHKa MHTepeca PacrnoioXeH B NMPaBoi Yactu

dopmbl.

e YT1OObI HAaCTPOUTL CUCTEMY NMOKa3aTenen Ans
6usHeca, HaxxmuTe kHoMKy Kputepum oueHkn.
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OT14eThl
M AMATPAMMBI

BpemeHHsble
rpadomKm NPOEKTOB

ST1anbl NPOAQX
N AEMCTBUA
MO MPOACKAM

Hactpamnsaemble
BKAQIAKM

AHanuns gen ¢ nomoubto 70 OoTUETOB, NOAAEPKMBAO-
LWMX AeTanmsaunto 3anucen. B 60/bLIMHCTBO OTUETOB
BK/IFOUEHbl AnarpaMMbl A HemeajeHHoro otobpa-
XXEHWS TEHAEHUMI.

e [iBakabl LWENKHWTE raf>keT AnarpaMmel, Bolbepute
3Ha4yoK OT4YeTa B rajxeTe uan BoibepuTe oTueT
13 pasgena neHTbl OTUeTHI.

MPOCMOTP COCTOAHUSA KaXAoro MpoekTa W ero 3agad
Ha NPOCTbIX AnarpaMmmax laHTa.

e LlenkHute pabouyto obnactb YnpaBneHuve
npoeKramm.

e Ecaum ragxeTtbl ynpaBaeHna npoektamm
OTCYTCTBYIOT, J06aBbTe X U3 pa3gena NeHTbl
Fapyxetnbl.

OnpegeneHvie 3TanoB Npojaxk U AENCTBUN MO CObITY
Ha Kkaxgom 3Tane ans ¢GopmupoBaHMsA MpoLecca
npogax, GYHKUNOHUPYIOLLEro npu BeaeHUU Heboslb-
woro 6msHeca. ABTOMaTMUECKME HAMOMWHAHMWSA MNO3BO-
AT OTC/IEXMBATb CaMble BbIrOAHbIE CAENKM.

e B KkoHUe neBoro kpas neHTbl B paboyelt obnactu
MpopgaXun wenkHTe HoBaa BO3MOXHan caenka.
STtanbl npoaa)k 6yayT oTobpaXkeHbl B NpaBoi
yactn Gopmbl.

e Ha neHte dopmbl LWenKHMTE DTanbl NPOAaX,
yTObbI HAaCTPOWTbL 3Tanbl NPOAAX ANA OM3Heca.

CO3AaHI/Ie BK/1ag0K, Ha KOTOPbIX OTOGpa)KaPOTCﬂ Heob-
XoAnMble 3anncn n noaA. 3anncm MOXHO OTq)I/IfIb-
TPOBaTb, COPTUPOBATb U rpynnupoBaThb.

e Yro6bl CO34aTb BKIAAKY, HAXMUTE KHOMKY
Co3gatb BKIaAKY PALOM C CYyLLEeCTBYHOLUMM
BK/IAAKaMW.

e [IpaBOl KHOMKOW MbILUW LLEeNKHUTE 06O
ctonbel, 1 Bbibepute KomaHay Jlo6aButhb
cTon6ubl, 4UTOObI BbIOPaTh akTyanbHble As
KoMnaHum ctonbusbl. Monsa Ancnetyepa KOHTaKTOB,
BK/rOYas AobaB/eHHble BaMU HacTpavBaeMble
nos, pacnosoxeHsbl B pasgene Monsa
noJsib3oBaTtesis B narnke.
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CpaBHEHME BEPCUM

£ Noseunocs bbu10 ynyyweHo . MpucyTtctByeT

B Bepcumn 2010 B Bepcum 2010 n B Bepcun 2007

HactpanBaemble pabouvie obnactu

HactpanBaemble Tvnbl 3anvcei, COOTBETCTBYHOLME GaKTUUECKOW AEATENbHOCTM

MpocMoTp ¥ pesakTMpoBaHne BU3HEC-KOHTAKTOB W3 JII060r0 NMPUIOXKEHUS,
N3 KOTOPOro BO3MOXEH J0CTyn K koHTakTam Outlook

YnpasaeHve noTeHumanbHbIMU KAVEHTaMU C MOMOLLbHO aBTOMATUUYECKOW OLLeHKM
WHTEpeCoB

YBennueHune npunbblin nytem oT60pa OCHOBHbIX KIMEHTOB 1 Hanbonee
npozaBaeMbIxX NPOAYKTOB

Co3gaHve v ynpasneHve WwabaoHamu NpoOeKToB

CoszfaHune 1 UCnosib3oBaHue cnuckos 063soHa m3 Outlook

YnyuiweHHas neHta

[JvarpaMmbl B OTUeTax M rageTax /i 6bICTPOro aHanusa

BpeMeHHble gnarpammbl npoekTos (FaHTa)

(<L I << <HL <IN <IN <BNI <BNl <N <

HoBoe npegacrasneHne Microsoft Office Backstage

MoNHOCTbIO HacTpanBaemble GOPMbI «BU3HEC-KOHTaKTbI», «BU3HeC-NnapTHepP>»,
«Bo3mMoxHas caenka» v «busHec-npoekT»

Jkcnopt otyeToB B Excel ¢ popmatmposaHmem n dopmynamm

MaHenb MOHUTOpPWUHra C Fpaq)l/ll-IeCKMMl/l AvarpamMmmamm

HaCTpOVIKa 3TanoB Npojax B COOTBETCTBUU C I'IOTpe6HOCTFIMM KOMMNaHnn

OTI'IpaBKa NHANBUNAYaNN3NPOBAHHbBIX MapKETUHIOBbIX COO6LLI,EHI/II7I

yfly‘-ILIJeHO COBMeCTHO€e ncnoanb3oBaHue VIHq)OpMaLIMI/I O K/IMEHTaxX

OTcnexviBaHne MapKeTUHIOBbIX MEPOMNPUATUIA 1 MX 3DDEKTUBHOCTY

ABTOHOMHas paboTa BHe oduca

COBAaHI/Ie 6V|3HEC-I'|pOGKTOB n otcnexmeaHme CoOCToAHUA

OTcnexunBaHne Bcex coobLweHnin

OO D

Vicnonb3oBaHume 3Tanos npogax AnAa ycnewHoro 3asepLlleHna caenkum




1.

L Officé

Yro npeacraBnser cobou Outlook 2010 ¢ [iucnetuepom KOHTAKTOB U KaKOBbl €ro
BO3MOXXHOCTU?

Couetasa HagexHble OYHKUMW ynpaBieHUs KoHTakTamu ¢ Microsoft Outlook 2010,
npunoxerne Outlook 2010 ¢ AncneTyepomM KOHTAKTOB MO3BOASET HEOObLLMM KOMMAHUAM
Nerko ynopsfo4ymeatb MHPOPMaLMIO O KOHTaKTax W KAMEHTax C MOMOLLbH 3HAaKOMOro
nosnb3oBatenbckoro uHTepdenica Outlook. Outlook 2010 ¢ /[wncnetyepom KOHTaKTOB
nomoraetT KOMMaHuAM co3gaBaTb U 3PPeKTMBHO MNPOBOAUTL aBTOMATU3MPOBAHHbIE
MapKeTMHIOBble KaMMaHWW, YNpPaBasTb MOTEHUMANbHBIMU KJAVEHTAMU W BO3MOXHbIMU
cAenkaMu B pamkax mpotiecca npogax, NpeAocTaBaATb Kak YCayr, Tak v NocaenpoaaxHoe
obcnyxmBaHme. OHO TakXke BKAOYaeT B Cebf  MHCTPYMEHTbl AnA  LeHTpanv3auum
nHdopMaLuMmM 0 NpoeKTax N pearMpoBaHMsa Ha 3aZauu, CBA3aHHbIE C NPOeKTaMu.

Kakve ¢pyHkumm nepewnm B Outlook 2010 ¢ Auncnetuepom koHTakToB U3 Office 2010?

Jlenta. JleHTa, BnepBble npepcraBneHHas B Outlook 2010 ¢ [ucneTyepomM KOHTaKTOB,
yrnpoLaeT 1 yckopsieT NMouck HeobXOAMMbIX KOMaHJ, YTO MO3BOASET COCPEAOTOUMTLCA Ha
pe3synbTaTe.

Microsoft Office Backstage. HoBoe npeactaBneHve Microsoft Office Backstage 3ameHser
TpaanunoHHoe MeHto «®Dann» n nossonset 3ddeKTVBHEE BbINOAHATL 3aJayn C MOMOLLbHO
6onee yao6HOro goctyna kK HEO6X0AMMbIM KOMaHAAM.

Fae mo>xHO HauTK nHpopmaL Mo 06 NCNONbL30BaHUN NEHTDbI?

NHdopmaumo o feHTe MOXHO MoayumTb B NyHkTe «CrnpaBka» B [lucnetyepe KOHTaKTOB
ansa Outlook.

Al Huuero He 3Hato 06 Outlook 2010 ¢ Awucneruepom koHTakTOB. lNpepocraBnser
nm Kopnopauua Maikpocodt pecypcbl M obyuatowme matepuanbi?

Kopnopauwns MainkpocodT npegoctaBaseT pasnnuHble pecypcbl no Outlook 2010 ¢ Ancnet-
YepoM KOHTaKTOB A/1 MOJib30OBaTeNeln Ha (B TOM uncne Bmaeo-
mMaTepuanbl U CTaTbM C NOAPOOBHBIMU UHCTPYKUMAMM). YTO AenaTb, €CIM Y MEeHA BO3HUKHYT
BOMpPOCbl ManM MHe notpebyetcs coseT npu pabote ¢ Outlook 2010 ¢ AucneTtyepom
koHTakTOB? CyLLecTByHOT An becnaatHble pecypcbl?

PazanuHblie 6becniaTHble Mone3Hble pecypcbl HaXOAATCA Ha . JloctynHble pecypchbl
MHOFONMKN — OT Oby4varoluMx MaTepuanoB W AEeMOHCTpauui Ao obcyxaeHus npobaem
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N NyTen UX peLeHns C ApYrMMmM NoAb30BaTENAMMN N HE3aBUCUMbIMI 3KCMepTaMu (Hanpumep,
cneumanmctamm Microsoft Most Valuable Professionals) B coobuiectBax Microsoft Office.

Takoke NO3HAKOMUTLCA C NPOAYKTOM NMOMoXeT LleHTp HauanbHoW HacTporikm B Outlook 2010
¢ Ancnetyepom KoHTakToB. OH COAEPXUT BBOAHbIE BUAEOMAaTepPManbl U NoaesHble obyyato-
wue cratbk. Ana goctyna k LleHTpy HauyanbHOW HacTponkm B Outlook 2010 ¢ AucneTtuepom
KOHTaKTOB nepenanTe B 061acTb HaBUraumm «mucneTyep KOHTaKToB».

Kakwue a3biku goctynHbl B Outlook 2010 ¢ incneTuepom KOHTaKTOB?

Ancnetuep «koHTakToB aAns Bepcum 2010 6ygeT AOCTyneH Ha Clefyrowmx A3blKax:
aHTIMNCKNIN, b6onrapckuii, 6pasvabCKUK, BEHrepCcKuMW, TONNAHACKWUW, Tpeyeckuin, AaTcKui,
MBPUT, WCMAHCKWUWA, WTaNbAHCKUN, Ka3axCKWKM, KWUTaWCKUA, KOPEWCKUM, NaTBUNCKUNA,
JNNTOBCKWW, HEMeLKMWM, HOPBEXCKUWA, MONbCKNN, MOPTYranbCKMi, PYCCKWUW, TaWCKUR,
TYPELKUN, YKPAUHCKNIN, GUHCKNIA, PpaHLLy3CKNI, XUHAMW, XOPBATCKUI, YELLICKUI, LUBEACKUI U
AMNOHCKUN.

Ana koro npepgHa3sHaueHo npuaoxxeHune Outlook 2010 ¢ AucneTyepom KOHTaKTOB?

Mpunoxenne Outlook 2010 ¢ AncneTyepom KOHTAKTOB pa3paboTaHO Ana HeboNbLUMX
KOMMaHWA 1 NoapasAeNeHni KPYnHbIX KOMMaHWN.
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1. Wmerotca nm y Outlook 2010 ¢ Jucneryepom KOHTaKTOB ocobble TpeboBaHuA

K cucteme?

Mpu pa3paboTke Office 2010 ctaBMnach 3agaya AOCTUMHYTb ONTMMANbHOIO BbICTPOAENCTBMSA Ha
yXe WCnonb3yeMoM 06OpyAOBaHWM C OAHOM CTOPOHbI M CO3AaTh 3aZen Ha byayuiee (T. e.
yumnTbiBaTb BO3MOXHOCTU OOOpyAOBaHMs, KOTOpoe OyAeT WuCnosb3oBaThCs B Oyayliewm,
Hanpumep 64-pa3psgHble MUKPOCXEMbI, YCOBEPLLEHCTBOBAHHbIE BUAEOaAanTepbl, MHOrosaep-
Hble NPOLLECCOpbl M KOMMAKTHbIE YCTPONCTBA) C APYrOW.

B cnepytowen Tabanue nepeuncieHsl MMHUManbHble TpeboBaHms Microsoft Office npodeccmo-

HaabHbIM natoc 2010 K cucteme:

Mpoueccop

Mamarb

XecTkuin anck

MoHuTop

OnepauunoHHas

cuctemMma

Fpaduka

AO"OI’IHVITEIIbeIe
npnmevyaHua

Mpoueccop uactotort 500 Ml ans Outlook ¢ Aucnetuepom koHTakTOB Tpebyetcs
1rTu.

256 MB O3Y, ana wncnonb3oBaHuA rpaduyecknx cpeacts, GyHKUMM MIHOBEHHOTO
noucka Outlook, Outlook ¢ [lucnetuepom KOHTaKTOB U HEKOTOPbLIX pPaCLIMPEHHbIX
dyHKUMN pekomeHayeTca 512 Mb.

3 I'b cBobogHOro MecTa Ha agucke
MoHuTop ¢ pa3pelueHnem 1024 x 768 nau Bblwe

Windows® XP c naketom obHoBneHus 3 (SP3) (Tonbko 32-paspsasaHas Bepcus OC) nam
Windows Vista® c naketom obHoBneHns 1 (SP1), Windows 7, Windows Server® 2003
R2 ¢ MSXML 6.0, Windows Server 2008 nan 6onee nosaHue 32- nau 64-paspsagHsie OC.

[ns annapaTHOro yckopeHus obpaboTkn n3obpaxeHunin TpebyeTcs rpaduryeckas niata,
noaaepxmeatowas DirectX® 9.0c, c BuaeonamsaTbto o6bemom 64 Mb nan 6onblue.

[ns HekoTOopbIX AOMOAHUTENBHBIX QYHKLMA TpebyeTca nogkatoveHne Kk Microsoft
Exchange Server 2010, Microsoft SharePoint® Server 2010, Microsoft Office
Communications Server 2007 R2 n (uan) Microsoft SharePoint Foundation 2010.

e /1A HekoTOpbIX GyHKUMI TpebyeTcs cnyxxba Windows Search 4.0.

e [Ins HekOTOPbIX GYHKLMIA TpebyeTca gocTyn B VIHTepHeT.

e [lna paboTbl HekoTOPbIX GYHKUMI B WHTepHeTe Tpebyetca uaeHTUdUKATOP
Windows Live™ ID.

e [lns HekoTOpbIX OYHKLMA TpebyeTcs bpaysep Internet Explorer® 6 (IE 6) nan 6onee
nosgHen Bepcun (ToNbko 32-pa3pajHas Bepcua).

e [lna wwmpoKoBeLLaTeNbHOro Mokasa npeseHTauuin PowerPoint Tpebyetcs oaumH
n3 cnegyrowmx bpaysepos: Internet Explorer 7 wan 6onee nosgHss Bepcus Ans
Windows, Safari 4 nan 6onee nosgHsas Bepcus ans Mac, Firefox 3.5 nan 6onee
no3aHss Bepcus ans Windows, Mac naum Linux.

e [Ina HekoTopblXx KOMMoHeHTOB Microsoft® OneNote® Tpebyetca Windows
Desktop Search 3.0, Windows Media® Player 9, Microsoft Active Sync 4.1,
MUKPOGDOH, BbIXOAHOE ayAMOYCTPOMCTBO, YCTPOWCTBO 3anucn Buaeo, TWAIN-
coBmecTMMas undpoBas Kkamepa WAM ckaHep. [lnA  OTNpaBkM AOKYMeHTa
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B OneNote ¢ momoLlibio ApalriBepa neyaTv u MHTerpauum co cayxbor Business
Connectivity Services Tpebyetca Microsoft .NET Framework 3.5 un (nawm)
komnoHeHTbl Windows XPS.

e [pegoctaBasieMble NPOAYKTOM BO3MOXHOCTU W OoTobpaxaemoe UM n3obpaxeHue
MOTYT pa3/anyaTbcs Ha pasHbix MK 1 3aBucaT ot koHPurypaumi MK. Ana HekoTopbix
bYHKUMA MOXeT TpeboBaThCA JOMONHUTENIBHOE WK CrelnanbHoe 06opysoBaHme
WA NOAK/IOYEHME K cepBepy; noceTute hitp://www.office.com/products.

TpeboBaHus K cucteMe Kaxaoro 13 Habopos Microsoft Office 2010 1 oTAENBHBIX NPUIOXKEHWNI
npvBeAeHbl Ha canTte Office.com.
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Paj ccblnok, copepykallumxcs B HaCTOALLEM PYKOBOACTBE, CTaHET AOCTyrneH TOJbKO nocse
Hauana koMMepyeckon peannsauunmn Microsoft Office 2010.

HacToswunii JOKyMEHT npesocTaBaseTcs «kak ecTb». CBeAEHUs, CoAepyKalymecs B HaCTOALLEM
AOKyMeHTe, Bkatouas URL-agpeca v CCbIIKM Ha Apyrve Be6-caTbl, MOTYT 6biTb M3MeHeHbl 6e3
NpesBapuUTENbHOrO YBEAOMAEHUs. PUCKYM, CBfi3aHHble C WCMOJb30BAaHWEM 3TUX CBEAEHW,
ynTatenb H6epeT Ha cebs.

npeACTaBﬂeHHble npumMepbl NCMONBb3YHOTCA UWCKTHOUNTEJ/IbHO B Ka4decTBe vmmoc:Tpau,Mﬁ N ABNAKO-
TCA BbIMbILWAEHHbIMW. Jltoboe coBnageHne C Kaknmmnm Obl TO HW 6blNO AMbBO peanbHbIMU
obbekTamn nam nuamMnm AaBadaeTcad CJ'IyL-Ial\/IIHbIM.

HacToswunii JOKYMEHT He nNpeAoCTaBAsieT HUKaKUX HOPUANYECKMX MpaB Ha Kakyr-ambo
WHTENNEKTYaNbHYt0O COBCTBEHHOCTb B NHOOOM M3 MPOAYKTOB Kopropauun Mankpocodr.
HacToswunii AOKYMEHT MOXHO KOMUPOBaTb W WCMO/b30BaTb TOAbKO A/ BHYTPEHHMX
CNPaBOYHbIX Lenen.

© Kopnopauwusa MaiikpocodT (Microsoft Corporation), 2010. Bce npaBa 3aLyuLLeHbl.
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