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- CNHXPOHM3NPYNTE CBOU MJIOTHLIE FPAaUKN N Bally KOHTAKTHYI KHUTY. - DPHEKTUBHO
opraHu3yinTe cBoe BpeMs. MMnaHupymnTe BCTpedun, AenmTecCb BCTpevYaMum 1 OTCIeXnBanTe CBOU
TenegoHHble 3BOHKM 1 SMS ¢ NOMOLLbIO 3TOr0 YHMKaNbHOro NPOrpaMMHOro peLeHus. -
YnpaBAsnTe CBOMMU Ha3HAYEHUSAMU C NIErKOCTbI0. [MoKaXKMTe, Kakme BCTPeYn Bbl
3abpoHnpoBann y apyrux. - CAHXpOHU3NPYNTE BCe Ha HECKOJIbKUX ycTponcTBax. C Bawero MK
Ha Baw iPod, iPad nnun iPhone. - Jlerko 6poHnpynTe noe3gkn 1 3akasbl: aapeca nocagkuy u
BbICaKW, a TaK)Xe BCE AeTa/IM CUHXPOHU3UPYIOTCA C ApyrnMu. - NMogenntecb CBOUMMU
AparoueHHbIMM MOMEHTaMn C APYrMMUN: Bbl HE TpaTUTE BPEMS 3P4, TaK Kak Bbl MOXKeTe
MOAENTbCA CBOMMU hoToanbboMamum C ApyruMun. - bonblue HUKaKMUX MOTEPAHHbIX
TenedOoHHbIX HOMEPOB N BO3MOXXHOCTb [06aBUTb UX B CBOIO KHUIY KOHTAKTOB. - [pocMoTp
oTorpadmin Bawmx 6am3knx B MHTepHeTe. - CocTaBbTe CUCOK Aen, NogenmTecCb UM CO CBOEN
ceMben 1 ApY3bAMU NN HANPSAMYIO CO CBOUM CekpeTapeM. - CneauTe 3a BCEMU BaLLMMK
pacxofaMn U KBUTAHUMAMK O pacxogax. - YNnpaBnsanTe CBOMM CMMCKOM MNPOEKTOB: CO34aBanTe
HOBbl€ 3aa4M, NAaHNPYNTe ux n gobasnante dannbl. - Baw KaneHgapb: pacnmMcaHue BCTpeN,
HanoMMHaHNA N MHoroe gpyroe! - Ucnosb3ynTe NOYTOBLIE KJINEHTLI U yay4dllanTe obMeH
MHopMaLmen C ceMben N Apy3bsaMu. - PerynsapHo fobaBnatoTca AONOAHUTENbHbIE DYHKLMN U
HOBble NnoJsie3Hble PyHKUMKN. - CKOPO NOSABATCSH HOBbIE PYHKLUN: - YMHbI KasieH4apb 3TO
PYKOBOACTBO MO MCMOJIb30BaHUIO NporpamMmHoro obecneyernmns Telephia, koTopoe YacTo
Ha3blBalOT TeNedOHHbIM MEeHeKepoM. DTO O4eHb NMPoCcTasn, HO YMHasa nporpamMMa, kotopas
MO3BOJINT BaM yrnpaB/saTb CBOMMU TeNeOHHbIMN 3BOHKaAMN N nHopMaLen, KOTOPYO BaM
HY>XHO 3HaTb 06 3TUX 3BOHKaX. EFo TakXXe MOXXHO UCMOJb30BaTh 414 NJaHUPOBAHUSA BaLlLUNX
KOHTaKTOB. Ecnu Bbl niieTe ny4yuyto TenedoHHYI0 cucTeMy A1 CBOen KoMnaHuu, 1 6ol
nopekoMeHAoBas BaM 3TO NporpaMmHoe obecneveHune. Telephony Manager — 370
npuaoXxeHne Ans onepaunoHHon cuctemsl Microsoft Windows (Bkntovyaa Windows Vista),
No3BoNAIOLLLEE LEHTPASIM30BaHHO YNPaBAaTb NONb30BaTENAMN U UX TenedoHaMmun. Bel MmoxeTe
KOHTPONMPOBaTb, 6/10KMPOBaTb, MapLLUPYTU3NPOBATb U MPOCMATPMBaTL BCIO CTAaTUCTUKY
BbI3OBOB MOJIb30BaTeNIeN U3 O4HOr0 LLleHTPaaM30BaHHOro MecTa. lucneTyep CUCTEMBI
BK/lO4aeT B cebs BCe Ba)KHbIE PYHKLMKN, KOTOPbIE MO3BOSAIOT BaM YNpaBaaTb TeseOHHOMN
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cnctemon, paboynmm cTaHumMAMIN, TeneoHaMmn N paclIMPEHNAMIN 019 KOMMNbOTEpa 1
TenegoHHON CUCTEMbI B BUAE paclUMPEHHOro npunoxxeHus. Kniovyesasa ocobeHHoCTb *
AOMUHNCTPUPOBaHME CUCTEMbI Yepe3 nHtepgenc Windows, BCe MOXXHO HAaCTPOUTb C MOMOLLLbIO
rpynn, npodusen v nosib3oBaTesien, 4TO NO3BOASET O4EHb JIEFKO MEHATb HAaCTpPOMKU. *
MOLLHBLIA U UHTYUTUBHO MOHATHBIN NHTEPdENC C BONbLIMMM KHOMNKAMWN N MOHATHBLIMUN
KapTUHKaMW. * BO3MOXHOCTb YCTAaHOBUTb MUHUMaJIbHbBIN NapoJb, KOTOPbLIN HeobxoOonMmMo
cbpacbiBaTb 4719 Ka)X40ro HOBOro nojib3oBaTens. ¥ HacTpolrika HEeCKOJIbKUX MoJsib30BaTeNnen
019 KaXK4oro Homepa TenegoHa nosab3oBaTens. *
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HNobaBbTe CBO INYHYIO MHOPMaLNIO, TaKyto Kak HoMep MobunabHOro TenedgoHa,
npeanoyTUTeNbHble coobLleHns (ropayme nan XonoaHble), KOHTaKTbl 1 KOMMNaHUW. 3aTeM
Cco3[aBalniTe pa3Hble NPOeKThbl 1 NepemMeLlanTe CBOK JIMYHY0 nHMopMauuio. Co3naBanTe
HOBbIE€ BCTPEYM, Aesna 1 CNNCKN aen. yHKUun: * ABToOMaTU4YeCcKas HacTpOMKa BpeMeHU *

JKpaHHasa KnasmaTypa * KasneHpapb x Crnncok gen * [duanorosoe HarnoMmHaHue o BCTpeye,
cnucke nen n genax * CopTtupoBKa cnucka gen * Ouanor aong agpeca v tenedoHa * Ouanor
Ang ceasm x ObnavyHas CMHXpPOHM3auuns B/u3 Dropbox n Google * dkcnopT/umnopT Ana iCal n
Outlook * Pe3epBHOe kKonupoBaHue B Ball akkayHT Google * MpunoxxeHne gna Android
Konnekuyun- 2 2,41 HR-gHEBHUK- DPPEKTUBHO OpraHnU3ynTe CBoe BpeMs C MOMOLLbIO 3TOro
exxeHeBHWUKaA, BbINOJIHAS 3dEKTMBHbIE 3a4a4n. bnarogaps Takum yaobHbIM YHKUUSAM, Kak
cocTaBJsieHMe Boa)KeTa BpeMeHu, KaneHaapb Npa3gHNKOB, KOHBEPTEp eAVNHUL, U3MepeHus,
KaJleHOapb aKTUBHOCTU U OPYTrUM PYHKLUMAM MOBbILLEHWNSA NMPON3BOAUTEIbHOCTU, MPUI0XKEHNe
HR Diary Tenepb ABAS€TCA Ba)XHbIM MHCTPYMEHTOM, Ha KOTOPbIA MOXKET MOJIOXKUTbCA KaXkaas
opraHusaumoHHasa koMaHga. OnncaHme HR-gHeBHUKA: 9TO MHCTPYMEHT NJIaHNPOBaHUSA
BPEMEHU, KOTOPbIA MOMOraeT BaM OpraHM3oBaTb CBOE BPEMS, MNAaHUPYS pa3iYHbIe CPOKK U
[eATeNlbHOCTb. DTO Tak>XXe NMOMOXXeT BaM B yrpaBJieHUN BCeMn BUAamMm cobbiTnn B BalLen
XN3HN. PyHKUMK: * Pa3zbueka Balwero paboyero nepnona * NnaHnpoBaHue BpeMeHu * [aTa
Havana/oCTaHOBKN % PenakTop 3aday * KaneHpapb * HanoMuHaHua * By ounbHUK %
Mpa3gHukKy * NHTerpaunsa ¢ TBUTTEPOM * 3arpysuTb nNpasgHuUYHble hoTorpamn *
Monb3oBaTenbCKasa LBeToBas cxeMa * MacTtep coobuwecTB Google * Pe3epBHOe KONMpoBaHme
B BalWl akkayHT Dropbox * MIHCTpyMeHTbl rpynnupoBkn 3ameTkn- 2 1.30 JIn4Hoe
naaHupoBaHne onsa 6usHeca- OpraHM3ynTe CBOM CMNCOK AEN N CMIAHUPYNTE CBOM chepytoline
LWarv ¢ MOMOLLbIO 3TOr0 PaCLUMPEHHOr O NMPUJIOXKEHUS AN INYHOI 0 NJjaHupoBaHuA. Ona tex,
KTO eXXedHeBHO ynpaBaseT JNYHbIMU N BusHec-npoekTamMu, Personal Planning for Business,
caMoe nonyJisipHoe pelleHve 4sis yrnpaBJeHUs JINYHbIMU NMPOEeKTaMun B MUPE, ABJISETCA
obsA3aTeNnbHbLIM B BalleM apceHane busHec-npuaoxxeHuin. NMepcoHasnbHOE MaaHMPOBaHME 4Ns
6usHeca OnucaHune: Ecnum Bbl Bhagenew busHeca 1 ynpasnsete CBOUM BpeMmeHeM, busHec-
onepauusaMn N INYHLIMU NPOEKTaMn B OAHOM MeCTe, BaM NMOMOXXeT 3TO MOLLHOE NPuoXKeHne
ANs ynpaBneHus JIMYHbIMU NpoekTamMun. @yHKLUMN: * VIHCTPYMEHTbI ynpaBJieHUs NpoekTamMin %
MobunbHbIN KaneHaapb * biogxeTnpoBaHue * YnpaBneHue 3ajadyamMu x Juarpammsl aHTa
* [Monb3oBaTeNbCKNE 3NEMEHTbI * YBegomneHunsa Evernote- 2 19,99 Yahoo ®uHaHcbI- byab B
Kypce noscegHeBHOCTN 1709e42c4c
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What's New In Secretary-IT?

- Co3panTe CNUCOK KOHTAKTOB N OPraHn3ymnTe ero rno MMeHN, 3JIEKTPOHHON NoyTe, TenedoHy,
oucy u T. 4. - NogkNo4YnTe ero K CBoeMy KasieHgapto 1 gucnetyepy 3agad N nUsMeHuTe nons
B CBOEM MpenacTtaBaeHun. - flobasnanTe, nepeynopsaoymBanTe, yoansante n CKpbiBanTe
3a4a4yn 1 BCTPEYM Mo OHAM, HeAEeNaM UM MecsauaM. - [lobaBnanTe BCTpeYn B CBON KaneHaapb
N U3MEHSNTE ero oHNanH - [lobaBbTe 3aZla4y B CBOW CMNUCOK Aes1 U YCTaHOBUTE CPOK ee
BbIMOSIHEHUA. - [lo6aBbTe 3a4a4y B MeHed>Xep NPOEKTOB 1 YNpaBasnTe el No NpuopuTeTy
NN CPOKY BbINONHEHUS. - [lobaBnante n obHoBNANTE 3aMeTKM B CBOMX 3adavax - CozgaHune
MPOEKTOB M3 3afay - [lobanAaTb haisibl B MPoeKTbl - OBHOBUTE CBOMN KOHTAKTbI, HE OTKPbIBas
HOBble KOHTaKTbl - Co3aHne 1 U3MeHeHMEe CMUCKOB MO MMEHMN UM MOUCK B CAMNCKaX
KOHTAKTOB - YAaAUTb NAN NOAENNTLCA CANCKaMN C OPYrMMN NoJIb30BaTeNaAMU -
CNHXPOHN3NPYNTE N3MEHEHHbIE CMTUCKX C APYrMMUX BalLMMK YCTPOMCTBaMuM - besonacHo
Jenntecb CBOMMU CNMCKaMW N O@aHHbIMU C ApYrMMKU Nosib3oBaTensaMn - OpraHnsynTe ceou
CMNUCKW MO KaseHgapto nanm gucnetyepy 3agad 3. Newsreader-IT Newsreader-IT — ngeanbHoe
npuioXXeHne ANs YTeHNs HOBOCTEN AN1a BCeX, KTO YNTaeT MHOIo HOBOCTEN. - [oCTynHO
MHO>XECTBO Pa3/InyHbIX NCTOYHMKOB HOBOCTEN, 1 B Byayuiem nx ctaHeT 6osblue. - CoxpaHAnTe
cBOW N0BMMbIE NCTOYHMKN HOBOCTEN M UCMOJIb3YNTE UX B aBTOHOMHOM peXXMMe Mo3xXe -
N3y4anTe caMble NONynspHbIE HOBOCTU B NPUIOXKEHUN N B UHTepHeTe. - YnTanTe nosHbie
TEeKCTbl CTaTen 1 3arosioBKoB, BKAO4Yaa poTorpacdum - lobasbTe cBOU Nt0OMMbIe HOBOCTHbIE
CanTbl B CBOIO KOJIIEKUMIO - Mogennncsa CoXxpaHeHHbIMU BED-CTpaHMLaMN Mexay BallnMu
ycTponcTtBaMu - CoxpaHanmTe cTaTbn, 4TOObI YNTATb NX NO3>XKE, B aBTOHOMHOM peXume 1 Ha
iPad, iPhone, iPod touch, namn Android-nnaHweT - Icnonb3ynTe BCe BO3MOXXHOCTK YCTPOMNCTBA,
TaKue Kak akcesiepomMeTp 1 Komnac lNMpeacraBaseMm BaMm O4HO U3 YYLWMX NPUIOXKEHUI O
npeobpasoBaHns BUAEO B ayamo. NpocTo 3arpysnTe n ycTaHoOBUTe «KOHBepTEpP BMAEO B
ayouno», 3arpysuTe 1 Hacna)xganTecb, 3To byaeT nydwee NnpuaoxeHne oas npeobpasoBaHus
BMAeo B ayamo. OcobeHHOCTU ayano KOHBepTepa: - Bbl MoXeTe ckavaTb 60/bLLIOE KONYECTBO
¢dopmaToB Buaeo: * MP4 *3GP *AVI *MPEG *BMB * HD MPEG2/4 n T. 4. - C nOMOLWbIO 3TOro
nporpaMMHoro obecrnedyeHus Bbl MOXXeTe KOHBEPTUPOBATL Buaeo 8 MP3, MP4, AVI, MPEG, AAC,
AC3, AMR, FLAC, M4A, OGG, WAV, WMA, MPA n gpyrune ayanogopmatsl. - [lporpammMmHoe
obecneyeHune 6110 3anmncaHo n nponsseaeHo B CLUA. - Xopowasi HOBOCTb O MPOrpaMMHOM
obecnevyeHnn 3aK0HaETCA B TOM, 4TO KOJIMYECTBO (hansioB HE OrpaHNYeHo.

3/4



System Requirements For Secretary-IT:

Windows XP nnu 6onee nosaHsasa sepcus 64-6utHaa OC 4 'b O3Y [nucnnen c pa3pelieHnem
5,25 atonma nnu Boiwe 8 'b cBo60AHOro MecTa Ha XXeCTKOM Ancke Kak yCTaHOBUTb:
3arpysuTe n ycTaHoBuUTe HacTosibHoe npunoxeHne CAHG KAT TPO. Ecnuv Bbl He aBnsieTech
MPeMUyM-y4aCTHUKOM, NCNosib3ynTe BecnnaTHyto y4yeTHyto 3anncbk CAHG. Cnacubo 3a aTy
OTJINYHYIO nporpamMMy 3arpysuTe yCTaHOBLUMK .exeOnpeeneHne XXn3HecnocobHocTun
MMOKapha: aKkTyaslbHOCTb A1 HEULLEMUYECKMX KapAMoMumonaTun. 1o HefaBHEro BpeMeHu
AnarHo3 nweMmnyeckon
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