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Microsoft  Outlook  2010: ɚɍɓɚɜ 

MicrosoftÉ OutlookÉ 2010 ɔɕɊɉɓɖɗɅɇɐɤɊɗ ɇɠɖɓɏɓɏɅɜɊɖɗɇɊɒɒɠɊ ɍɒɖɗɕɘɑɊɒɗɠ ɘɔɕɅɇɐɊɒɍɤ 

ɐɍɜɒɠɑɍ ɍ ɉɊɐɓɇɠɑɍ ɖɓɓɆɞɊɒɍɤɑɍ ɆɓɐɊɊ 500 ɑɍɐɐɍɓɒɅɑ ɔɓɐɡɌɓɇɅɗɊɐɊɎ Office ɔɓ ɇɖɊɑɘ 

ɑɍɕɘ. ȴɓ ɉɅɒɒɠɑ ɍɖɖɐɊɉɓɇɅɒɍɎ ɓɆɠɜɒɠɎ ɔɓɐɡɌɓɇɅɗɊɐɡ ɊɋɊɑɊɖɤɜɒɓ ɔɕɓɜɍɗɠɇɅɊɗ ɓɏɓɐɓ 

1 800 ɖɓɓɆɞɊɒɍɎ ɍ ɘɉɅɐɤɊɗ ɔɕɍɑɊɕɒɓ 1 500 ɍɌ ɒɍɚ. ɂɐɊɏɗɕɓɒɒɅɤ ɔɓɜɗɅ ɏɕɅɎɒɊ ɇɅɋɒɅ, ɒɓ, 

ɇɓɌɑɓɋɒɓ, Ɋɖɗɡ ɖɔɓɖɓɆ ɘɔɕɅɇɐɤɗɡ Ɋɣ ɆɓɐɊɊ ɢəəɊɏɗɍɇɒɓ? Outlook  2010 ɔɓɌɇɓɐɤɊɗ 

ɢəəɊɏɗɍɇɒɓ ɘɔɕɅɇɐɤɗɡ ɊɋɊɉɒɊɇɒɓɎ ɉɊɤɗɊɐɡɒɓɖɗɡɣ. ȦɐɅɈɓɉɅɕɤ ɓɆɒɓɇɐɊɒɒɓɑɘ ɇɒɊɝɒɊɑɘ 

ɇɍɉɘ ɍ ɐɓɈɍɜɒɓɎ ɓɕɈɅɒɍɌɅɛɍɍ ɢɐɊɏɗɕɓɒɒɓɎ ɔɓɜɗɠ, əɘɒɏɛɍɤɑ ɔɓɍɖɏɅ ɍ ɔɐɅɒɍɕɓɇɅɒɍɤ ɉɊɐ 

ɇɠ ɖɑɓɋɊɗɊ ɔɓɉɉɊɕɋɍɇɅɗɡ ɖɇɓɊ ɊɋɊɉɒɊɇɒɓɊ ɓɆɞɊɒɍɊ ɒɅ ɇɠɖɓɜɅɎɝɊɑ ɘɕɓɇɒɊ ɍ ɇɠɔɓɐɒɤɗɡ 

ɇɖɊ ɔɓɖɗɅɇɐɊɒɒɠɊ ɌɅɉɅɜɍ. 

ȩɐɤ ɑɒɓɈɍɚ ɢɐɊɏɗɕɓɒɒɅɤ ɔɓɜɗɅ ɤɇɐɤɊɗɖɤ ɒɊɓɗɟɊɑɐɊɑɓɎ ɜɅɖɗɡɣ ɔɓɇɖɊɉɒɊɇɒɓɎ ɋɍɌɒɍ. 

ȱɠ ɓɆɞɅɊɑɖɤ ɖ ɔɓɑɓɞɡɣ ɑɓɆɍɐɡɒɠɚ ɘɖɗɕɓɎɖɗɇ ɍ ɔɓɖɗɓɤɒɒɓ ɓɖɗɅɊɑɖɤ ɒɅ ɖɇɤɌɍ. 

ȷɅɏ ɑɠ ɔɓɉɉɊɕɋɍɇɅɊɑ ɖɇɤɌɡ ɖ ɉɕɘɌɡɤɑɍ, ɆɐɍɌɏɍɑɍ, ɉɊɐɓɇɠɑɍ ɔɅɕɗɒɊɕɅɑɍ ɍ ɖɓ ɇɖɊɑ 

ɑɍɕɓɑ. ȴɕɍ ɓɋɍɉɅɒɍɍ ɇɠɐɊɗɅ, ɜɗɊɒɍɍ ɏɒɍɈɍ ɇ ɏɅəɊ ɍɐɍ ɌɅɇɊɕɝɊɒɍɍ ɇɖɗɕɊɜɍ ɖ ɏɐɍɊɒɗɓɑ 

ɇɅɑ ɗɕɊɆɘɊɗɖɤ, ɜɗɓɆɠ ɢɐɊɏɗɕɓɒɒɅɤ ɔɓɜɗɅ ɆɠɐɅ ɉɓɖɗɘɔɒɅ ɇ ɖɓɓɗɇɊɗɖɗɇɍɍ ɖ ɕɅɖɔɍɖɅɒɍɊɑ ɍ ɒɊ 

ɌɅɇɍɖɊɐɅ ɓɗ ɗɊɏɘɞɊɈɓ ɑɊɖɗɓɔɓɐɓɋɊɒɍɤ. Outlook 2010 ɔɕɊɉɓɖɗɅɇɐɤɊɗ ɔɓɇɖɊɑɊɖɗɒɠɎ ɉɓɖɗɘɔ ɏ 

ɢɐɊɏɗɕɓɒɒɓɎ ɔɓɜɗɊ, ɏɅɐɊɒɉɅɕɣ ɍ ɅɉɕɊɖɒɓɎ ɏɒɍɈɊ; ɓɒɍ ɇɖɊɈɉɅ ɕɤɉɓɑ, ɒɘɋɒɓ ɐɍɝɡ ɓɗɏɕɠɗɡ 

ɇɊɆ-ɆɕɅɘɌɊɕ ɍɐɍ ɇɏɐɣɜɍɗɡ ɖɑɅɕɗəɓɒ.1 ȳɆɞɅɎɗɊɖɡ ɖ ɐɣɉɡɑɍ ɒɅ ɕɅɆɓɗɊ ɍ ɉɓɑɅ, ɔɓɉɏɐɣɜɅɎ-

ɗɊɖɡ ɏ ɕɅɌɐɍɜɒɠɑ ɇɊɆ-ɖɐɘɋɆɅɑ ɍ ɖɅɎɗɅɑ ɖɓɛɍɅɐɡɒɠɚ ɖɊɗɊɎ, ɔɓɌɇɓɐɤɣɞɍɑ ɔɓɉɉɊɕɋɍɇɅɗɡ 

ɖɇɤɌɡ ɖ ɗɊɑɍ, ɏɗɓ ɇɅɋɊɒ ɉɐɤ ɇɅɖ, ɍ ɇ ɔɘɗɍ.  

ȴɓɌɒɅɏɓɑɡɗɊɖɡ ɖ Outlook 2010 ñ ɖɅɑɓɎ ɑɓɞɒɓɎ ɍ ɇ ɗɓ ɋɊ ɇɕɊɑɤ ɍɒɗɘɍɗɍɇɒɓ ɔɓɒɤɗɒɓɎ 

ɇɊɕɖɍɊɎ. 

                                                 
1
ȩɐɤ ɉɓɖɗɘɔɅ ɜɊɕɊɌ ɇɊɆ-ɆɕɅɘɌɊɕ ɍɐɍ ɖɑɅɕɗəɓɒ ɗɕɊɆɘɊɗɖɤ ɔɓɉɚɓɉɤɞɊɊ ɘɖɗɕɓɎɖɗɇɓ ɍ ɔɓɉɏɐɣɜɊɒɍɊ ɏ ȭɒɗɊɕɒɊɗɘ. ȧɊɆ-əɘɒɏɛɍɍ 

ɍɖɔɓɐɡɌɘɣɗ ɔɕɍɐɓɋɊɒɍɊ Outlook Web App, ɉɐɤ ɏɓɗɓɕɓɈɓ ɗɕɊɆɘɊɗɖɤ Microsoft Exchange Server 2010 ɍ ɔɓɉɉɊɕɋɍɇɅɊɑɠɎ 

ɆɕɅɘɌɊɕ Internet Explorer
É
, Firefox ɍɐɍ Safari. ȩɐɤ ɒɊɏɓɗɓɕɠɚ ɑɓɆɍɐɡɒɠɚ əɘɒɏɛɍɎ ɗɕɊɆɘɊɗɖɤ ɘɖɗɅɒɓɇɏɅ ɔɕɍɐɓɋɊɒɍɤ Microsoft 

Outlook Mobile 2010, ɏɓɗɓɕɓɊ ɒɊ ɇɚɓɉɍɗ ɇ ɔɕɍɐɓɋɊɒɍɤ ɍ ɒɅɆɓɕɠ ɔɕɍɐɓɋɊɒɍɎ Office 2010 ɍ ɇɊɆ-ɔɕɍɐɓɋɊɒɍɤ Office Web Apps. 

ȱɊɋɉɘ ɇɓɌɑɓɋɒɓɖɗɤɑɍ ɔɕɍɐɓɋɊɒɍɎ Outlook Web App, Outlook Mobile 2010 ɍ Outlook 2010 ɖɘɞɊɖɗɇɘɊɗ ɕɤɉ ɕɅɌɐɍɜɍɎ. 
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Outlook  2010: ɖɜɌɞɖɔɕ ɚɍɓɚɜ 

ȳɌɒɅɏɓɑɡɗɊɖɡ ɖ ɅɖɔɊɏɗɅɑɍ Outlook  2010, ɕɅɌɕɅɆɓɗɅɒɒɠɑɍ ɉɐɤ ɔɓɇɠɝɊɒɍɤ ɢəəɊɏɗɍɇɒɓɖɗɍ 

ɇɅɝɊɎ ɕɅɆɓɗɠ ɔɕɍ ɍɖɔɓɐɡɌɓɇɅɒɍɍ ȴȯ, ɖɑɅɕɗəɓɒɅ ɍ ɆɕɅɘɌɊɕɅ. ȭɌɘɜɍɗɊ ɒɓɇɠɊ ɍ ɘɐɘɜɝɊɒ-

ɒɠɊ ɇɓɌɑɓɋɒɓɖɗɍ, ɓɔɍɖɅɒɒɠɊ ɇ ɖɐɊɉɘɣɞɍɚ ɕɅɌɉɊɐɅɚ, ɆɓɐɊɊ ɔɓɉɕɓɆɒɓ. 

Ȯɚɛɗɚɥɑəɔɑ Ɏ ɒɔɓəɨ ɞɎɚɜɣɑɝɖɔɡ ɔɐɑɕ 

ȹɟɒəɧɑ ɔəɝɞɜɟɘɑəɞɧ Ɏ əɟɒəɚɑ Ɏɜɑɘɫ. 

ȲɓɇɠɊ ɍ ɘɖɓɇɊɕɝɊɒɖɗɇɓɇɅɒɒɠɊ əɘɒɏɛɍɍ ɔɓɑɓɈɘɗ ɔɓɇɠɖɍɗɡ ɔɕɓɍɌɇɓɉɍɗɊɐɡɒɓɖɗɡ, Ɋɖɐɍ 

ɍɚ ɍɖɔɓɐɡɌɓɇɅɗɡ, ɏɓɈɉɅ ɢɗɓ ɒɊɓɆɚɓɉɍɑɓ. ȸɐɘɜɝɊɒɒɅɤ ɒɅɖɗɕɅɍɇɅɊɑɅɤ ɐɊɒɗɅ, ɉɓɖɗɘɔɒɅɤ 

ɇ ɔɕɍɐɓɋɊɒɍɤɚ Outlook  2010, ɘɔɕɓɞɅɊɗ ɔɓɍɖɏ ɒɘɋɒɠɚ ɏɓɑɅɒɉ, ɆɐɅɈɓɉɅɕɤ ɜɊɑɘ ɏɓɒɊɜɒɓɑɘ 

ɔɕɓɉɘɏɗɘ ɘɉɊɐɤɊɗɖɤ ɆɓɐɡɝɊ ɇɕɊɑɊɒɍ.  

ȺɓɗɊɐɓɖɡ Ɇɠ ɗɕɅɗɍɗɡ ɑɊɒɡɝɊ ɇɕɊɑɊɒɍ ɒɅ ɒɅɖɗɕɓɎɏɘ ɒɓɇɠɚ ɍ ɖɘɞɊɖɗɇɘɣɞɍɚ ɘɜɊɗɒɠɚ 

ɌɅɔɍɖɊɎ? ȺɓɗɊɐɓɖɡ Ɇɠ ɆɠɖɗɕɊɊ ɕɅɖɔɊɜɅɗɠɇɅɗɡ ɜɗɓ-ɐɍɆɓ? ȭɐɍ ɗɕɊɆɘɊɗɖɤ ɔɕɓɖɗɓɎ ɖɔɓɖɓɆ 

ɓɜɍɖɗɍɗɡ ɔɓɜɗɓɇɠɎ ɤɞɍɏ? ȲɓɇɓɊ ɔɕɊɉɖɗɅɇɐɊɒɍɊ Micros oft  Office  BackstageË ɔɓɑɓɋɊɗ 

ɇɠɔɓɐɒɍɗɡ ɢɗɍ ɍ ɉɕɘɈɍɊ ɌɅɉɅɜɍ. ȷɊɔɊɕɡ ɐɊɈɜɊ ɘɔɕɅɇɐɤɗɡ ɘɜɊɗɒɓɎ ɌɅɔɍɖɡɣ, ɕɅɖɔɊɜɅɗɠɇɅɗɡ 

ɉɓɏɘɑɊɒɗɠ ɍ ɒɅɖɗɕɅɍɇɅɗɡ ɕɅɆɓɗɘ ɇ Outlook  2010 ɍɌ ɊɉɍɒɓɈɓ ɕɅɖɔɓɐɓɋɊɒɍɤ.  

Ȼɜɚɝɘɚɞɜ, ɝɚɓɐɌəɔɑ ɔ ɟɛɜɌɎɗɑəɔɑ ɩɗɑɖɞɜɚəəɚɕ ɛɚɣɞɚɕ 

ɓɌəɔɘɌɑɞ ɘɑəɨɤɑ Ɏɜɑɘɑəɔ. 

ȧɖɔɓɑɒɍɗɊ, ɖɏɓɐɡɏɓ ɢɐɊɏɗɕɓɒɒɠɚ ɖɓɓɆɞɊɒɍɎ ɇɠ ɔɓɐɘɜɅɊɗɊ ɇ ɗɊɜɊɒɍɊ ɓɆɠɜɒɓɎ ɒɊɉɊɐɍ 

ɖɊɈɓɉɒɤ, ɍ ɖɏɓɐɡɏɓ ɔɓɜɗɠ ɇɠ ɔɓɐɘɜɅɐɍ ɌɅ ɢɗɓɗ ɋɊ ɔɊɕɍɓɉ ɔɤɗɡ ɐɊɗ ɒɅɌɅɉ. ȳɆɒɓɇɐɊɒɒɓɊ 

ɔɕɍɐɓɋɊɒɍɊ Outlook 2010 ɔɕɊɉɒɅɌɒɅɜɊɒɓ ɉɐɤ ɕɅɆɓɗɠ ɖ Ɇɓɐɡɝɍɑ ɏɓɐɍɜɊɖɗɇɓɑ ɊɋɊɉɒɊɇɒɓ 

ɔɓɖɗɘɔɅɣɞɊɎ ɍɒəɓɕɑɅɛɍɍ. 

¶ ȵɅɌɘɑɒɅɤ ɓɕɈɅɒɍɌɅɛɍɤ Ɇɓɐɡɝɍɚ ɓɆɟɊɑɓɇ ɢɐɊɏɗɕɓɒɒɓɎ ɔɓɜɗɠ. ȱɓɋɒɓ ɖɋɍɑɅɗɡ ɍɐɍ 

ɕɅɌɉɊɐɤɗɡ ɒɅ ɏɅɗɊɈɓɕɍɍ ɛɊɐɠɊ ɛɊɔɓɜɏɍ ɖɓɓɆɞɊɒɍɎ ɍɐɍ ɉɅɋɊ ɍɈɒɓɕɍɕɓɇɅɗɡ ɍɚ ɖ ɔɓɑɓ-

ɞɡɣ ɇɖɊɈɓ ɒɊɖɏɓɐɡɏɍɚ ɞɊɐɜɏɓɇ. ȲɓɇɠɊ ɍɒɖɗɕɘɑɊɒɗɠ ɘɔɕɅɇɐɊɒɍɤ ɖɓɓɆɞɊɒɍɤɑɍ 

ɍ ɘɖɓɇɊɕɝɊɒɖɗɇɓɇɅɒɒɓɊ ɔɕɊɉɖɗɅɇɐɊɒɍɊ èȦɊɖɊɉɅé ɔɓɌɇɓɐɤɣɗ ɔɕɊɇɕɅɗɍɗɡ ɉɊɖɤɗɏɍ 

ɢɐɊɏɗɕɓɒɒɠɚ ɔɍɖɊɑ ɇ ɒɊɖɏɓɐɡɏɓ ɇɅɋɒɠɚ ɖɓɓɆɞɊɒɍɎ ɍ ɏɓɒɗɕɓɐɍɕɓɇɅɗɡ ɖɓɓɆɞɊɒɍɤ 

ɢɐɊɏɗɕɓɒɒɓɎ ɔɓɜɗɠ, ɜɗɓɆɠ ɘɉɊɐɤɗɡ ɆɓɐɡɝɊ ɇɕɊɑɊɒɍ ɕɊɝɊɒɍɣ ɉɕɘɈɍɚ ɌɅɉɅɜ. 
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¶ ȳɗɔɕɅɇɐɤɎɗɊ ɒɘɋɒɘɣ ɍɒəɓɕɑɅɛɍɣ ɒɘɋɒɠɑ ɐɍɛɅɑ ɍ ɕɊɅɈɍɕɘɎɗɊ ɆɠɖɗɕɊɊ ɒɅ ɔɓɐɘ-

ɜɅɊɑɘɣ ɍɒəɓɕɑɅɛɍɣ. ȴɓɜɗɓɇɠɊ ɔɓɉɖɏɅɌɏɍ2 ɑɈɒɓɇɊɒɒɓ ɔɕɊɉɘɔɕɊɋɉɅɣɗ ɓ ɇɓɌɑɓɋɒɠɚ 

ɔɕɓɆɐɊɑɅɚ ɔɕɍ ɓɗɔɕɅɇɏɊ, Ʌ ȦɠɖɗɕɠɊ ɉɊɎɖɗɇɍɤ ɔɕɊɓɆɕɅɌɘɣɗ ɑɒɓɈɓɝɅɈɓɇɠɊ ɌɅɉɅɜɍ 

ɇ ɉɊɎɖɗɇɍɤ, ɇɠɔɓɐɒɤɊɑɠɊ ɓɉɒɍɑ ɞɊɐɜɏɓɑ ɑɠɝɍ. 

ȽɚɓɐɌɎɌɕɞɑ ɛɜɚɠɑɝɝɔɚəɌɗɨəɚ ɚɠɚɜɘɗɑəəɧɑ ɝɚɚɍɥɑəɔɫ. 

ȬɅ ɇɕɊɑɤ ɖɇɓɊɈɓ ɖɘɞɊɖɗɇɓɇɅɒɍɤ ɢɐɊɏɗɕɓɒɒɅɤ ɔɓɜɗɅ ɔɕɊɇɕɅɗɍɐɅɖɡ ɍɌ ɉɇɘɚ-ɗɕɊɚ ɅɆɌɅɛɊɇ 

ɗɊɏɖɗɅ ɇ ɍɒəɓɕɑɅɛɍɓɒɒɠɊ ɆɣɐɐɊɗɊɒɍ ɉɐɤ ɖɊɑɊɎ ɍɐɍ ɉɊɐɓɇɠɚ ɔɅɕɗɒɊɕɓɇ, ɔɊɕɖɓɒɅɐɡɒɠɊ 

ɆɐɅɒɏɍ ɉɓɏɘɑɊɒɗɓɇ, ɔɕɓɊɏɗɠ ɍ ɗɅɏ ɉɅɐɊɊ. ȲɊɌɅɇɍɖɍɑɓ ɓɗ ɗɓɈɓ, ɤɇɐɤɊɗɖɤ ɐɍ ɔɍɖɡɑɓ ɐɍɜɒɠɑ 

ɍɐɍ ɉɊɐɓɇɠɑ, Outlook  2010 ɔɕɊɉɓɖɗɅɇɐɤɊɗ ɍɒɒɓɇɅɛɍɓɒɒɠɊ ɍɒɖɗɕɘɑɊɒɗɠ Microsoft  Office, 

ɜɗɓɆɠ ɇɓɔɐɓɗɍɗɡ ɇ ɋɍɌɒɡ ɖɅɑɠɊ ɖɑɊɐɠɊ ɍɉɊɍ.  

¶ ȦɠɖɗɕɠɎ ɔɊɕɊɚɓɉ ɓɗ ɍɒəɓɕɑɅɛɍɍ ɏ ɉɊɎɖɗɇɍɣ ɖ ɔɓɑɓɞɡɣ ɔɕɓəɊɖɖɍɓɒɅɐɡɒɓ 

ɓəɓɕɑɐɊɒɒɠɚ ɔɍɖɊɑ ɢɐɊɏɗɕɓɒɒɓɎ ɔɓɜɗɠ. ȭɖɔɓɐɡɌɘɎɗɊ ɒɓɇɠɊ ȷɊɑɠ Office , ɜɗɓɆɠ 

ɖɓɌɉɅɗɡ ɖɇɓɎ ɖɗɍɐɡ əɓɕɑɅɗɍɕɓɇɅɒɍɤ. Ȫɖɐɍ ɔɕɍɚɓɉɍɗɖɤ ɍɖɔɓɐɡɌɓɇɅɗɡ ɖɓɉɊɕɋɍɑɓɊ ɜɊɕɊɌ 

ɇɖɗɅɇɏɘ, əɘɒɏɛɍɤ ȧɖɗɅɇɏɅ ɖ ɉɍɒɅɑɍɜɊɖɏɍɑ ɔɕɓɖɑɓɗɕɓɑ ɔɓɌɇɓɐɍɗ ɖɕɅɌɘ ɋɊ 

ɍɖɔɓɐɡɌɓɇɅɗɡ ɒɊɓɆɚɓɉɍɑɓɊ əɓɕɑɅɗɍɕɓɇɅɒɍɊ. 

¶ ȴɕɍɇɐɊɏɅɎɗɊ ɇɒɍɑɅɒɍɊ ɜɍɗɅɗɊɐɊɎ ɖ ɔɓɑɓɞɡɣ ɇɍɌɘɅɐɡɒɠɚ ɖɕɊɉɖɗɇ ɔɊɕɊɉɅɜɍ 

ɖɓɓɆɞɊɒɍɤ. ȱɓɋɒɓ ɆɊɌ ɗɕɘɉɅ ɖɓɌɉɅɇɅɗɡ ɔɕɓəɊɖɖɍɓɒɅɐɡɒɓ ɓəɓɕɑɐɊɒɒɠɊ ɉɓɏɘɑɊɒɗɠ 

ȲɓɇɠɊ ɍ ɘɐɘɜɝɊɒɒɠɊ ɍɒɖɗɕɘɑɊɒɗɠ ɕɊɉɅɏɗɍɕɓɇɅɒɍɤ ɍɌɓɆɕɅɋɊɒɍɎ, ɈɕɅəɍɜɊɖɏɍɊ 

ɖɕɊɉɖɗɇɅ SmartArtÉ ɍ ɇɓɌɑɓɋɒɓɖɗɡ ɇɖɗɅɇɐɤɗɡ ɖɒɍɑɏɍ ɢɏɕɅɒɅ ɒɊɔɓɖɕɊɉɖɗɇɊɒɒɓ ɇ 

ɖɓɓɆɞɊɒɍɊ ɔɓɌɇɓɐɤɣɗ ɍɒɗɊɈɕɍɕɓɇɅɗɡ ɔɕɍɇɐɊɏɅɗɊɐɡɒɠɊ ɈɕɅəɍɜɊɖɏɍɊ ɢɐɊɑɊɒɗɠ ɆɊɌ 

ɍɖɔɓɐɡɌɓɇɅɒɍɤ ɉɓɔɓɐɒɍɗɊɐɡɒɠɚ ɔɕɓɈɕɅɑɑ ɉɐɤ ɓɆɕɅɆɓɗɏɍ ɍɌɓɆɕɅɋɊɒɍɎ. 

ȭɚɗɑɑ ɩɠɠɑɖɞɔɎəɌɫ ɝɚɎɘɑɝɞəɌɫ ɜɌɍɚɞɌ 

ȺɝɞɌɎɌɕɞɑɝɨ əɌ ɝɎɫɓɔ ɝ ɗɪɐɨɘɔ ɔ ɝɚɍɝɞɎɑəəɧɘɔ ɟɣɑɞəɧɘɔ 

ɓɌɛɔɝɫɘɔ ɩɗɑɖɞɜɚəəɚɕ ɛɚɣɞɧ. 

ȲɊɌɅɇɍɖɍɑɓ ɓɗ ɗɓɈɓ, ɓɖɘɞɊɖɗɇɐɤɊɗɖɤ ɐɍ ɕɘɏɓɇɓɉɖɗɇɓ ɓɗɉɊɐɓɑ ɍɐɍ ɓɕɈɅɒɍɌɅɛɍɤ ɖɊɑɊɎɒɓɈɓ 

ɗɓɕɋɊɖɗɇɅ, ɇɅɋɒɓ ɒɅɚɓɉɍɗɡɖɤ ɒɅ ɖɇɤɌɍ ɖ ɐɣɉɡɑɍ ɏɅɏ ɇ ɓəɍɖɊ ɍɐɍ ɉɓɑɅ, ɗɅɏ ɍ ɇɒɊ ɍɚ. 

Outlook 2010 ɓɆɟɊɉɍɒɤɊɗ ɕɅɌɐɍɜɒɠɊ ɖɊɗɍ ɔɊɕɊɉɅɜɍ ɖɓɓɆɞɊɒɍɎ, ɆɐɅɈɓɉɅɕɤ ɜɊɑɘ ɓɖɗɅɇɅɗɡɖɤ 

ɒɅ ɖɇɤɌɍ ɖ ɒɘɋɒɠɑɍ ɐɣɉɡɑɍ ɐɊɈɏɓ ɍ ɔɕɓɖɗɓ.  

                                                 
2
ȩɐɤ ɓɗɓɆɕɅɋɊɒɍɊ ɔɓɜɗɓɇɠɚ ɔɓɉɖɏɅɌɓɏ ɗɕɊɆɘɊɗɖɤ Microsoft  Exchange Server 2010; ɔɓɉɖɏɅɌɏɍ ɉɓɐɋɒɠ ɇɏɐɣɜɊɒɠ 

ɅɉɑɍɒɍɖɗɕɅɗɓɕɓɑ Exchange.  
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¶ ȳɆɟɊɉɍɒɤɎɗɊ ɕɅɌɐɍɜɒɠɊ ɘɜɊɗɒɠɊ ɌɅɔɍɖɍ ɢɐɊɏɗɕɓɒɒɓɎ ɔɓɜɗɠ, ɏɅɐɊɒɉɅɕɍ ɍ ɅɉɕɊɖ-

ɒɠɊ ɏɒɍɈɍ ɍ ɐɊɈɏɓ ɘɔɕɅɇɐɤɎɗɊ ɍɑɍ ɍɌ ɓɉɒɓɈɓ ɛɊɒɗɕɅɐɍɌɓɇɅɒɒɓɈɓ ɔɕɊɉɖɗɅɇɐɊɒɍɤ. 

¶ ȶɇɓɆɓɉɒɓ ɘɔɕɅɇɐɤɎɗɊ ɖɇɓɍɑ ɕɅɖɔɍɖɅɒɍɊɑ ɖ ɔɓɑɓɞɡɣ ɒɓɇɓɈɓ ȴɕɊɉɖɗɅɇɐɊɒɍɤ ɕɅɖɔɍ-

ɖɅɒɍɤ ɍ ɍɒɖɗɕɘɑɊɒɗɓɇ ɖɓɌɉɅɒɍɤ Ɉɕɘɔɔɓɇɠɚ ɕɅɖɔɍɖɅɒɍɎ.  

¶ ȴɕɓɖɑɓɗɕ ɉɓɖɗɘɔɒɓɖɗɍ ɔɓɐɡɌɓɇɅɗɊɐɊɎ ɍ ɑɈɒɓɇɊɒɒɅɤ ɖɇɤɌɡ ɖ ɒɍɑɍ ɖ ɔɓɑɓɞɡɣ ɕɅɌɐɍɜ-

ɒɠɚ ɑɊɗɓɉɓɇ ɖɇɤɌɍ, ɖɓɖɕɊɉɓɗɓɜɊɒɒɠɚ ɇ ɒɓɇɓɎ ɉɓɖɗɘɔɒɓɎ ɏɅɕɗɓɜɏɊ ɏɓɒɗɅɏɗɅ. 

¶ ȴɓɐɘɜɅɎɗɊ ɉɓɔɓɐɒɍɗɊɐɡɒɠɊ ɖɇɊɉɊɒɍɤ ɓ ɐɣɉɤɚ, ɒɅɔɕɍɑɊɕ ɓɆɞɍɚ ɉɕɘɌɡɤɚ, ɍ ɉɕɘɈɍɊ 

ɖɓɛɍɅɐɡɒɠɊ ɉɅɒɒɠɊ, ɘɏɕɊɔɍɇ ɇɓɌɑɓɋɒɓɖɗɍ ɖɇɤɌɍ ɖ ɓɆɞɊɖɗɇɊɒɒɠɑɍ ɍ ɉɊɐɓɇɠɑɍ 

ɏɕɘɈɅɑɍ ɖ ɔɓɑɓɞɡɣ Outlook Social Connector . 

Ȱɚɝɞɟɛ ɖ ɜɌɍɚɞɑ ɔɓ ɗɪɍɚɏɚ ɘɑɝɞɌ 

ȺɛɑɜɌɞɔɎəɧɕ ɐɚɝɞɟɛ ɖ ɎɌɒəɚɕ ɔəɠɚɜɘɌɢɔɔ ɔɓ ɗɪɍɚɏɚ ɘɑɝɞɌ 

ɔ Ɏ ɗɪɍɚɑ Ɏɜɑɘɫ. 

ȴɕɓɇɊɕɤɎɗɊ ɢɐɊɏɗɕɓɒɒɘɣ ɔɓɜɗɘ ɍɌ ɐɣɆɓɈɓ ɑɊɖɗɅ ɍ Ɇɠɖɗɕɓ ɒɅɚɓɉɍɗɊ ɇɅɋɒɠɊ ɅɉɕɊɖɅ ɍ ɒɓ-

ɑɊɕɅ ɗɊɐɊəɓɒɓɇ, ɏɓɈɉɅ ɢɗɓ ɒɊɓɆɚɓɉɍɑɓ. ȲɓɇɠɊ ɇɓɌɑɓɋɒɓɖɗɍ Outlook ɔɓɌɇɓɐɤɣɗ ɓɖɗɅɇɅɗɡɖɤ 

ɒɅ ɖɇɤɌɍ ɖɓ ɖɇɓɍɑɍ ɉɊɐɓɇɠɑɍ ɍ ɐɍɜɒɠɑɍ ɏɓɒɗɅɏɗɅɑɍ ɍ ɕɊɅɐɍɌɓɇɠɇɅɗɡ ɖɇɓɍ ɔɓɗɕɊɆɒɓɖɗɍ, 

ɒɅɚɓɉɤɖɡ ɇ ɉɓɕɓɈɊ.  

¶ ȳɆɟɊɉɍɒɤɎɗɊ ɖɇɓɍ ɖɓɓɆɞɊɒɍɤ ɍ ɔɓɐɘɜɅɎɗɊ ɘɇɊɉɓɑɐɊɒɍɤ ɓ Ɉɓɐɓɖɓɇɠɚ ɖɓɓɆɞɊɒɍɤɚ.3 

¶ Microsoft  Outlook  Web App : ɓɖɗɅɇɅɎɗɊɖɡ ɇ ɏɘɕɖɊ ɍ ɒɅ ɖɇɤɌɍ. ȴɕɓɖɑɅɗɕɍɇɅɎɗɊ 

ɖɓɓɆɞɊɒɍɤ ɢɐɊɏɗɕɓɒɒɓɎ ɔɓɜɗɠ, ɏɓɒɗɅɏɗɠ ɍ ɖɓɆɠɗɍɤ ɏɅɐɊɒɉɅɕɤ Outlook, ɚɕɅɒɤɞɍɊɖɤ ɒɅ 

ɖɊɕɇɊɕɊ Microsoft  Exchange Server 2010, ɜɊɕɊɌ ɇɊɆ-ɆɕɅɘɌɊɕ.4 

¶ Microsoft  Outlook  Mobile  2010: ȶɍɒɚɕɓɒɍɌɍɕɘɎɗɊ Outlook  2010 ɖ ɘɐɘɜɝɊɒɒɓɎ ɇɊɕɖɍɊɎ 

Outlook  ɉɐɤ ɑɓɆɍɐɡɒɠɚ ɘɖɗɕɓɎɖɗɇ, ɖɔɊɛɍɅɐɡɒɓ ɕɅɌɕɅɆɓɗɅɒɒɓɎ ɉɐɤ ɖɑɅɕɗəɓɒɓɇ ɖ ȳȶ 

WindowsÉ.5 ȲɅɖɗɓɐɡɒɠɎ ȴȯ ɒɊ ɗɕɊɆɘɊɗɖɤ. 

                                                 
3
ȷɕɊɆɘɊɗɖɤ Microsoft  Exchange 2010 ɍ ɊɉɍɒɅɤ ɖɍɖɗɊɑɅ ɓɆɑɊɒɅ ɖɓɓɆɞɊɒɍɤɑɍ Microsoft  Exchange. 

4
ȴɕɍɐɓɋɊɒɍɊ Outlook  Web App, ɕɅɒɊɊ ɍɌɇɊɖɗɒɓɊ ɏɅɏ Outlook  Web Access, ɉɓɖɗɘɔɒɓ ɏɐɍɊɒɗɅɑ Microsoft  Exchange. 

5
ȷɕɊɆɘɣɗɖɤ ɔɓɉɚɓɉɤɞɊɊ ɘɖɗɕɓɎɖɗɇɓ ɍ ɔɓɉɏɐɣɜɊɒɍɊ ɏ ȭɒɗɊɕɒɊɗɘ. Outlook  Mobile  2010 ɒɊ ɇɏɐɣɜɊɒ ɇ ɔɕɍɐɓɋɊɒɍɤ ɍ ɒɅɆɓɕɠ 

ɔɕɍɐɓɋɊɒɍɎ Office 2010 ɍɐɍ ɇ ɔɕɍɐɓɋɊɒɍɤ Office Web Apps. ȴɕɍɐɓɋɊɒɍɊ Outlook  Mobile  2010 ɔɕɊɉɘɖɗɅɒɓɇɐɊɒɓ 

ɒɅ ɖɑɅɕɗəɓɒɅɚ ɖ ȳȶ Windows ɍ ɤɇɐɤɊɗɖɤ ɔɓɜɗɓɇɠɑ ɏɐɍɊɒɗɓɑ ɔɓ ɘɑɓɐɜɅɒɍɣ. Outlook  Mobile  2010 ɆɘɉɊɗ ɇɠɔɘɞɊɒ ɒɅ 

ɖɑɅɕɗəɓɒɅɚ ɖ Windows (Windows Mobile
É
 6.5 ɍɐɍ ɆɓɐɊɊ ɔɓɌɉɒɍɊ ɇɊɕɖɍɍ) ɖ ɒɅɜɅɐɓɑ ɏɓɑɑɊɕɜɊɖɏɓɎ ɕɊɅɐɍɌɅɛɍɍ Microsoft  

Office 2010. ȱɊɋɉɘ ɇɓɌɑɓɋɒɓɖɗɤɑɍ Outlook  Mobile  2010 ɍ ɔɕɍɐɓɋɊɒɍɎ Office 2010 ɖɘɞɊɖɗɇɘɊɗ ɕɤɉ ɕɅɌɐɍɜɍɎ. 
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Outlook 2010: ɛɚɐɜɚɍəɧɑ ɝɎɑɐɑəɔɫ 

ȸɌɒɅɎɗɊ ɓ ɒɓɇɠɚ ɇɓɌɑɓɋɒɓɖɗɤɚ, ɔɕɊɉɓɖɗɅɇɐɤɊɑɠɚ Outlook  2010 ɉɐɤ ɇɠɔɓɐɒɊɒɍɤ 

ɖɓɆɖɗɇɊɒɒɠɚ ɌɅɉɅɜ, ɖɓɇɑɊɖɗɒɓɎ ɕɅɆɓɗɠ ɍɐɍ ɕɅɆɓɗɠ ɇ ɔɘɗɍ. 

Ȯɚɛɗɚɥɑəɔɑ Ɏ ɒɔɓəɨ ɞɎɚɜɣɑɝɖɔɡ ɔɐɑɕ 

ȹɟɒəɧɑ ɔəɝɞɜɟɘɑəɞɧ Ɏ əɟɒəɚɑ Ɏɜɑɘɫ. 

ȿɗɟɣɤɑəəɌɫ ɗɑəɞɌ! 

ȰɊɒɗɅ ɌɅɑɊɒɤɊɗ ɑɊɒɣ ɍ ɔɅɒɊɐɍ ɍɒɖɗɕɘɑɊɒɗɓɇ ɇ ɇɊɕɚɒɊɎ ɜɅɖɗɍ ɓɖɒɓɇɒɓɈɓ ɓɏɒɅ Outlook  

ɍ ɔɓɌɇɓɐɤɊɗ ɒɅɖɗɕɓɍɗɡ ɖɇɓɣ ɕɅɆɓɗɘ ɇ ɔɕɓɈɕɅɑɑɊ. ȳɒɅ ɕɅɌɕɅɆɓɗɅɒɅ, ɜɗɓɆɠ ɉɅɗɡ 

ɇɓɌɑɓɋɒɓɖɗɡ ɘɉɓɆɒɊɊ ɒɅɚɓɉɍɗɡ ɍ ɍɖɔɓɐɡɌɓɇɅɗɡ ɇɖɊ əɘɒɏɛɍɍ Outlook  ɍ ɆɠɖɗɕɊɊ ɉɓɖɗɍɈɅɗɡ 

ɆɓɐɊɊ ɇɠɖɓɏɍɚ ɕɊɌɘɐɡɗɅɗɓɇ. 

 

ȵɍɖɘɒɓɏ 1. ȧ Outlook  2010 ɔɓɤɇɍɐɅɖɡ ɐɊɒɗɅ.  

ȵɅɌɑɊɖɗɍɗɊ ɍ ɒɅɚɓɉɍɗɊ ɒɘɋɒɠɊ ɏɓɑɅɒɉɠ ɗɅɑ, ɈɉɊ ɒɊɓɆɚɓɉɍɑɓ. ȸɐɘɜɝɊɒɒɅɤ ɐɊɒɗɅ, 

ɉɓɖɗɘɔɒɅɤ ɇ Outlook  ɍ ɔɕɍɐɓɋɊɒɍɤɚ Office 2010, ɘɔɕɓɞɅɊɗ ɔɓɍɖɏ ɒɘɋɒɠɚ ɏɓɑɅɒɉ, 

ɆɐɅɈɓɉɅɕɤ ɜɊɑɘ ɏɓɒɊɜɒɓɑɘ ɔɕɓɉɘɏɗɘ ɘɉɊɐɤɊɗɖɤ ɆɓɐɡɝɊ ɇɕɊɑɊɒɍ.  

¶ ȲɅɖɗɕɓɎɗɊ ɍɐɍ ɖɓɌɉɅɎɗɊ ɖɓɆɖɗɇɊɒɒɠɊ ɇɏɐɅɉɏɍ ɒɅ ɐɊɒɗɊ ɉɐɤ ɔɊɕɖɓɒɅɐɍɌɅɛɍɍ ɖɇɓɊɈɓ 

ɖɗɍɐɤ ɕɅɆɓɗɠ ɇ Outlook  2010.  

¶ ȶɗɅɒɉɅɕɗɒɠɊ ɇɏɐɅɉɏɍ ɒɅ ɐɊɒɗɊ ɖɓɉɊɕɋɅɗ ɏɓɑɅɒɉɠ ɉɐɤ ɏɓɒɏɕɊɗɒɠɚ ɌɅɉɅɜ, ɔɓɢɗɓɑɘ 

ɒɅɚɓɉɍɗɡ ɒɘɋɒɠɊ ɍɒɖɗɕɘɑɊɒɗɠ ɑɓɋɒɓ ɈɓɕɅɌɉɓ ɆɠɖɗɕɊɊ.  

¶ ȲɅ ɏɓɒɗɊɏɖɗɒɠɚ ɇɏɐɅɉɏɅɚ ɐɊɒɗɠ ɒɅɚɓɉɤɗɖɤ ɍɒɖɗɕɘɑɊɒɗɠ, ɏɓɗɓɕɠɑɍ ɑɓɋɒɓ 

ɇɓɖɔɓɐɡɌɓɇɅɗɡɖɤ ɇ ɒɘɋɒɓɊ ɇɕɊɑɤ, ɍ ɒɊɓɆɚɓɉɍɑɠɊ ɗɊɑɠ, ɏɅɏ ɔɓɏɅɌɅɒɓ ɒɅ ɕɍɖ. 2.  
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ȵɍɖɘɒɓɏ 2. ȳɆɒɓɇɐɊɒɍɊ ɢɐɊɑɊɒɗɓɇ ɏɅɐɊɒɉɅɕɤ ɍ ɌɅɉɅɜɍ ɆɊɌ ɇɠɚɓɉɅ ɍɌ ɔɅɔɏɍ èȧɚɓɉɤɞɍɊé. 

ȲɅɔɕɍɑɊɕ, ɞɊɐɏɒɍɗɊ ɢɐɊɑɊɒɗ ɏɅɐɊɒɉɅɕɤ ɍɐɍ ɌɅɉɅɜɍ ɇ ɖɔɍɖɏɊ ɉɊɐ, ɜɗɓɆɠ ɓɗɓɆɕɅɌɍɗɡ ɒɅ ɐɊɒɗɊ 

ɏɓɒɗɊɏɖɗɒɓɊ ɑɊɒɣ ɖ ɍɒɖɗɕɘɑɊɒɗɅɑɍ ɉɐɤ ɕɅɆɓɗɠ ɖ ɉɅɒɒɠɑ ɢɐɊɑɊɒɗɓɑ. 

ȶɓɇɊɗ. ȭɌɘɜɅɤ ɐɊɒɗɘ ɇ ɇɊɕɚɒɊɎ ɜɅɖɗɍ ɢɏɕɅɒɅ, ɒɊ ɌɅɆɠɇɅɎɗɊ ɖɑɓɗɕɊɗɡ ɇɒɍɌ. ȶɗɕɓɏɘ ɖɓɖɗɓɤɒɍɤ 

ɇ ɒɍɋɒɊɎ ɜɅɖɗɍ ɓɏɒɅ Outlook ɗɊɔɊɕɡ ɑɓɋɒɓ ɒɅɖɗɕɅɍɇɅɗɡ. ȴɕɓɖɗɓ ɞɊɐɏɒɍɗɊ ɊɊ ɔɕɅɇɓɎ ɏɒɓɔɏɓɎ 

ɑɠɝɍ ɍ ɇɠɆɊɕɍɗɊ ɢɐɊɑɊɒɗɠ, ɏɓɗɓɕɠɊ ɒɊɓɆɚɓɉɍɑɓ ɔɕɓɖɑɓɗɕɊɗɡ, ɒɅɔɕɍɑɊɕ, ɜɍɖɐɓ ɢɐɊɑɊɒɗɓɇ, 

ɒɊɔɕɓɜɗɊɒɒɠɊ ɢɐɊɑɊɒɗɠ, ɏɇɓɗɘ ɔɓɜɗɓɇɓɈɓ ɤɞɍɏɅ ɍ ɗ. ɔ. ȧ ɔɕɅɇɓɎ ɜɅɖɗɍ ɖɗɕɓɏɍ ɖɓɖɗɓɤɒɍɤ ɗɊɔɊɕɡ Ɋɖɗɡ 

ɔɓɐɌɘɒɓɏ ɑɅɖɝɗɅɆɍɕɓɇɅɒɍɤ, ɖ ɔɓɑɓɞɡɣ ɏɓɗɓɕɓɈɓ ɑɓɋɒɓ ɘɇɊɐɍɜɍɗɡ ɍɐɍ ɘɑɊɒɡɝɍɗɡ ɕɅɌɑɊɕ ɗɊɏɖɗɅ, 

ɓɗɓɆɕɅɋɅɊɑɓɈɓ ɇ ɓɆɐɅɖɗɍ ɜɗɊɒɍɤ. 

ȹɚɎɔəɖɌ! ȻɜɑɐɝɞɌɎɗɑəɔɑ Microsoft  Office  Backstage  

ȶɐɊɇɅ ɒɅ ɐɊɒɗɊ ɒɅɚɓɉɍɗɖɤ ɇɏɐɅɉɏɅ èȹɅɎɐé. ȲɅ ɢɗɓɎ ɇɏɐɅɉɏɊ ɒɅɚɓɉɤɗɖɤ ɇɖɊ ɒɊɓɆɚɓɉɍɑɠɊ 

ɍɒɖɗɕɘɑɊɒɗɠ ɉɐɤ ɘɔɕɅɇɐɊɒɍɤ ɘɜɊɗɒɠɑɍ ɌɅɔɍɖɤɑɍ ɍ ɒɅɖɗɕɓɎɏɍ ɍɒɗɊɕəɊɎɖɅ Outlook  2010. 

ȲɓɇɓɊ ɔɕɊɉɖɗɅɇɐɊɒɍɊ Backstage ɌɅɑɊɒɤɊɗ ɗɕɅɉɍɛɍɓɒɒɓɊ ɑɊɒɣ èȹɅɎɐé ɍ ɤɇɐɤɊɗɖɤ Ɋɉɍɒɠɑ 

ɕɅɖɔɓɐɓɋɊɒɍɊɑ ɇɖɊɚ ɌɅɉɅɜ ɘɔɕɅɇɐɊɒɍɤ ɘɜɊɗɒɓɎ ɌɅɔɍɖɡɣ. ȲɅɔɕɍɑɊɕ: 

¶ ȴɕɍ ɔɊɕɇɓɑ ɍɖɔɓɐɡɌɓɇɅɒɍɍ ɔɕɊɉɖɗɅɇɐɊɒɍɤ Backstage ɓɗɏɕɓɊɗɖɤ ɇɏɐɅɉɏɅ èȶɇɊɉɊɒɍɤé, 

ɏɅɏ ɔɓɏɅɌɅɒɓ ɒɅ ɕɍɖ. 3ȵɍɖɘɒɓɏ 3. ȻɊɒɗɕɅɐɍɌɓɇɅɒɒɓɊ ɘɔɕɅɇɐɊɒɍɊ ɘɜɊɗɒɓɎ ɌɅɔɍɖɡɣ 

Outlook  ɍɌ ɔɕɊɉɖɗɅɇɐɊɒɍɤ Backstage.. ȭɌ ɢɗɓɈɓ ɊɉɍɒɓɈɓ ɕɅɖɔɓɐɓɋɊɒɍɤ ɇɊɉɊɗɖɤ 

ɘɔɕɅɇɐɊɒɍɊ ɔɅɕɅɑɊɗɕɅɑɍ ɘɜɊɗɒɠɚ ɌɅɔɍɖɊɎ (ɒɅɔɕɍɑɊɕ, ɉɓɆɅɇɐɊɒɍɊ ɒɓɇɓɎ ɘɜɊɗɒɓɎ 

ɌɅɔɍɖɍ ɢɐɊɏɗɕɓɒɒɓɎ ɔɓɜɗɠ), ɒɅɖɗɕɓɎɏɅ ɅɇɗɓɓɗɇɊɗɓɇ ɔɕɍ ɓɗɖɘɗɖɗɇɍɍ ɇ ɓəɍɖɊ, ɍɌɑɊɒɊɒɍɊ 

ɔɅɕɅɑɊɗɕɓɇ ɅɕɚɍɇɅɛɍɍ ɍ ɘɔɓɕɤɉɓɜɊɒɍɊ ɔɕɅɇɍɐ ɍ ɓɔɓɇɊɞɊɒɍɎ. 
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ȵɍɖɘɒɓɏ 3. ȻɊɒɗɕɅɐɍɌɓɇɅɒɒɓɊ ɘɔɕɅɇɐɊɒɍɊ ɘɜɊɗɒɓɎ ɌɅɔɍɖɡɣ Outlook  ɍɌ ɔɕɊɉɖɗɅɇɐɊ-

ɒɍɤ Backstage. 

¶ ȶ ɔɓɑɓɞɡɣ ɇɏɐɅɉɏɍ èȳɗɏɕɠɗɡé ɇ ɔɕɊɉɖɗɅɇɐɊɒɍɍ Backstage ɑɓɋɒɓ ɓɖɘɞɊɖɗɇɐɤɗɡ 

ɍɑɔɓɕɗ ɍ ɢɏɖɔɓɕɗ əɅɎɐɓɇ, ɓɗɏɕɠɇɅɗɡ əɅɎɐɠ ɉɅɒɒɠɚ Outlook  ɍ ɖɓɚɕɅɒɤɗɡ ɢɐɊɑɊɒɗɠ 

Outlook  ɇ ɉɕɘɈɍɚ əɓɕɑɅɗɅɚ. 

¶ ȧɏɐɅɉɏɅ èȴɊɜɅɗɡé ɆɠɐɅ ɔɓɐɒɓɖɗɡɣ ɔɊɕɊɉɊɐɅɒɅ; ɔɓɐɒɓɖɗɕɅɒɍɜɒɠɎ ɔɕɊɉɇɅɕɍɗɊɐɡɒɠɎ 

ɔɕɓɖɑɓɗɕ ɗɊɔɊɕɡ ɕɅɖɔɓɐɅɈɅɊɗɖɤ Ɇɓɏ ɓ Ɇɓɏ ɖ ɉɕɘɈɍɑɍ ɒɊɓɆɚɓɉɍɑɠɑɍ ɔɅɕɅɑɊɗɕɅɑɍ 

ɔɊɜɅɗɍ. 

¶ ȴɓɐɘɜɅɎɗɊ ɖɔɕɅɇɓɜɒɠɊ ɖɇɊɉɊɒɍɤ ɓ ɔɕɍɐɓɋɊɒɍɍ ɍ ɖɖɠɐɏɍ ɒɅ ɉɕɘɈɍɊ ɍɒɗɊɕɅɏɗɍɇɒɠɊ 

ɕɊɖɘɕɖɠ, ɒɅɔɕɍɑɊɕ, ɓɆɘɜɅɣɞɍɊ ɕɘɏɓɇɓɉɖɗɇɅ. ȯɕɓɑɊ ɗɓɈɓ, ɇɏɐɅɉɏɅ èȶɔɕɅɇɏɅé ɖɓɉɊɕɋɍɗ 

ɖɇɊɉɊɒɍɤ ɓ ɌɅɔɘɞɊɒɒɓɎ ɇɊɕɖɍɍ ɔɕɍɐɓɋɊɒɍɤ, ɅɏɗɍɇɅɛɍɍ ɍ ɐɍɛɊɒɌɍɕɓɇɅɒɍɍ. 

¶ ȧɏɐɅɉɏɅ èȴɅɕɅɑɊɗɕɠé ɖɓɉɊɕɋɍɗ ɉɓɔɓɐɒɍɗɊɐɡɒɠɊ ɔɅɕɅɑɊɗɕɠ ɉɐɤ ɒɅɖɗɕɓɎɏɍ 

ɔɕɍɐɓɋɊɒɍɤ ɔɓɉ ɐɍɜɒɠɊ ɔɕɊɉɔɓɜɗɊɒɍɤ, ɇɏɐɣɜɅɤ ɇɓɌɑɓɋɒɓɖɗɡ ɒɅɖɗɕɓɎɏɍ ɐɊɒɗɠ ɍ 

ɔɅɒɊɐɍ ɆɠɖɗɕɓɈɓ ɉɓɖɗɘɔɅ. 
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ȰɊɒɗɅ ɔɓɑɓɈɅɊɗ ɇɅɑ ɗɇɓɕɍɗɡ. ȴɕɊɉɖɗɅɇɐɊɒɍɊ Backstage ɋɊ ɔɓɑɓɈɅɊɗ ɘɔɕɅɇɐɤɗɡ 

ɗɇɓɕɜɊɖɗɇɓɑ. 

ȶɓɇɊɗ. Ȫɖɐɍ ɕɅɌɑɊɕ ɔɓɜɗɓɇɓɈɓ ɤɞɍɏɅ ɓɈɕɅɒɍɜɊɒ, ɒɓɇɠɎ ɍɒɉɍɏɅɗɓɕ ɏɇɓɗ ɉɅɊɗ ɒɅɈɐɤɉɒɓɊ 

ɔɕɊɉɖɗɅɇɐɊɒɍɊ ɓɆ ɓɖɗɅɇɝɊɑɖɤ ɔɕɓɖɗɕɅɒɖɗɇɊ ɔɓɜɗɓɇɓɈɓ ɤɞɍɏɅ, ɏɅɏ ɔɓɏɅɌɅɒɓ ɒɅ ɕɍɖ. 3. 

Ȼɜɚɝɘɚɞɜ, ɝɚɓɐɌəɔɑ ɔ ɟɛɜɌɎɗɑəɔɑ ɩɗɑɖɞɜɚəəɚɕ ɛɚɣɞɚɕ 

ɓɌəɔɘɌɑɞ ɘɑəɨɤɑ Ɏɜɑɘɑəɔ. 

ȿɗɟɣɤɑəɚ! ȻɜɑɐɝɞɌɎɗɑəɔɑ çȭɑɝɑɐɌè 

ȸɐɘɜɝɊɒɒɓɊ ɔɕɊɉɖɗɅɇɐɊɒɍɊ èȦɊɖɊɉɅé ɇ Outlook 2010 ɔɓɌɇɓɐɤɊɗ ɖɕɅɌɘ ɔɊɕɊɚɓɉɍɗɡ ɏ ɇɅɋɒɠɑ 

əɅɏɗɅɑ. ȧ ɢɗɓɑ ɔɕɊɉɖɗɅɇɐɊɒɍɍ ɒɊɖɏɓɐɡɏɓ ɖɓɓɆɞɊɒɍɎ ɓɆɟɊɉɍɒɤɣɗɖɤ ɇ ɓɆɖɘɋɉɊɒɍɊ 

(ɛɊɔɓɜɏɘ ɆɊɖɊɉɠ) ɍ ɓɗɓɆɕɅɋɅɣɗɖɤ ɏɅɏ ɊɉɍɒɠɎ ɢɐɊɑɊɒɗ, ɉɅɋɊ Ɋɖɐɍ ɒɊɏɓɗɓɕɠɊ ɖɓɓɆɞɊɒɍɤ 

ɆɊɖɊɉɠ ɒɅɚɓɉɤɗɖɤ ɇ ɉɕɘɈɍɚ ɔɅɔɏɅɚ. ɂɗɍ əɘɒɏɛɍɍ ɔɓɌɇɓɐɤɣɗ ɒɊ ɗɓɐɡɏɓ ɖɓɏɕɅɗɍɗɡ 

ɍɒəɓɕɑɅɛɍɓɒɒɘɣ ɒɅɈɕɘɌɏɘ, ɒɓ ɍ ɘɐɘɜɝɍɗɡ ɓɗɖɐɊɋɍɇɅɒɍɊ ɒɘɋɒɠɚ ɖɓɓɆɞɊɒɍɎ ɢɐɊɏɗɕɓɒɒɓɎ 

ɔɓɜɗɠ ɍ ɘɔɕɅɇɐɊɒɍɊ ɍɑɍ. ȲɓɇɠɊ ɍɒɖɗɕɘɑɊɒɗɠ ɘɔɕɅɇɐɊɒɍɤ ɆɊɖɊɉɅɑɍ ɔɓɑɓɈɅɣɗ ɖɢɏɓɒɓɑɍɗɡ 

ɛɊɒɒɓɊ ɔɕɓɖɗɕɅɒɖɗɇɓ ɇ ɔɅɔɏɊ èȧɚɓɉɤɞɍɊé. 

 

ȵɍɖɘɒɓɏ 4. 

ȭɖɔɓɐɡɌɘɎɗɊ 

ɔɕɊɉɖɗɅɇɐɊɒɍɊ 

èȦɊɖɊɉɅé 

ɍ ɓɖɗɅɇɅɎɗɊɖɡ 

ɇ ɏɘɕɖɊ ɛɊɔɓɜɊɏ 

ɆɊɖɊɉ. 
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¶ ȴɕɓɖɑɅɗɕɍɇɅɎɗɊ ɗɓɐɡɏɓ ɇɅɋɒɠɊ ɖɇɊɉɊɒɍɤ. ȴɕɍ ɇɠɆɓɕɊ ɆɊɖɊɉɠ ɇ Outlook  ɆɘɉɊɗ 

ɓɗɓɆɕɅɋɊɒɓ ɔɓɖɐɊɉɒɊɊ ɖɓɓɆɞɊɒɍɊ ɆɊɖɊɉɠ. ȼɗɓɆɠ ɔɕɓɖɑɓɗɕɊɗɡ ɔɓɐɘɜɊɒɒɠɊ ɕɅɒɊɊ ɍɐɍ 

ɒɊɒɘɋɒɠɊ ɖɓɓɆɞɊɒɍɤ, Ʌ ɗɅɏɋɊ ɓɗɉɊɐɡɒɠɚ ɔɓɐɡɌɓɇɅɗɊɐɊɎ, ɆɊɖɊɉɘ ɑɓɋɒɓ ɕɅɌɇɊɕɒɘɗɡ. 

¶ ȳɔɕɊɉɊɐɤɎɗɊ ɖ ɔɊɕɇɓɈɓ ɇɌɈɐɤɉɅ, ɖɓɉɊɕɋɍɗ ɐɍ ɆɊɖɊɉɅ ɒɊɖɏɓɐɡɏɓ ɖɓɓɆɞɊɒɍɎ. ȬɒɅɜɓɏ 

ɖɓɓɆɞɊɒɍɤ ɆɊɖɊɉɠ ɖ ɒɊɖɏɓɐɡɏɍɑɍ ɖɓɓɆɞɊɒɍɤɑɍ ɔɓɏɅɌɠɇɅɊɗ ɒɊɖɏɓɐɡɏɓ ɏɓɒɇɊɕɗɓɇ. 

¶ ȶɓɚɕɅɒɤɎɗɊ ɗɓɐɡɏɓ ɒɊɓɆɚɓɉɍɑɠɊ ɖɓɓɆɞɊɒɍɤ. ȧɖɊ ɔɓɇɗɓɕɤɣɞɍɊɖɤ ɍ ɒɊɒɘɋɒɠɊ ɖɓɓɆɞɊ-

ɒɍɤ ɆɊɖɊɉɠ ɑɓɋɒɓ ɘɉɅɐɍɗɡ ɖ ɔɓɑɓɞɡɣ əɘɒɏɛɍɍ ɓɜɍɖɗɏɍ. 

¶ ȲɊ ɘɜɅɖɗɇɘɎɗɊ ɇ ɒɊ ɓɗɒɓɖɤɞɍɚɖɤ ɏ ɉɊɐɘ ɓɆɖɘɋɉɊɒɍɤɚ. ȧɓɖɔɓɐɡɌɘɎɗɊɖɡ əɘɒɏɛɍɊɎ 

èȴɕɓɔɘɖɗɍɗɡé ɍ ɓɗɔɕɅɇɡɗɊ ɇɖɣ ɛɊɔɓɜɏɘ ɆɊɖɊɉɠ ɍ ɆɘɉɘɞɍɊ ɖɓɓɆɞɊɒɍɤ ɇ ɔɅɔɏɘ 

èȸɉɅɐɊɒɒɠɊé. 

¶ ȸ ɔɓɐɡɌɓɇɅɗɊɐɊɎ Exchange ɔɕɍ ɍɖɔɓɐɡɌɓɇɅɒɍɍ əɘɒɏɛɍɍ èȴɕɓɔɘɖɗɍɗɡé ɉɐɤ ɆɊɖɊɉɠ, 

ɆɘɉɘɞɍɊ ɖɓɓɆɞɊɒɍɤ Ɇɘɉɘɗ ɓɗɔɕɅɇɐɤɗɡɖɤ ɇ ɔɅɔɏɘ èȸɉɅɐɊɒɒɠɊé ɉɅɋɊ ɔɕɍ ɉɓɖɗɘɔɊ ɏ ɢɐɊɏ-

ɗɕɓɒɒɓɎ ɔɓɜɗɊ ɜɊɕɊɌ ɔɕɍɐɓɋɊɒɍɊ Outlook  Web App ɍɐɍ ɖɓ ɖɑɅɕɗəɓɒɅ. 

¶ ȩɐɤ ɇɠɔɓɐɒɊɒɍɤ ɉɊɎɖɗɇɍɎ ɖɓ ɇɖɊɎ ɛɊɔɓɜɏɓɎ ɆɊɖɊɉɠ ɉɓɖɗɅɗɓɜɒɓ ɖɉɊɐɅɗɡ ɒɊɖɏɓɐɡɏɓ 

ɞɊɐɜɏɓɇ ɑɠɝɡɣ. ȧɠɆɍɕɅɎɗɊ ɗɊɑɘ ɆɊɖɊɉɠ, ɒɅɌɒɅɜɅɎɗɊ ɏɅɗɊɈɓɕɍɣ ɇɖɊɑ ɖɓɓɆɞɊɒɍɤɑ 

ɇ ɛɊɔɓɜɏɊ, ɔɓɑɊɜɅɎɗɊ ɍɚ ɏɅɏ ɔɕɓɜɍɗɅɒɒɠɊ, ɔɊɕɊɑɊɞɅɎɗɊ ɍɐɍ ɏɓɔɍɕɘɎɗɊ ɇ ɉɕɘɈɘɣ ɔɅɔɏɘ 

ɍ ɗ. ɉ. 

ȭɖɔɓɐɡɌɘɎɗɊ ɇɊɖɡ ɔɓɗɊɒɛɍɅɐ ɔɕɊɉɖɗɅɇɐɊɒɍɤ èȦɊɖɊɉɅé! ȲɅ ɇɏɐɅɉɏɊ ȧɍɉ ɇ ɈɕɘɔɔɊ 

ȦɊɖɊɉɠ ɇɠɆɊɕɍɗɊ ɔɘɒɏɗ ȴɓɏɅɌɠɇɅɗɡ ɏɅɏ ɆɊɖɊɉɠ, ɏɅɏ ɔɓɏɅɌɅɒɓ ɒɅ ɕɍɖ. 5. 

 

ȵɍɖɘɒɓɏ 5. 

ȧɏɐɣɜɍɐɍ 

ɔɕɊɉɖɗɅɇɐɊɒɍɊ 

èȦɊɖɊɉɅé? ȲɊ 

ɌɅɆɘɉɡɗɊ ɒɅɖɗɕɓɍɗɡ 

ɔɅɕɅɑɊɗɕɠ ɔɘɒɏɗɅ 

èȴɅɕɅɑɊɗɕɠ 

ɆɊɖɊɉɠé. 

 

ȶɓɇɊɗ. ȱɓɋɒɓ ɒɅɖɗɕɅɍɇɅɗɡ ɔɅɕɅɑɊɗɕɠ ɔɕɊɉɖɗɅɇɐɊɒɍɤ èȦɊɖɊɉɅé. ȲɅ ɇɏɐɅɉɏɊ ȧɍɉ ɇ ɈɕɘɔɔɊ ȦɊɖɊɉɠ ɇ 

ɔɘɒɏɗɊ ȴɅɕɅɑɊɗɕɠ ɆɊɖɊɉɠ ɒɅɚɓɉɤɗɖɤ ɔɘɒɏɗɠ ȴɓɏɅɌɠɇɅɗɡ ɖɓɓɆɞɊɒɍɤ ɍɌ ɉɕɘɈɍɚ ɔɅɔɓɏ, 

ȴɓɏɅɌɠɇɅɗɡ ɓɗɔɕɅɇɍɗɊɐɊɎ ɒɅɉ ɗɊɑɓɎ ɍ ɗ. ɉ. ȩɓɔɓɐɒɍɗɊɐɡɒɠɊ ɖɇɊɉɊɒɍɤ ɓɆ ɍɖɔɓɐɡɌɓɇɅɒɍɍ 

ɔɕɊɉɖɗɅɇɐɊɒɍɤ èȦɊɖɊɉɅé ɖɑ. ɇ ɕɅɌɉɊɐɊ èȳɆɌɓɕ ɔɕɊɉɖɗɅɇɐɊɒɍɤ "ȦɊɖɊɉɅ"é ɇ ɏɓɒɛɊ ɒɅɖɗɓɤɞɊɈɓ 

ɕɘɏɓɇɓɉɖɗɇɅ. 
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ȹɚɎɔəɖɌ! ȭɧɝɞɜɧɑ ɐɑɕɝɞɎɔɫ 

ȱɒɓɈɍɊ ɔɓɐɘɜɅɊɑɠɊ ɖɓɓɆɞɊɒɍɤ ɗɕɊɆɘɣɗ ɇɠɔɓɐɒɊɒɍɤ ɉɓɔɓɐɒɍɗɊɐɡɒɠɚ ɉɊɎɖɗɇɍɎ, Ʌ ɒɊ 

ɔɕɓɖɗɓɈɓ ɜɗɊɒɍɤ ɍ ɚɕɅɒɊɒɍɤ ɇ ɔɅɔɏɊ èȧɚɓɉɤɞɍɊé. ȭɒɓɈɉɅ ɖɓɓɆɞɊɒɍɤ ɒɘɋɒɓ ɔɊɕɊɑɊɖɗɍɗɡ ɇ 

ɉɕɘɈɘɣ ɔɅɔɏɘ ɍ ɖɓɌɉɅɗɡ ɖɓɆɕɅɒɍɊ ɍɐɍ ɇɖɗɕɊɜɘ, ɔɊɕɊɖɐɅɗɡ ɉɕɘɈɍɑ ɍɐɍ ɇɠɔɓɐɒɍɗɡ ɍɒɓɊ 

ɖɓɜɊɗɅɒɍɊ ɉɊɎɖɗɇɍɎ. Outlook 2010 ɖɓɉɊɕɋɍɗ ɒɓɇɘɣ əɘɒɏɛɍɣ èȦɠɖɗɕɠɊ ɉɊɎɖɗɇɍɤé, ɜɗɓɆɠ 

ɘɔɕɅɇɐɤɗɡ ɍ Ɇɠɖɗɕɓ ɕɊɅɈɍɕɓɇɅɗɡ ɒɅ ɖɇɊɉɊɒɍɤ, ɖɓɌɉɅɇɅɤ ɍ ɓɔɕɊɉɊɐɤɤ ɜɅɖɗɓ ɇɖɗɕɊɜɅɣɞɍɊɖɤ 

ɌɅɉɅɜɍ, ɏɓɗɓɕɠɊ ɑɓɋɒɓ ɇɠɔɓɐɒɍɗɡ ɓɉɒɍɑ ɔɕɓɖɗɠɑ ɉɊɎɖɗɇɍɊɑ.  

 

ȵɍɖɘɒɓɏ 6. ȶ ɔɓɑɓɞɡɣ 

əɘɒɏɛɍɍ èȦɠɖɗɕɠɊ ɉɊɎɖɗɇɍɤé 

ɑɓɋɒɓ ɇɠɔɓɐɒɍɗɡ ɒɊɖɏɓɐɡɏɓ 

ɌɅɉɅɜ ɓɉɒɍɑ ɞɊɐɜɏɓɑ ɑɠɝɍ. 

ȦɠɖɗɕɠɊ ɉɊɎɖɗɇɍɤ ɔɓɌɇɓɐɤɣɗ: 

¶ ɗɕɅɗɍɗɡ ɑɊɒɡɝɊ ɇɕɊɑɊɒɍ ɒɅ ɕɅɆɓɗɘ ɖ ɇɚɓɉɤɞɍɑɍ ɖɓɓɆɞɊɒɍɤɑɍ, ɖɓɏɕɅɞɅɤ ɏɓɐɍɜɊɖɗɇɓ 

ɞɊɐɜɏɓɇ ɑɠɝɡɣ, ɒɊɓɆɚɓɉɍɑɠɚ ɉɐɤ ɇɠɔɓɐɒɊɒɍɤ ɉɊɎɖɗɇɍɎ; 

¶ ɔɊɕɊɖɠɐɅɗɡ ɖɓɓɆɞɊɒɍɤ ɘɜɅɖɗɒɍɏɅɑ Ɉɕɘɔɔɠ ɍ ɘɉɅɐɤɗɡ ɍɖɚɓɉɒɠɊ ɖɓɓɆɞɊɒɍɤ, ɔɓɑɊɜɅɗɡ, 

ɘɔɓɕɤɉɓɜɍɇɅɗɡ, ɔɊɕɊɒɓɖɍɗɡ ɇ ɓɔɕɊɉɊɐɊɒɒɘɣ ɔɅɔɏɘ ɍ ɇɠɔɓɐɒɤɗɡ ɆɓɐɡɝɊ ɌɅɉɅɜ, 

ɌɅɗɕɅɜɍɇɅɤ ɑɊɒɡɝɊ ɘɖɍɐɍɎ; 

¶ ɘɔɓɕɤɉɓɜɍɗɡ ɆɠɖɗɕɠɊ ɉɊɎɖɗɇɍɤ ɍ ɒɊ ɗɕɅɗɍɗɡ ɇɕɊɑɤ ɒɅ ɔɓɍɖɏ ɜɅɖɗɓ ɍɖɔɓɐɡɌɘɊɑɠɚ 

ɏɓɑɅɒɉ, Ʌ ɖɈɕɘɔɔɍɕɓɇɅɗɡ ɍɚ ɇ ɓɉɒɓɑ ɛɊɒɗɕɅɐɍɌɓɇɅɒɒɓɑ ɕɅɖɔɓɐɓɋɊɒɍɍ. 

ȶɓɇɊɗɠ. 

¶ ȴɕɍ ɔɊɕɇɓɑ ɇɠɆɓɕɊ ɇɖɗɕɓɊɒɒɓɈɓ ɆɠɖɗɕɓɈɓ ɉɊɎɖɗɇɍɤ (ɓɗɐɍɜɒɓɈɓ ɓɗ èȳɗɇɊɗɍɗɡ ɍ ɘɉɅɐɍɗɡé) 

ɓɗɏɕɓɊɗɖɤ ɓɏɒɓ ɉɐɤ ɊɈɓ ɒɅɖɗɕɓɎɏɍ ɇ ɖɓɓɗɇɊɗɖɗɇɍɍ ɖɓ ɖɗɍɐɊɑ ɕɅɆɓɗɠ. 

¶ ȸ ɔɓɐɡɌɓɇɅɗɊɐɊɎ Exchange ɔɕɍ ɔɊɕɇɓɑ ɇɠɆɓɕɊ ɆɠɖɗɕɓɈɓ ɉɊɎɖɗɇɍɤ ȵɘɏɓɇɓɉɍɗɊɐɣ ɍɐɍ 

ȶɓɓɆɞɊɒɍɊ ɢɐɊɏɗɕɓɒɒɓɎ ɔɓɜɗɠ ɈɕɘɔɔɊ ɅɉɕɊɖɅ ɢɐɊɏɗɕɓɒɒɓɎ ɔɓɜɗɠ ɢɗɓɎ Ɉɕɘɔɔɠ ɌɅɔɓɐɒɤɣɗɖɤ 

ɅɇɗɓɑɅɗɍɜɊɖɏɍ.
6
 

                                                 
6
 ȩɐɤ ɅɇɗɓɑɅɗɍɜɊɖɏɓɈɓ ɌɅɔɓɐɒɊɒɍɤ ɅɉɕɊɖɓɇ ɢɐɊɏɗɕɓɒɒɓɎ ɔɓɜɗɠ Ɉɕɘɔɔɠ ɒɊɓɆɚɓɉɍɑɓ ɒɅɖɗɕɓɍɗɡ ɉɅɒɒɠɊ ɐɍɒɍɍ ɓɗɜɊɗɒɓɖɗɍ. 
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ȹɚɎɔəɖɌ! ȻɚɣɞɚɎɧɑ ɛɚɐɝɖɌɓɖɔ 

ȳɜɊɒɡ ɜɅɖɗɓ ɆɍɌɒɊɖ-ɔɓɐɡɌɓɇɅɗɊɐɍ ɓɗɔɕɅɇɐɤɣɗ ɒɊɒɘɋɒɠɊ ɖɓɓɆɞɊɒɍɤ ɍɐɍ ɓɗɔɕɅɇɐɤɣɗ 

ɏɓɒəɍɉɊɒɛɍɅɐɡɒɠɊ ɖɇɊɉɊɒɍɤ ɔɓɐɡɌɓɇɅɗɊɐɤɑ, ɏɓɗɓɕɠɊ ɒɊ ɤɇɐɤɣɗɖɤ ɖɓɗɕɘɉɒɍɏɅɑɍ 

ɓɕɈɅɒɍɌɅɛɍɍ. ȲɓɇɅɤ əɘɒɏɛɍɤ èȴɓɜɗɓɇɠɊ ɔɓɉɖɏɅɌɏɍé ɇɑɊɝɍɇɅɊɗɖɤ ɇ ɔɕɓɛɊɖɖ ɓɗɔɕɅɇɏɍ 

ɖɓɓɆɞɊɒɍɤ ɇ ɖɐɊɉɘɣɞɍɚ ɖɐɘɜɅɤɚ:7 

¶ ɆɓɐɡɝɓɎ ɖɔɍɖɓɏ ɕɅɖɖɠɐɏɍ ñ ɒɊ ɒɅɉɓ ɓɗɔɕɅɇɐɤɗɡ ɒɊɒɘɋɒɠɊ ɖɓɓɆɞɊɒɍɤ Ɇɓɐɡɝɓɑɘ 

ɏɓɐɍɜɊɖɗɇɘ ɔɓɐɘɜɅɗɊɐɊɎ; 

¶ ɔɓɐɡɌɓɇɅɗɊɐɡ ɓɗɖɘɗɖɗɇɘɊɗ ɒɅ ɕɅɆɓɗɊ ñ ɒɊ ɒɘɋɒɓ ɓɗɔɕɅɇɐɤɗɡ ɖɓɓɆɞɊɒɍɤ, ɒɅ ɏɓɗɓɕɠɊ ɒɊ 

ɆɘɉɊɗ ɉɅɒ ɖɇɓɊɇɕɊɑɊɒɒɠɎ ɓɗɇɊɗ; 

¶ ɒɊɔɕɅɇɍɐɡɒɠɎ ɅɉɕɊɖ ɔɓɐɘɜɅɗɊɐɤ ñ ɓɔɕɊɉɊɐɊɒɍɊ ɇɓɌɑɓɋɒɓɖɗɍ ɔɓɐɘɜɊɒɍɤ ɖɓɓɆɞɊɒɍɤ 

ɅɉɕɊɖɅɗɓɑ ɍ ɍɖɏɐɣɜɊɒɍɊ ɘɇɊɉɓɑɐɊɒɍɎ ɓ ɒɊɉɓɖɗɅɇɏɊ;  

¶ ɇɒɊɝɒɍɊ ɅɉɕɊɖɅ ñ ɔɕɊɉɓɗɇɕɅɞɊɒɍɊ ɓɗɔɕɅɇɏɍ ɏɓɒəɍɉɊɒɛɍɅɐɡɒɠɚ ɖɇɊɉɊɒɍɎ ɌɅ ɔɕɊɉɊɐɠ 

ɏɓɑɔɅɒɍɍ. 

 

ȵɍɖɘɒɓɏ 7. ȴɓɜɗɓɇɠɊ ɔɓɉɖɏɅɌɏɍ ɘɇɊɉɓɑɐɤɣɗ ɔɊɕɊɉ ɓɗɔɕɅɇɏɓɎ ɔɍɖɡɑɅ ɓ ɗɓɑ, ɜɗɓ 

ɔɓɐɡɌɓɇɅɗɊɐɡ ɒɅɖɗɕɓɍɐ ɅɇɗɓɓɗɇɊɗ, ɍ ɔɓɌɇɓɐɤɣɗ ɖɢɏɓɒɓɑɍɗɡ ɇɕɊɑɤ. 

ȿɗɟɣɤɑəɚ! ȽɜɑɐɝɞɎɌ ɛɚɔɝɖɌ 

ȴɓɍɖɏ ɏɓɒɏɕɊɗɒɓɈɓ ɢɐɊɑɊɒɗɅ ɑɓɋɊɗ Ɇɠɗɡ ɌɅɗɕɘɉɒɍɗɊɐɡɒɠɑ, ɓɖɓɆɊɒɒɓ Ɋɖɐɍ ɒɊɗ ɇɕɊɑɊɒɍ ɒɅ 

ɔɕɓɖɑɓɗɕ ɏɅɋɉɓɎ ɔɅɔɏɍ ɍ ɜɗɊɒɍɊ ɇɖɊɈɓ ɖɓɉɊɕɋɍɑɓɈɓ. ȦɐɅɈɓɉɅɕɤ Outlook 2010 ɑɓɋɒɓ 

ɐɊɈɏɓ ɖɓɕɗɍɕɓɇɅɗɡ ɉɅɒɒɠɊ ɍ ɒɅɚɓɉɍɗɡ ɒɘɋɒɠɊ ɖɇɊɉɊɒɍɤ. ȯɓɒɗɊɏɖɗɒɠɊ èȶɕɊɉɖɗɇɅ ɔɓɍɖɏɅé, 

ɏɅɏ ɔɓɏɅɌɅɒɓ ɒɅ ɕɍɖ. 8, ɔɓɌɇɓɐɤɣɗ Ɇɠɖɗɕɓ ɖɘɌɍɗɡ ɓɆɐɅɖɗɡ ɔɓɍɖɏɅ ɍ ɒɅɎɗɍ ɇɅɋɒɘɣ 

ɍɒəɓɕɑɅɛɍɣ.  

                                                 
7
 ȩɐɤ ɓɗɓɆɕɅɋɊɒɍɊ ɔɓɜɗɓɇɠɚ ɔɓɉɖɏɅɌɓɏ ɗɕɊɆɘɊɗɖɤ Microsoft Exchange Server 2010; ɔɓɉɖɏɅɌɏɍ ɉɓɐɋɒɠ ɇɏɐɣɜɊɒɠ 

ɅɉɑɍɒɍɖɗɕɅɗɓɕɓɑ Exchange. 
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ȵɍɖɘɒɓɏ 8. ȴɕɍɐɓɋɊɒɍɊ Outlook  ɖɅɑɓɖɗɓɤɗɊɐɡɒɓ ɇɠɔɓɐɒɍɗ ɔɓɍɖɏ. ȭɖɔɓɐɡɌɘɎɗɊ 

èȶɕɊɉɖɗɇɅ ɔɓɍɖɏɅé, ɜɗɓɆɠ ɌɅɉɅɗɡ ɘɖɐɓɇɍɤ ɔɓɍɖɏɅ ɒɘɋɒɠɚ ɖɇɊɉɊɒɍɎ. 

¶ ȱɓɋɒɓ ɖɘɌɍɗɡ ɓɆɐɅɖɗɡ ɔɓɍɖɏɅ ɖ ɔɓɑɓɞɡɣ ɇɖɊɈɓ ɒɊɖɏɓɐɡɏɍɚ ɞɊɐɜɏɓɇ ɑɠɝɍ. ȴɕɓɖɗɓ 

ɘɏɅɋɍɗɊ ɉɓɔɓɐɒɍɗɊɐɡɒɠɊ ɘɖɐɓɇɍɤ ɔɓɍɖɏɅ, ɜɗɓɆɠ ɖɘɌɍɗɡ ɓɆɐɅɖɗɡ ɔɓɍɖɏɅ ɍ ɇɏɐɣɜɍɗɡ ɇ 

ɕɊɌɘɐɡɗɅɗɠ ɗɓɐɡɏɓ ɢɐɊɑɊɒɗɠ ɖ ɇɐɓɋɊɒɍɤɑɍ, ɖɓɓɆɞɊɒɍɤ, ɓɗɒɓɖɤɞɍɊɖɤ ɏ ɓɔɕɊɉɊɐɊɒɒɓɑɘ 

ɔɕɓɑɊɋɘɗɏɘ ɇɕɊɑɊɒɍ ɍɐɍ ɓɗɔɕɅɇɐɊɒɒɠɊ ɏɓɒɏɕɊɗɒɓɑɘ ɐɍɛɘ, ɍ ɗ. ɉ. 

¶ ȱɓɋɒɓ ɘɗɓɜɒɍɗɡ ɓɆɐɅɖɗɡ ɔɓɍɖɏɅ. ȭɌɑɊɒɍɗɊ ɑɅɖɝɗɅɆ, ɜɗɓɆɠ ɕɅɖɝɍɕɍɗɡ ɔɓɍɖɏ ɍ ɇɏɐɣ-

ɜɍɗɡ ɇɐɓɋɊɒɒɠɊ ɔɅɔɏɍ, ɇɖɊ ɢɐɊɑɊɒɗɠ ɔɓɜɗɠ ɍɐɍ ɇɖɊ ɢɐɊɑɊɒɗɠ Outlook . 

¶ ȸɔɕɅɇɐɤɎɗɊ ɘɖɐɓɇɍɤɑɍ ɔɓɍɖɏɅ, ɒɊ ɌɅɏɕɠɇɅɤ ɓɏɒɓ ɖ ɊɈɓ ɕɊɌɘɐɡɗɅɗɅɑɍ. ȭɌɑɊɒɤɎɗɊ 

ɓɆɐɅɖɗɍ ɍ ɘɖɐɓɇɍɤ ɔɓɍɖɏɅ ɍɐɍ ɇɓɌɇɕɅɞɅɎɗɊɖɡ ɏ ɔɕɊɉɠɉɘɞɊɑɘ ɔɓɍɖɏɘ. 

ȶɓɇɊɗ. ȴɕɍ ɇɇɓɉɊ ɍɒəɓɕɑɅɛɍɍ ɇ ɔɓɐɊ èȲɅɎɗɍ ɖɊɎɜɅɖé Ɇɘɉɘɗ ɓɗɓɆɕɅɋɅɗɡɖɤ ɉɍɒɅɑɍɜɊɖɏɍɊ ɇɅɕɍɅɒɗɠ 

ɅɇɗɓɌɅɔɓɐɒɊɒɍɤ, ɏɓɗɓɕɠɊ ɔɓɑɓɈɅɣɗ ɘɗɓɜɒɍɗɡ ɔɓɍɖɏ. ȩɐɤ ɍɖɔɓɐɡɌɓɇɅɒɍɤ ɇɅɕɍɅɒɗɅ ɅɇɗɓɌɅɔɓɐɒɊɒɍɤ 

ɞɊɐɏɒɍɗɊ ɢɐɊɑɊɒɗ ɇ ɖɔɍɖɏɊ ɍɐɍ ɇɠɆɊɕɍɗɊ ɒɘɋɒɠɎ ɇɅɕɍɅɒɗ, ɍɖɔɓɐɡɌɘɤ ɏɐɅɇɍɝɘ ȶȷȵȪȰȯȥ ȧȲȭȬ, 

ɍ ɒɅɋɑɍɗɊ ɏɐɅɇɍɝɘ ȧȧȳȩ. 

ȽɚɓɐɌɎɌɕɞɑ ɛɜɚɠɑɝɝɔɚəɌɗɨəɚ ɚɠɚɜɘɗɑəəɧɑ ɝɚɚɍɥɑəɔɫ. 

ȿɗɟɣɤɑəɚ! Ⱦɑɘɧ Office  

ȷɊɑɠ ɍ ɖɗɍɐɍ Office ɇ Outlook  2010 ɔɕɊɉɐɅɈɅɣɗ ɇɅɕɍɅɒɗɠ əɓɕɑɅɗɍɕɓɇɅɒɍɤ ɉɐɤ ɖɓɌɉɅɒɍɤ 

ɔɕɓəɊɖɖɍɓɒɅɐɡɒɓ ɓəɓɕɑɐɊɒɒɠɚ ɍɐɍ ɔɊɕɖɓɒɅɐɡɒɠɚ ɖɓɓɆɞɊɒɍɎ ɢɐɊɏɗɕɓɒɒɓɎ ɔɓɜɗɠ. 

ȭɖɔɓɐɡɌɘɎɗɊ ɝɍɕɓɏɍɎ ɉɍɅɔɅɌɓɒ ɉɓɔɓɐɒɍɗɊɐɡɒɠɚ Ɉɓɗɓɇɠɚ ɗɊɑ Office. ȭɖɔɓɐɡɌɘɎɗɊ 
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ɕɅɌɐɍɜɒɠɊ ɛɇɊɗɅ, ɝɕɍəɗɠ ɍ ɢəəɊɏɗɠ ɈɕɅəɍɜɊɖɏɓɈɓ əɓɕɑɅɗɍɕɓɇɅɒɍɤ. ȴɕɓɖɗɓ ɇɠɆɊɕɍɗɊ 

ɒɘɋɒɘɣ ɗɊɑɘ Office, Ʌ Outlook 2010 ɖɉɊɐɅɊɗ ɓɖɗɅɐɡɒɓɊ.  

 

ȵɍɖɘɒɓɏ 9. ȧɠɆɍɕɅɎɗɊ ɕɅɌɐɍɜɒɠɊ ɗɊɑɠ 

Office ɍ ɖɓɌɉɅɇɅɎɗɊ ɔɕɍɇɐɊɏɅɗɊɐɡɒɓ 

ɓəɓɕɑɐɊɒɒɠɊ ɖɓɓɆɞɊɒɍɤ. 

¶ ȭɖɔɓɐɡɌɘɎɗɊ ɊɉɍɒɠɎ ɖɗɍɐɡ əɓɕɑɅɗɍɕɓɇɅɒɍɤ. ȶ ɔɓɑɓɞɡɣ ɒɊɖɏɓɐɡɏɍɚ ɞɊɐɜɏɓɇ ɑɠɝɍ 

ɖɓɌɉɅɇɅɎɗɊ ɖɓɓɆɞɊɒɍɤ, ɇ ɏɓɗɓɕɠɚ ɗɊɏɖɗ, ɉɍɅɈɕɅɑɑɠ, ɈɕɅəɍɏɍ, ɗɅɆɐɍɛɠ ɍ ɕɍɖɘɒɏɍ 

ɉɓɔɓɐɒɤɣɗ ɉɕɘɈ ɉɕɘɈɅ ɍ ɇɠɆɕɅɒɒɘɣ ɗɊɑɘ.  

¶ ȬɅɉɅɎɗɊ ɔɕɊɉɇɅɕɍɗɊɐɡɒɓ ɓɔɕɊɉɊɐɊɒɒɠɊ ɔɅɕɅɑɊɗɕɠ əɓɕɑɅɗɍɕɓɇɅɒɍɤ. ȴɕɍ ɉɓɆɅɇɐɊɒɍɍ 

ɒɓɇɓɈɓ ɖɓɉɊɕɋɍɑɓɈɓ, ɒɅɔɕɍɑɊɕ ɈɕɅəɍɏɅ ɍɐɍ ɉɍɅɈɕɅɑɑɠ, ɔɕɍɐɓɋɊɒɍɊ Outlook  2010 

ɅɇɗɓɑɅɗɍɜɊɖɏɍ ɖɓɓɗɒɊɖɊɗ ɊɈɓ ɖ ɇɠɆɕɅɒɒɓɎ ɗɊɑɓɎ Office. 

ȶɓɇɊɗ. ȴɕɍ ɖɓɌɉɅɒɍɍ ɒɓɇɓɈɓ ɔɍɖɡɑɅ ɍɖɔɓɐɡɌɘɎɗɊ Ɉɕɘɔɔɘ ȷɊɑɠ ɒɅ ɇɏɐɅɉɏɊ ȴɅɕɅɑɊɗɕɠ, ɜɗɓɆɠ 

ɏɓɑɆɍɒɍɕɓɇɅɗɡ ɍ ɓɆɟɊɉɍɒɤɗɡ ɛɇɊɗɅ, ɝɕɍəɗɠ ɍ ɢəəɊɏɗɠ. ȶɓɚɕɅɒɍɗɊ ɔɓɐɡɌɓɇɅɗɊɐɡɖɏɍɊ ɒɅɖɗɕɓɎɏɍ ɉɐɤ 

ɉɅɐɡɒɊɎɝɊɈɓ ɍɖɔɓɐɡɌɓɇɅɒɍɤ ɖ ɔɓɑɓɞɡɣ ɖɓɌɉɅɒɍɤ ɖɓɆɖɗɇɊɒɒɓɎ ɗɊɑɠ, ɍɖɔɓɐɡɌɘɤ ɏɒɓɔɏɘ ȶɓɚɕɅɒɍɗɡ 

ɗɊɏɘɞɘɣ ɗɊɑɘ ɇ ɒɍɋɒɊɎ ɜɅɖɗɍ ɏɓɐɐɊɏɛɍɍ ȷɊɑɠ. 

ȴɕɍɑɊɜɅɒɍɊ. ȷɊɑɠ Office ɇ Outlook  2010 ɗɓɜɒɓ ɖɓɇɔɅɉɅɣɗ ɖ ɗɊɑɅɑɍ Microsoft  Word 2010, 

Microsoft  PowerPointÉ 2010, Microsoft  ExcelÉ 2010 ɍ Microsoft  AccessÉ 2010. 

ȹɚɎɔəɖɌ! ȮɝɞɌɎɖɌ ɝ ɐɔəɌɘɔɣɑɝɖɔɘ ɛɜɚɝɘɚɞɜɚɘ 

ȧ ɖɓɓɆɞɊɒɍɤɚ ɢɐɊɏɗɕɓɒɒɓɎ ɔɓɜɗɠ ɌɅɜɅɖɗɘɣ ɍɖɔɓɐɡɌɘɣɗɖɤ ɕɅɌɐɍɜɒɠɊ ɍ ɕɅɌɒɓɓɆɕɅɌɒɠɊ 

ɉɅɒɒɠɊ ñ ɗɅɆɐɍɛɠ ɖ ɇɊɆ-ɖɗɕɅɒɍɛ, ɉɍɅɈɕɅɑɑɠ ɍ ɈɕɅəɍɏɍ ɍɌ ɉɓɏɘɑɊɒɗɓɇ, ɔɕɊɌɊɒɗɅɛɍɎ, ɏɒɍɈ, 

ɖɓɉɊɕɋɍɑɓɊ ɍɌ ɌɅɔɍɖɓɏ ɍɐɍ ɉɕɘɈɍɚ ɖɓɓɆɞɊɒɍɎ ɢɐɊɏɗɕɓɒɒɓɎ ɔɓɜɗɠ. ɂɏɓɒɓɑɡɗɊ ɇɕɊɑɤ ɔɕɍ 
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ɑɒɓɈɓɏɕɅɗɒɓɑ ɍɖɔɓɐɡɌɓɇɅɒɍɍ ɖɓɉɊɕɋɍɑɓɈɓ ɇ Outlook  ɍɐɍ ɇ ɔɕɍɐɓɋɊɒɍɤɚ. Outlook  2010 

ɕɅɉɍɏɅɐɡɒɓ ɘɔɕɓɞɅɊɗ ɇɖɗɅɇɏɘ ɖɓɉɊɕɋɍɑɓɈɓ. ȶ ɔɓɑɓɞɡɣ əɘɒɏɛɍɍ èȧɖɗɅɇɏɅ ɖ ɉɍɒɅɑɍɜɊɖ-

ɏɍɑ ɔɕɓɖɑɓɗɕɓɑé ɑɓɋɒɓ ɔɕɓɖɑɓɗɕɊɗɡ ɕɊɌɘɐɡɗɅɗɠ ɕɅɌɒɠɚ ɇɅɕɍɅɒɗɓɇ ɇɖɗɅɇɏɍ ɍ ɇɠɆɕɅɗɡ 

ɔɓɉɚɓɉɤɞɍɎ ɇɅɕɍɅɒɗ. ȭɖɔɓɐɡɌɓɇɅɗɡ ɏɓɑɅɒɉɘ èȳɗɑɊɒɍɗɡé ɍ ɔɕɊɉɔɕɍɒɍɑɅɗɡ ɑɒɓɈɓɜɍɖ-

ɐɊɒɒɠɊ ɔɓɇɗɓɕɒɠɊ ɔɓɔɠɗɏɍ ɆɓɐɡɝɊ ɒɊ ɒɘɋɒɓ. ȲɓɇɅɤ əɘɒɏɛɍɤ ɔɓɌɇɓɐɤɊɗ ɇɠɆɕɅɗɡ ɒɘɋɒɠɎ 

ɇɅɕɍɅɒɗ ɖ ɔɊɕɇɓɈɓ ɕɅɌɅ. 

 

ȵɍɖɘɒɓɏ 10. 

ȴɕɊɉɇɅɕɍɗɊɐɡɒɠɎ 

ɔɕɓɖɑɓɗɕ 

əɓɕɑɅɗɍɕɓɇɅɒɍɤ ɔɊɕɊɉ 

ɖɓɚɕɅɒɊɒɍɊɑ. 

ȲɅɔɕɍɑɊɕ, ɖ ɔɓɑɓɞɡɣ 

ɘɏɅɌɅɒɒɠɚ ɔɅɕɅɑɊɗɕɓɇ 

ɑɓɋɒɓ ɘɇɍɉɊɗɡ, ɏɅɏ 

ɆɘɉɊɗ ɇɠɈɐɤɉɊɗɡ ɗɊɏɖɗ ɍ 

ɗɅɆɐɍɛɅ ɇ ɔɍɖɡɑɊ ɉɓ 

ɇɖɗɅɇɏɍ. 

¶ ȭɖɔɓɐɡɌɘɎɗɊ ɇɖɗɅɇɏɘ ɖ ɉɍɒɅɑɍɜɊɖɏɍɑ ɔɕɓɖɑɓɗɕɓɑ ɉɐɤ ɔɕɊɉɇɅɕɍɗɊɐɡɒɓɈɓ ɔɕɓɖɑɓɗɕɅ 

ɖɓɉɊɕɋɍɑɓɈɓ ɔɊɕɊɉ ɇɖɗɅɇɏɓɎ. ȲɅɇɊɉɍɗɊ ɘɏɅɌɅɗɊɐɡ ɑɠɝɍ ɒɅ ɔɅɕɅɑɊɗɕɠ ɇɖɗɅɇɏɍ, ɜɗɓɆɠ 

ɔɓɖɑɓɗɕɊɗɡ ɕɊɌɘɐɡɗɅɗɠ. ȧɅɕɍɅɒɗɠ ɇɖɗɅɇɏɍ ɍɌɑɊɒɤɣɗɖɤ ɇ ɖɓɓɗɇɊɗɖɗɇɍɍ ɖ ɏɓɒɗɊɏɖɗɓɑ 

ɑɒɓɈɓɏɕɅɗɒɓ ɍɖɔɓɐɡɌɘɊɑɓɈɓ ɖɓɉɊɕɋɍɑɓɈɓ, Ʌ ɇɖɔɐɠɇɅɣɞɍɊ ɔɓɉɖɏɅɌɏɍ ɔɓɏɅɋɘɗ ɉɓɔɓɐ-

ɒɍɗɊɐɡɒɠɊ ɖɇɊɉɊɒɍɤ, ɏɓɗɓɕɠɊ ɔɓɑɓɈɘɗ ɔɕɍɒɤɗɡ ɕɊɝɊɒɍɊ. 

ȶɓɇɊɗ. ȯɓɐɐɊɏɛɍɤ èȴɅɕɅɑɊɗɕɠ ɇɖɗɅɇɏɍé ɆɘɉɊɗ ɉɓɖɗɘɔɒɅ ɔɓɖɐɊ ɇɖɗɅɇɏɍ. ȼɗɓɆɠ ɕɅɌɇɊɕɒɘɗɡ 

èȴɅɕɅɑɊɗɕɠ ɇɖɗɅɇɏɍé, ɖɐɊɉɘɊɗ ɞɊɐɏɒɘɗɡ ɌɒɅɜɓɏ, ɔɓɤɇɐɤɣɞɍɎɖɤ ɇɓ ɇɕɊɑɤ ɇɖɗɅɇɏɍ. ȭɐɍ ɋɊ ɑɓɋɒɓ 

ɇɓɖɔɓɐɡɌɓɇɅɗɡɖɤ ɏɐɅɇɍɅɗɘɕɓɎ ɍ ɒɅɋɅɗɡ ɏɐɅɇɍɝɘ CTRL, ɜɗɓɆɠ ɕɅɌɇɊɕɒɘɗɡ èȴɅɕɅɑɊɗɕɠ ɇɖɗɅɇɏɍé, 

Ʌ ɌɅɗɊɑ ɖ ɔɓɑɓɞɡɣ ɏɐɅɇɍɝ ɖɓ ɖɗɕɊɐɏɅɑɍ (ɇɐɊɇɓ ɍ ɇɔɕɅɇɓ) ɇɠɆɕɅɗɡ ɒɘɋɒɠɊ ɔɅɕɅɑɊɗɕɠ. 

ȴɕɍɑɊɜɅɒɍɊ. ȧɖɗɅɇɏɅ ɖ ɉɍɒɅɑɍɜɊɖɏɍɑ ɔɕɓɖɑɓɗɕɓɑ ɗɅɏɋɊ ɉɓɖɗɘɔɒɅ ɇ PowerPoint 2010, 

Excel 2010, Outlook  2010, Ʌ ɉɐɤ ɗɊɏɖɗɅ ñ ɍ ɇ Microsoft  Publisher 2010. 

ȹɚɎɧɑ ɔ ɟɗɟɣɤɑəəɧɑ ɔəɝɞɜɟɘɑəɞɧ ɜɑɐɌɖɞɔɜɚɎɌəɔɫ ɔɓɚɍɜɌɒɑəɔɕ! 

ȴɍɖɡɑɓ ñ ɢɗɓ ɒɊ ɗɓɐɡɏɓ ɗɊɏɖɗ. ȩɍɒɅɑɍɜɊɖɏɍɊ ɈɕɅəɍɜɊɖɏɍɊ ɢɐɊɑɊɒɗɠ ɑɓɈɘɗ ɔɕɍɇɐɊɜɡ 

ɇɒɍɑɅɒɍɊ ɜɍɗɅɗɊɐɊɎ, Ʌ ɤɕɏɍɊ ɇɍɌɘɅɐɡɒɠɊ ɢɐɊɑɊɒɗɠ ɔɓɑɓɈɘɗ ɐɊɈɜɊ ɉɓɒɊɖɗɍ ɖɑɠɖɐ 



 

 

 

 15 
 

 

ɖɓɓɆɞɊɒɍɤ. Outlook  2010 ɖɓɉɊɕɋɍɗ ɒɓɇɠɊ ɍ ɘɐɘɜɝɊɒɒɠɊ ɍɒɖɗɕɘɑɊɒɗɠ ɕɊɉɅɏɗɍɕɓɇɅɒɍɤ 

ɍɌɓɆɕɅɋɊɒɍɎ ɉɐɤ ɍɌɑɊɒɊɒɍɤ ɕɍɖɘɒɏɓɇ ɇ ɖɓɓɆɞɊɒɍɤɚ ɍ ɉɅɣɗ ɇɓɌɑɓɋɒɓɖɗɡ ɔɓɜɘɇɖɗɇɓɇɅɗɡ 

ɖɊɆɤ ɚɘɉɓɋɒɍɏɓɑ ɍ ɉɍɌɅɎɒɊɕɓɑ. ȭɖɔɓɐɡɌɘɎɗɊ ɕɅɖɝɍɕɊɒɒɠɊ ɍɒɖɗɕɘɑɊɒɗɠ ɓɆɕɊɌɏɍ ɍɐɍ 

ɇɠɆɊɕɍɗɊ ɍɒɖɗɕɘɑɊɒɗɠ ɍɌ ɏɓɐɐɊɏɛɍɍ ɒɅɖɗɕɓɎɏɍ ɕɍɖɘɒɏɓɇ. ȸɇɊɐɍɜɍɇɅɎɗɊ ɕɊɌɏɓɖɗɡ ɍ 

ɖɈɐɅɋɍɇɅɎɗɊ əɓɗɓɈɕɅəɍɍ ɍɐɍ ɇɓɖɔɓɐɡɌɘɎɗɊɖɡ ɕɅɌɑɠɗɠɑɍ ɛɇɊɗɅɑɍ. ȱɓɋɒɓ ɉɓɆɅɇɍɗɡ ɗɅɏɍɊ 

ɚɘɉɓɋɊɖɗɇɊɒɒɠɊ ɢəəɊɏɗɠ, ɏɅɏ əɓɗɓɏɓɔɍɤ, ɑɅɕɏɊɕ, ɕɍɖɘɒɓɏ ɏɅɕɅɒɉɅɝɓɑ, ɢəəɊɏɗ ɖɗɊɏɐɅ, 

ɔɅɖɗɊɐɍ ɍ ɗ. ɉ.  

 

ȵɍɖɘɒɓɏ 11.  

ȴɕɍ ɇɠɆɓɕɊ 

ɍɒɖɗɕɘɑɊɒɗɅ 

ɓɆɕɊɌɏɍ ɇɖɊ 

ɍɌɓɆɕɅɋɊɒɍɊ 

ɇɒɊ ɕɅɑɏɍ 

ɓɆɕɊɌɏɍ 

ɓɗɓɆɕɅɋɅɊɗɖɤ 

ɌɅɗɊɒɊɒɒɠɑ. 

¶ ȴɓɐɘɜɅɎɗɊ ɏɅɜɊɖɗɇɊɒɒɠɊ ɍɌɓɆɕɅɋɊɒɍɤ. ȦɐɅɈɓɉɅɕɤ ɘɐɘɜɝɊɒɒɓɎ ɓɆɕɊɌɏɊ ɓɗɓɆɕɅɋɅɊɗɖɤ 

ɇɖɊ ɍɌɓɆɕɅɋɊɒɍɊ. ȱɓɋɒɓ ɗɅɏɋɊ ɔɊɕɊɑɊɞɅɗɡ ɕɍɖɘɒɓɏ ɇ ɔɓɐɊ ɓɆɕɊɌɏɍ ɉɐɤ ɆɓɐɊɊ ɗɓɜɒɓɎ 

ɒɅɖɗɕɓɎɏɍ ɍɌɓɆɕɅɋɊɒɍɎ. 

¶ ȧɖɗɅɇɐɤɎɗɊ ɖɒɍɑɏɍ ɢɏɕɅɒɅ èɒɅ ɐɊɗɘé. ȧɖɗɅɇɐɤɎɗɊ ɖɒɍɑɏɍ ɢɏɕɅɒɅ ɇ ɖɇɓɍ ɉɓɏɘɑɊɒɗɠ ɖ 

ɔɓɑɓɞɡɣ ɒɓɇɓɎ əɘɒɏɛɍɍ èȶɒɍɑɓɏ ɢɏɕɅɒɅé, ɒɊ ɌɅɏɕɠɇɅɤ Outlook . 

¶ ȶɓɖɕɊɉɓɗɓɜɡɗɊɖɡ ɒɅ ɇɠɉɊɐɊɒɒɓɎ ɓɆɐɅɖɗɍ, Ʌ ɒɊ ɒɅ əɓɒɊ. ȲɓɇɠɎ ɍɒɖɗɕɘɑɊɒɗ ɘɉɅɐɊɒɍɤ 

əɓɒɅ ɘɔɕɓɞɅɊɗ ɕɊɉɅɏɗɍɕɓɇɅɒɍɊ əɓɗɓɈɕɅəɍɎ ɇ Outlook  2010. 

ȶɓɇɊɗ. ȧɓɖɔɓɐɡɌɘɎɗɊɖɡ ɒɓɇɠɑ ɍɒɖɗɕɘɑɊɒɗɓɑ ȧɠɕɊɌɏɅ ɢɏɕɅɒɅ ɒɅ ɇɏɐɅɉɏɊ ȧɖɗɅɇɍɗɡ ɇ ɕɅɌɉɊɐɊ 

ȶɒɍɑɓɏ ɢɏɕɅɒɅ, ɜɗɓɆɠ ɇɠɉɊɐɍɗɡ ɗɓɐɡɏɓ ɜɅɖɗɡ ɅɏɗɍɇɒɓɈɓ ɢɏɕɅɒɅ ɍ ɓɗɓɆɕɅɌɍɗɡ ɗɓɐɡɏɓ ɗɊ ɢɐɊɑɊɒɗɠ, 

ɏɓɗɓɕɠɊ ɒɊɓɆɚɓɉɍɑɓ ɔɊɕɊɉɅɗɡ. 

ȴɕɍɑɊɜɅɒɍɊ. ȥɒɅɐɓɈɍɜɒɠɊ ɍɒɖɗɕɘɑɊɒɗɠ ɕɊɉɅɏɗɍɕɓɇɅɒɍɤ ɍɌɓɆɕɅɋɊɒɍɎ ɉɓɖɗɘɔɒɠ ɗɅɏɋɊ ɇ 

PowerPoint 2010, Word 2010 ɍ Excel 2010. 



 

 

 

 16 
 

 

ȿɗɟɣɤɑəɚ! ȯɜɌɠɔɣɑɝɖɔɑ ɩɗɑɘɑəɞɧ SmartArt  

ȶɓɌɉɅɇɅɗɡ ɖɚɊɑɠ ɒɅ ɇɠɖɓɏɓɑ ɔɕɓəɊɖɖɍɓɒɅɐɡɒɓɑ ɘɕɓɇɒɊ ɇ ɖɇɓɍɚ ɖɓɓɆɞɊɒɍɤɚ ɗɅɏ ɋɊ 

ɔɕɓɖɗɓ, ɏɅɏ əɓɕɑɍɕɓɇɅɗɡ ɑɅɕɏɍɕɓɇɅɒɒɠɎ ɖɔɍɖɓɏ. ȧ Office 2010 ɇɏɐɣɜɊɒɠ ɉɊɖɤɗɏɍ 

ɉɓɔɓɐɒɍɗɊɐɡɒɠɚ ɑɅɏɊɗɓɇ SmartArt, ɔɓɌɇɓɐɤɣɞɍɊ ɆɓɐɊɊ ɢəəɊɏɗɍɇɒɓ ɓɗɓɆɕɅɋɅɗɡ ɇɅɋɒɠɊ 

ɉɅɒɒɠɊ. ȱɓɋɒɓ ɗɅɏɋɊ ɍɖɔɓɐɡɌɓɇɅɗɡ SmartArt, ɜɗɓɆɠ ɉɓɆɅɇɍɗɡ ɈɕɅəɍɜɊɖɏɍɊ ɢɐɊɑɊɒɗɠ, 

ɒɅɔɕɍɑɊɕ, ɖɊɕɍɣ ɍɌɓɆɕɅɋɊɒɍɎ ɖ ɌɅɈɓɐɓɇɏɅɑɍ.  

 

ȵɍɖɘɒɓɏ 12. ȭɖɔɓɐɡɌɘɎɗɊ 

SmartArt ɉɐɤ ɉɍɅɈɕɅɑɑ, 

ɈɕɅəɍɜɊɖɏɍɚ ɢɐɊɑɊɒɗɓɇ ɍ 

ɗ. ɉ. 

ȴɕɍɑɊɜɅɒɍɊ. ȨɕɅəɍɜɊɖɏɍɊ ɢɐɊɑɊɒɗɠ SmartArt ɗɅɏɋɊ ɉɓɖɗɘɔɒɠ ɇ Word 2010, PowerPoint 

2010 ɍ Excel 2010. 

  






































































































