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CekpeTapuaT — 3TO NPOCTON UHCTPYMEHT AN yrpaBJieHUs BCEN Ballen KoppecrnoHaeHunen n 3agadamu. OH nossonsieT paboTaTb B MPOCTOM UHTepdence, He TpebytoLliem
cneunanbHoOM NoAroToBKN. Bbl Mo)xeTe ynopaao4ynBaTh CBOM 3a[a4M Mo Pa3HbIM KaTeropusm n obaBnsTb KOHTAKTbl Ha BKNaake «HacTpolku». MNpunoxxeHne noanepxxmsaeT
yrnpaB/ieHNe HEeCKOJIbKUMUN NpoeKkTamMun. Ka)kabll MPOEKT MOXXET MMEeTb ONncaHne, CPOK BbIMOJIHEHUS, CNNCOK 3a4a4 U halinoB 1 cNMCoK 3aMeTok. OnucaHne Tpekepa bogxxeTa: Budget
Tracker — 3To nporpamMma, npegHasHa4YeHHasa Oasi MOMOLLM BaM B yrNpaB/ieHUM BallMMM (PMHAHCOBLIMU pecypcamMm 1 pacxonamu. NporpamMmMma Mo)XeT NOMOYb BaM, OTC/IEXXKNBAS CHETA,
cyeTa N APYyryto Ba>KHYO pUHAHCOBYO MHMOopMauuio. Mpuno)xxeHne no3BoaseT BBOOUTb CHETa, TPaAH3aKLUUN N pacxoabl. Bbl MOXXeTe BBECTU cHeTa, U cHyeTa byayT aBTOMaTUYECKU
NnpoHyMepoBaHbl. ECnn Bbl nonyyaeTe cHeT-QaKTYypy, Bbl MOXKETE BBOAUTb MIATEXUN, NJIATEXN aBTOMATUYECKN KNACCUDULIMPYIOTCS. Bbl Tak)Xe Mo)XeTe co3/aBaTb KaTeropun, Takme
Kak Hanoru nnu nnatexu. MNpun pobaBneHnn cHeTa UK NiaTeXXa Bbl MOXKETe OTC/IE)XXMBATb CBOW PAacxodbl, HA3Ha4YaTb KaTeropun n boa)xeTbl NpoekToB. MNporpamMMa BKAOYaeT B cebs
KasieHaapb U anucrneTyep 3a4ay, YTO NMO3BOJISET OTC/EXMBATb BaXKHble AaTbl. ONncaHue nnaHnpoBLLKKa: Planner — npocTtasa n ynobHas nporpamMma A5 yrnpaBaeHnNs BallUM
KaneHgapeM. 3TO NPOCToe NPUIoXKEHMNE NO3BOJISET BaM YNpPaB/isiTb CBOMMU COObITUSIMU, NJIAHUPOBATb CBOIO AEATENIbHOCTb U OTCNEXUBATh Ba)KHble AaTbl U BCTPeYN. Bbl MoXxeTe
co34aBaTb BCTPEYU, NMPUKPENIATL K HAM 3aMeTKUK U YCTaHaB/IMBATb HAaNoMUHaHUSA. Bbl Mo)XeTe NaHUPoOBaTh BCTPEYN C APYrMMU Mosib3oBaTenssMn. Bbl Mo)xeTe opraHnu3oBaTb UX Mo
PA3HbIM KAaTEropusM 1 YCTaHOBUTb npuoputeT. OnncaHme naaHnpoBLLMKa: Planner — 3To npocTas nporpamMma, npegHa3HavyeHHas Anas Toro, 4Tobbl MoMo4Yb BaM BECTU CBOW
KaneHgapb. MporpaMmMa NOMo)XeT BaM CO BCEMU BalUMMW 3a4a4aMu U cCOObITUAMKM Ha OEHb WX HeAento. 3TOT MHCTPYMEHT NMo3BONSET ObICTPO U Ierko ycTaHaBIMBaTb HAaNOMUHaHUS,
CNegunTb 3a CBOUM pacrnmncaHnemM 1 cobblTUAMM U CBA3bIBATLCS C APYrMMK NoJib3oBaTenamu. NMporpaMmma noanep>xMBaeT HECKOJIbKO KaJlIeHaapen 1 No3BosISeT HACTPOUTb HECKOJIbKO
HAaNOMWHAHWN B AeHb.Bbl TaK)Xe MOXXeTe NCMNOJ/1b30BaTb HECKOJIbKO LLIABMOHOB 1 MMMNOPTUPOBATL halnbl APYrMx TUNOB U HA4YMHATL CO34aBaTh UX, KAK TOJIbKO Bbl UX MMOOPTUPYeETeE.
Ecnm BaM HY>XHO Ha3HAYNTb OAVH WUJIN HECKONIbKO hansioB ANs cobbITUS, Bbl MOXKETE Ha3HAYUTb MPOEKT, N NPUJIOXKEHNE MO3BOASET BaM yNpaBasaTe MU, OnucaHne Bebekca: WebEx —
3TO NPUNIOXKEHME, MO3BONSIOLLEE MPOBOANTL NMPEe3eHTaLU M OHIaH NN B OHNalH-KNacce. NMporpaMmMa No3BosiSeT BaM NpeacTaBnaTbh npe3eHTaunnm PowerPoint nnn npeseHTtauun
COBMECTHOI0 UCMoJIb30BaHNSA 3KPaHa. Bbl MOXXeTe YCTaHOBUTb UX OHMIAWH UM onaiH, 1N Bbl MOXKETe co34aBaTh C/lalilbl NN CO34aBaTh CBOM COOCTBEHHbIN KOHTEHT. Bbl TakXxe
Mo)KeTe 006aBnsTb N300pa’KeHns A BUAEO U AeINTbCS CBOUMU CllangamMn ¢ Apyrumm nonab3oBatensaMmn. MoxxeTte nobaBuTb
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CekpeTapumaT — 3TO U3ALLHOE MaJiIeHbKOe NPUoXKeHne, KOTopoe NoMOXXeT BaM YNpaB/saTb U CUCTEMATU3NPOBATL BCE BallW 3/IEKTPOHHbIE NMCbMa, KOHTAKTbI, 3a4a4n un cyeTa. OH
O4YeHb MPOCT B UCNOJIb30BaHUN U AOCTYyNeH c ntoboro koMmnbtoTepa. CekpeTapmaT — 3TO yA0oOHOE NpUIoXKeHNe, KOTOPOe 3Ha4YuTeNbHO 06nerynT ynpasneHne sawnm 6nusHecom. Bel
MoXXeTe 0obaBnaTb M yaansaTb 3agayn, 0ob6aBnaTb M yOaNsaTb KOHTAKTbl MW CO34aBaTb HOBbIE 3a4a4n, cpean apyrux pyHkumnn. CekpetapumaT Tak)xe NoMoraeT BaM OpraHnU3oBbIiBaTb
N OoTCNeXxmnBaTb BpeMs. Bol MoXXeTe nobaBUTb BpeMS K 3afa4aM N cHEeTaM UM Aa>ke NO3BOJINTb CBOMM COTPYAHMKAM OTCNEXMBATb YacCbl, KOTOPblE OHM paboTaloT exxeaHEBHO.
CekpeTapuaT — nosie3Hoe NpuioXKeHne, KoTopoe Bbl byaeTe ncnonb3oBaTb OAVMH UK ABa pa3a B Mecsu. [porpamMma He 3aMMeT MHOIo BpeMeHU, 4ToObl N3y4nTb M NCMNONb30BaThb.
CekpeTapuaT MMeeT HECKOJIbKO ocobeHHOCTeNn. Bbl MoXXeTe BBOOUTb TEKCT B 3a4a4y, FpynnMPOBaTb KOHTAKTbl MO TUMY KOHTaKTa, U3MEHATb TUMbl hanios, yNpaBasaTb
yBe4OMJIEHNAMUN, YNPaBASATb BpEMEHEM 3a4a4M U CBA3bIBATb 3/IEKTPOHHYIO MOYTY K 3anucu 3agad. BosmoxHocTn CekpeTapuaTa: - 1obaBnanTe HOBble KOHTaKTbI, 3a4a4un n
3/IEKTPOHHbIE NMUCbMa. - lobaBnaAnTe 3aMeTKN K 3ada4aM. - YaaneHne KOHTaKTOB, 3a4a4 N 3aMeTOK. - YNpaBasanTe BCEMU CBOUMMN 3adav4aMm N SNIEKTPOHHOW NoYTon. - [lobasnaTb 1
y0anaTb KOHTaKThbl. - PeQakKTUPOBaTb KOHTAKThbI, 3aa4Yu U 3/IEKTPOHHbIE NUCbMa. - [lobaBNsnTe CPOKU BbIMOJHEHNS K 3ada4vaM. - [106aBnTb hannbl ANa 3N1EeKTPOHHOW NOYThI U 3a4ad. -
HobaBnanTte cobbiTna KaseHOaps B 3a4a4n N CBA3bIBaNTE 3/1EKTPOHHbIE MUCbMa. - HaBuraumsa no 3agadvyaM n 371IEKTPOHHOW NoYTe. - PegakTupoBaTb COObITUA KaneHOapsa A4 3anau. -
YcTaHOBUTE HaNnOMUHaHWe ONS 3a4a4Yn WK SNEKTPOHHOW NOYThLI. - YAaNNTb HAaNOMUHaAHUA. - YOannTb cOObITUA U3 3aA4ayd. - I3MeHUTe KOHTaKTbl KaK OCHOBHOW KOHTAKT,
OOMONHUTENbHbLIA KOHTAKT UMW HE OCHOBHOMN KOHTAKT. - I3MEHNTb KOHTAKT B Ka4yeCcTBe agpeca 3JIEKTPOHHOW MNOYThI. - IKCMOPT OTYETOB. - [106aBUTb KOHTAKTbl B aAPECHYI0 KHUTY. -
[Noka3aTb agpec KoOMMNaHUM Uan 4YesioBeKa No 3agaHuio. - IamMeHuTe uBeT 3a4ad uam nmceM. - IameHeHne uBeTa KOHTAKTOB. - Co3aaHme 3a4a4 Ha neTy. - BbINOIHATL MOUCK 3a4ay v
nuceM. - NNoNCK KOHTAKTOB MO UMEHU Unn aMmnaunn. - NonCcK KOHTAKTOB MO KaTeropusaM. - NepecyeT BpeMeHU, NCMNOJIb3YEMOro Ha 3adavun. - HacTponka agpecHom KHUrm ans
KOHTAKTOB. - I3ME@HUTb UMSA MoJib30BaTesIA Y4eTHOW 3anncun. - UI3SMeHUTb UMSA XOCTa YY4ETHOM 3anucK. - CBA3aTb HECKOJIbLKO 3a4ay BMecTe. - CBA3aTb HECKOJIbKO NMUCEM BMecCTeE. -
Paspnennte 3NeKTPOHHbIE MUCbMa U 3afa4u. - Pa3gennTb KOHTaAKTbl MO KaTeropmnaMm. - PasBepHyTb MU CBEPHYTb KaTEropmm B KOHTaKTax. - UI3SMeHUTb CTaTyC 3a4a4yn Uin 3JIEKTPOHHON
MoYThl. - [[POCMOTP OTYETOB AJ1A dNIEKTPOHHOW NoYThl 1 3ada4y. 1709e42c4c
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CekpeTapuaT — nosie3Had nporpamMmma, rno3BoadaoLas OTCNEXNBATb KOHTAKTHYO MHOPMaUMIo, 3a4a4M N cHeTa O/ KOMMNaHNW cpegHero pasmepa. lNMporpaMmma no3sosaseT co3gaBaTb
a3y AaHHbIX U YNPaBAATb TaKUMN 3/IEMEHTAMU, KaK COTPYOHUKN, 3a4a4M N BXoadauasa koppecnoHaeHums. lNepen ncnosb3oBaHUEM NPUIOXKeEHUA HeobxoanMMo BBECTUN KaTeropum u
pecypchbl Ha BKagke «HacTponkn». Bbl Takxe MmoxxeTe 006aBUTb KOHTAaKTHYIO MHGOPMaLMIO Npyn BBOAE HOBOW 3ada4un nnm cHeta. CekpeTapuaT — nosesHas nporpamMmma,
NO3BOJIAOLLANA OTCNEXNBATb KOHTAKTHYO MHOPMaLUto, 3a4a4M U cHeTa A9 KOMMNaHUM cpeaHero pa3mepa. lNporpamMmma no3pondeT co3gaBaTbh 6a3y AaHHbIX U YNPaBAATb TaKUMWU
3/1IeEMEHTaMU, KakK COTPYAHUKW, 3a4a4m UM BxoasLwasa koppecnoHaeHuus. Nepen ncnosb3oBaHMeM NPUIOXKEHUA HEOBX0AMMO BBECTU KaTeropum n pecypcbl Ha BKaagke «HacTtponkmn».
Bbl Tak)xe MoXeTe 000aBUTb KOHTAKTHYIO MHOPMaLWIO Npu BBOAE HOBOW 3ada4vun nnm cyeta. CekpeTapuaT — noJsiesHasd nporpaMmma, no3Bosifowas oTCNeXXBaTb KOHTAKTHYIO
NHOPMaLIMIO, 3aa4YM U CHeTa ONS KOMMNaHUKM cpeaHero pasmepa. NMporpamMma no3sBonseT co3aaBaTb 6a3y AaHHbIX U YNPaBASATb TAKUMUN d1eMEHTAMU, KaK COTPYOAHUKN, 3a4a4n nim
BXOoAsLWlaa KoppecnoHaeHuna. lNepen NCnosib30BaHUEM MPUTOXKEHNSA HEOOX0ONMO BBECTU KaTEropum U pecypcbl Ha BKNaake «HacTponkun». Bbl Takxe MoxeTe 000aBUTb KOHTAKTHYIO
NH(opMaUUIO NMpu BBOAE HOBOW 3ada4nm uaun cH4eTa. OnmncaHme CekpeTtapuaTa: CekpeTapunaTtT — nosie3Had nporpamMmma, rno3BoadaroLwas OTCNEXNBaTb KOHTAKTHYO MHOpMaLU Mo, 3a4a4u
N cHeTa ANg KOMNaHUM cpegHero pa3mepa. NporpamMmma no3BongeT co3gaBaTb 6a3y AaHHbLIX N YNPaBAATb TAKUMU d/1EMEHTAMUN, KaK COTPYAHUKW, 3ada4n Uan Bxoasuias
KoppecnoHaeHuus. Nepen NCNosib30BaHUEM NPUJIOXKEHNA HEOOXO0ONMO BBECTU KAaTEropunm U pecypcbl Ha Bkagke «HacTponkn». Bbl Takxe MoxeTe 000aBUTb KOHTAKTHYIO
NH(opMaUUIO NMpu BBOAE HOBOW 3ada4unm uaun cHeTa. CekpeTapmaT — nosiesHas nporpamMmma, No3sossowas oTC/eXNBaTb KOHTAKTHYIO MH(popMaUWIo, 3aa4M U cHeTa OJ19 KOMNaHnn
cpenHero pasmepa.llporpamMmma no3BosigeT co3agaBaTbh 6a3y AaHHbIX U YNPaBAATb TAaKUMU 1IEMEHTAMUN, KakK COTPYAHUKW, 3ada4n Uan Bxoasuwas KoppecnoHaeHums. MNepen
NCNOJIb30BaHNEM MPUNOXKEHNSA HEODXOAMMO BBECTU KAaTeropmm n pecypcobl Ha BkAaake «HacTpomnku». Bbl TakXe MoxxeTe A06aBUTb KOHTAKTHYIO MHOpMaLunio Npu BBoae HOBOWN
3a0a4um nnm cyeta. CekpeTapuaT — noJsiesHas nporpamMmma, No3BosAoWLaN OTC/EXMBATb KOHTAKTHYO MH(opMaLWuio, 3aa4M U cHeTa OJ19d KOMMNaHuUm cpenHero pasMepa. lNporpamma
No3BosiIgeT co3aaBaTb 6a3y AaHHbIX N YNPaBAATb TAKUMU d/1IEMEHTAMUN, KaK COTPYAHUKW, 3ada4n Uiy BXoasLwaa KoppecnoHaeHuus. Nepen ncnosb3oBaHMEM NPUSIOXKEHUS
HeobxoOQMMO BBECTUN KaTEropunm U pecypcbl Ha BKIagke «HacTponkn». Bbl Takxe MoxxeTe 000aBUTb KOHTAaKTHYIO MHGOPMaLWIO NPy BBOAE HOBOW 3ada4vn nnm cyeta. OnucaHme
CekpeTapunaTa: CekpeTapumaT aBndeTcs
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3anycTuTe N NPOCMOTPUTE CMUCOK BCEX BALUMX JINYHbIX KOHTAKTOB 1 ybeanTech, 4TO BCE OHM HAaxXOoAsATCSA B NpaBUIbHOM KaTeropun ans yaobHoro u ToO4HOro AocTyna K KOHTakTaM. Bbl
MOXXETE UCKATb KOHTAKTbI MO UMEHU, haMnunmmn, KaTeropmu, cnyxebHomy agpecy, UMeHN KOHTaKTa Uan KpaTKoMy onuncaHuto. CekpeTapmaT — noJsie3Has nporpamMma, No3BosISOLLAS
OTC/IEXMBATb KOHTAKTHYIO MHOPMaLIMIO, 3aa4M 1 CHeTa A1 KOMNaHUKM cpeaHero pa3mepa. lNMporpamMmma no3eBonsieT co3dgaBaTh 6a3y AaHHbIX U YNPaBASATb TAKUMU 3NE€MEHTaMN, Kak
COTPYAHUKMN, 320341 Unun Bxoasiulas koppecnoHaeHuus. lNMepen ncnonb3o0BaHMEM NPUIOXKEHNS HEOOXOANMO BBECTU KAaTEropunm n pecypchbl Ha BKJaake «HacTponku». Bbl Takxe
MoXKeTe 006aBUTb KOHTAKTHYO MHMOPMaL IO NPy BBOAE HOBOW 3aAa4un unm c4eta. Onucanme CekpeTapuaTa: 3anyCcTuTe N NPOCMOTPUTE CNUCOK BCEX BALUUX JINYHbIX KOHTAKTOB U
ybenuTech, 4TO BCE OHM HAaxXOAATCSA B NPaBU/IbHOM KaTeropumn ans yaobHoro n To4HOro A4oCcTyna K KOHTakTaM. Bbl Mo)XeTe ncKaTb KOHTaKTbl MO UMeHN, haMuanmn, Kateropun,
cny>xebHoMy agpecy, MUMeHN KOHTaKTa Uan KpaTKoMy onncaHuto. CekpeTapmaT — noJsie3Has nporpamMma, No3BOJIAIOLLASA OTC/IEXMBATb KOHTAKTHYIO MHOPMaLMIo, 3a4a4M 1 cHeTa ANS
KOMMaHUM cpeaHero pasMepa. NporpamMmmMma No3BossSieT co3AaBaTh 6a3y AaHHbIX U YNPABAATb TAKMMU 3IEMEHTAMU, KaK COTPYAHUKN, 3a4a4M Unn Bxoasas KoppecrnoHaeHuus. Mepen
NCMOJIb30BAaHNEM MNPUSIOXKEHNS HEOOXOANMO BBECTU KAaTEropunm n pecypchbl Ha BkNaake «HacTponku». Bbl Takxe Mo)xeTe 0o06aBUTb KOHTAKTHYO MHMOPMaLIMIoO Npy BBOAE HOBOM
3a4a4um unm cyeta. Onucanme CekpeTapuaTa: 3anyCcTUTe U NPOCMOTPUTE CNMUCOK BCEX BALUMUX JIMYHbIX KOHTAKTOB 1 ybeamTechb, YTO BCE OHN HAaXOAATCS B MPaBU/IbHOW KaTeropum anas
yOobHOro 1 TO4YHOro A0CTyNa K KOHTakTaM. Bbl MoXXeTe nCKaTb KOHTaKThbl MO UMeHN, daMUInn, KaTeropum, cny>xebHomy agpecy, UMeHU KOHTaKTa UIN KPaTKOMY ONMCaHULO.
CekpeTapumaT — noJsie3Has NporpamMmma, No3BOJISOLLLAS OTC/EXMBATb KOHTAKTHYIO MH(OPMaLIMIO, 3a4a49M U cHeTa AN KOMNaHuM cpeaHero pa3mepa. lNMporpamma rno3BonsieT co3naBaTh
6a3y QaHHbIX U YNPaBAATb TAaKMMWN 3/1IeMeHTaMU, Kak COTPYAHUKN, 3a4a4M Unn BXoaslas KoppecrnoHaeHuus. NMNepen Ncrnosib30BaHNEM NPUSIOXKEHNS HEOOXOAMMO BBECTU KAaTEropun n
pecypchbl Ha BKNlaake «HacTponku». Bbl Takxe Mo)xeTe 0o6aBUTb KOHTAKTHYO MHGOPMaLIMIO MNPy BBOAE HOBOW 3ada4vn unu cyeta. OnucaHue CekpeTtapuaTa: 3anycTuTte u
NPOCMOTPUTE CMNNUCOK BCEX BALUMX JINYHbIX KOHTAKTOB 1 ybeaunTech, 4TO BCE OHM HAaxOAATCSA B NPaBU/IbHON KaTeropmmn ans yoobHoro u To4HOro AocTyna K KoOHTakTaM. Bbl MoxeTe
NCKATb KOHTAKTbl MO UMeHN, haMunnn, kKateropumn, cnyxebHoMmy agpecy, UMeHN KOHTaKTa UK KpaTKoMy onncaHuto. CekpetapuaT — rnoJsie3Hasi MporpamMmma, rno3ponstoLlas
OTC/IEXMBATb KOHTAKTHYIO MH(OPMaLIMIO, 3a4a49M U CHeTa AN KOMNaHuM cpeaHero pa3mepa. NMporpamMmma no3BonseT BaM
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System Requirements For Secretariat:

Windows 10/Windows 8.1/Windows 8 (64-pa3psaaHas sepcusa)/Windows 7 (64-pa3psagHasn sepcus) NVIDIA GeForce GTX 660 (2 'b) / NVIDIA GeForce GTX 560 (2 'b) / ATI HD 6870 (2 I'b) /
ATI HD 5770 (2 I'b) Intel Core i3-530 / AMD Phenom Il X2 565 (2,9 ') / AMD Phenom Il X4 945 (3,2 Tu) 2 'b O3Y 20 I'b ceobogHoro mecta 720p

Related links:
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