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CoaepxaHue

[MpoaykTel MS Office, nx akTuBaumsa
N NMNLUEH3NPOBaHNE

Teams, SharePoint, OneDrive
OWA

Excel

Outlook - obwas nHdopmauus
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AUXO

[TpoaykTbl MS Office, nx
aKkTuBauug 1 NMUeH3npoBaHne



Buabl nuueH3ui Microsoft AUXO

OnNeKTPOHHbIN KIoY
(ESD)

npnobpeTeHne nNMueH3umn B npnobpeTeHne NMueH3nm B nprnobpeTeHne nNMueH3nm (Open License, Open Value
KOMMIeKTe ¢ PO3HWYHOM MarasuHe. B UHTEPHET-MarasuHe. nT.4o.).
obopynoBaHuemMm.

OEM nuueH3uun
OcCHOBHblE XapaKTepnUCTukKn:

He CYyLLIeCTBYIOT camu No cebe, B OTPbIBE OT KOMMbIOTEPA, TaK KaK SABNATCHA YaCTblo NPOrpaMmMHoO-
annapaTHOro Komnnekca.

nokynatenem OEM nuueH3nm moxeT ObiTb COOPLUUK YCTPOMUCTB, MPOAaBeL, roTOBbIX YCTPOWCTB, a OCTalbHble
nokynartenu nonyyaoT OEM nuueH3nmn BMecTe ¢ HOBbIM MOSTHOCTLIO COBPAaHHBIM KOMMLIOTEPOM.

CPOK JeNCTBUA NNLEH3UN NPUBA3aH K CPOKY XU3HW KOMMbIOTEpPa.

KOMNbIOTEP NpofaeTcs unu nepegaerca BMecte ¢ OEM nuueHsnen.

HeT npaBa downgrade (UCNOSb30BaHME NPeabIgYLLNX BEPCUN) (ECTb UCKINIOYEHUS).

B KoMnneKkT nocTtaBKkU BXOAMUT:

EULA (NUUEH3NOHHOE cornalleHue)

COA (Haknewka)

MoaTtBepxaeHmem neranbHocTn cnyxmt COA n Byxrantepckme 4OKYMEHTbI O NOKYMKK.



Buabl nuueH3nn Microsoft

He CyLLIeCTBYIOT camu o cebe, B OTpbIBE OT
KOMMbIOTEPA, TaK KaK SABMSATCA YaCTbio
nporpaMMHo-annapaTHOro KOMMeKca.

nokynaternem OEM nuueH3nm MoxXeT BbITb
cHOopLUMK YCTPOMCTB, MpoaaBeL, roTOBbIX
YCTPOWNCTB, a oCTasbHble NoKynaTenu
nonyyatotr OEM nuueH3nm BMecTe C HOBbIM
NOSTHOCTbIO COBPaHHBIM KOMMLIOTEPOM.

CPOK AeNCTBUS NULIEH3MMN NPUBSA3aH K CPOKY
XXM3HM KoMMNbloTepa. KomnboTep npoagaetcs
nnu nepegaetcs BMecTe ¢ OEM nuueH3nen.

HeT npaBa downgrade (MCMoOnNb3oBaHWe
npegbiayLmx Bepcuin) (€CTb UCKNIOYEHNS).

B KOMMMeKT nocTaBKn BXOAUT:

EULA (NMMUEH3NOHHOE cornallueHumne)
COA (Haknerika)

HEeVMEHHbIE NNLEH3NM (YTO NO3BONAET
npoaaBLiam OCyLEeCTBNSATL GbICTPYHO
npoaaxy v co3gaBaTh CKIaAckon 3anac);

nokynarenem MoXxeT 6bITb noboe NnLo —
topuandeckoe nnm gusmnyeckoe, 6es
orpaHn4eHunin.

HeT npaBa downgrade (MCNonb30BaHWe
npeablayLwmnx Bepcun).

npogaetcs ¢ HAC.
B cocTaB kopobok BXoAUT:

cama kopoOka, ee Hanmune o0ObI4HO
SABNSIETCA NOATBEPXKOAEHNEM
neranbHOCTM NpoayKTa.

YCTaHOBOYHbI OUCK (OUCTPUOYTUB).

JNIULEH3MOHHOE cornatlleHne KOHEYHOro
nonb3oBarens (EULA).

Haknenka (COA).

AUXO

KopnopaTuBHble nuueH3umn (OLP)

NMEHHbIE NULIEH3MM (HE XPaHSATCS Ha
cknage, 3aka3blBatoTCcs Mog KNueHTa).

nokynarernem MoxeT bbITb niobas
opraHunsaumsi, B Tom vncne Ar1.

MUHMManbHbIA 06bEM NOCTaBKN — HAGOP
13 5 NUUEH3un.

JONONHUTENBHO MOXET ObITb 3aKka3aHa
noggepxka (software assurance, SA).

MHOTOKpaTHbIE KN0YM akTuBaLmm
obneryatot yctaHoBKy MO 1 06HOBEHUNA.

JInueHsnoHHoe cornalleHne 3aknyaeTcs
HernocpencTBeHHO ¢ Microsoft

N 3aKpennsaeTca 3a KOHKPETHOM
opraHusauuen.

B koMMNNeKT nocTaBkun BXOAAT TONbKO
UMEHHbI€ NULIEH3UKN, YCTAHOBOYHbIN OUCK
npuobpeTaeTcs oTAeNbHO, CaMy NTMLEH3NN
HOC He obnaratotcs.



Microsoft 365 u Office 365

3

() Office 365

AUXO

e Microsoft 365 u Office 365 — cambli

NONHOMYHKLMOHANbHbIV 1 3aLLMLLIEHHBIN HABop
BbICOKONPOU3BOAUTENbHbIX Cry>6 MarikpocodT
Ansa pabotbl B obnake. Microsoft 365 u Office 365
obecneumBatoT ahPEKTUBHOCTL 06na4yHoM paboThl
AN npeanpusaTyi niboro pasmepa, nomoras
C3KOHOMWUTb BpeEMS, AEHbIM 1 0CBOOOAUTL LEHHbIE
pecypcsbl. [1naHbl Microsoft 365 n Office 365
006beanHSA0T 3HAKOMbIN HAabop Knaccnu4eckmnx
npunoxeHnn Microsoft Office ¢ 06nayHbIMK
BEPCUAMU CNYXO CBA3N M COBMECTHOM paboThI
HOBOro nNokoneHna MankpocodT, Bkovaa Microsoft
Exchange Online, Microsoft SharePoint Online, Office
ana MHtepHeTa n Microsoft Skype ans 6usHeca
Online, 4TOGbLI MOMOYb NOMb30BaTENAM 3PHEKTUBHO
paboTaTb NpakTU4eckn n3 noboro MecTa B CETU.



NMoanucku Ha office 365

MpunoxeHus Microsoft 365
Ans npeanpuaTum

Microsoft 365 B IHTepHeTe:

co3gaBanTe N UBMEHANTE
npaBa Ha UCMorb30BaHue
Be6-BepCcuii OCHOBHbIX
npunoxeHnn Microsoft 365

MOoXXHO yCTaHOBUTb
NPUNOXEHNS Ha NATb
KOMMbIOTEPOB, NATb
NAaHLWETOoB U NATb
MOOUNbHbBIX YCTPOWUCTB 1.

1 Tb mecTa B 06naqyHom
xpaHunuwe OneDrive

KpyrnocytoyHas
nogaepka rno renedoHy u
yepes NIHTepHeT.

Q

Office 365 E1

Microsoft 365 B
WHTepHeTe: cosgaBanTe n
N3MeHaNTEe npaea Ha
ncnonb3oBaHne Beb-
BEPCUIN OCHOBHBbIX
npunoxeHnn Microsoft
365

OneKTpPoHHas noyTa,
XpaHunuiie ¢ansos
PYHKUNAMN COBMECTHOTO
aocTtyna, cobpaHms u
0OMEH MMHOBEHHbIMU
COOOLLEHNAMMN.

1 Tb mecTa B 0brayHom
XpaHunuwie OneDrive

lMpoBeneHue
ayaMOKOHMpepeHUUN Ha
1000 y4yacTHMKoB20.
KpyrnocytoyHas

nogaepxka no tenedoHy
n Yepes VIHTepHer.

Q
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Office 365 E3

Bce Bo3amoxHocTu Office
365 E1, a Takxe:

Obnapgarenu Nnoanuckn
MOTYT YCTaHOBUTb
MpunoxeHus Microsoft 365
Ha NATb KOMMNbIOTEPOB C
Windows nnu macOS, naTtb
NnaHLWeToB U NATb
MOBUNbHBIX TENE(OHOB 1

LLindopoBaHmne coobuieHuin
YnpaBneHue npaBamu

3awmTa oT NnoTepu AaHHbIX
ANSA 3NEKTPOHHOM NOYThI U
dhannos

AUXO

Office 365 E5

Bce Bo3amorkHocTU Office
365 E3, a Takxke:

PacLumpeHHble cpencrea
obecneyeHus
BGesonacHoCTU n
COOTBETCTBUSA
TpeboBaHuAM.

Bo3amoxHocTtn YATC u
ynpaBneHnsa 3B0OHKaMn B
obnake.

MacwTtabupyemasa 6usHec-
aHanutuka B Power Bl.

MogpobHee o NpUNoXeHUsax n crnyxxdax B COCTaBe MNOAMUCOK:



Office.com

Office.com — 3T0 oouLManbHbIN
CauT OPUCHbLIX NPUSIOKEHUN
Microsoft, rae Bbl MOXeETe
paboTtaTtb C OHNanH (web)
NPUITOXEHUSAMMN, NN, eCIN s
€CTb NoAMNMMUcKa — ckadaTtb
KITMEHTCKYIO BEPCUIO
OOCTYMNHbIX MO Noanucke
nporpamMmm.

Microsoft 365

< All apps

Engage

) Kaizala

[1pn nepexoae no ccbinke
office.com nasTopmnsauun nog g
Y3, Bbl MOXETE NOCMOTPETH I <ofce
AOCTYMHbIE BaM MPUIioXeHusd
ocuca, Takue Kak : OneNote,

Excel, Outlook, Forms.

AUXO

Bookings o Calendar

Forms

Learning

| Outlook o People




myaccount.microsoft.com

MopTan myaccount.microsoft.com NoMoraeT ynpaBnsaTb BalLen Y4ETHOWN 3anuChHo.

MNpv nepexofe Ha CTPaHUYKy MOXHO, HanpuMep, NPOCMOTPETL HAa3HAYEHHbIN TUM NULEH3UN U Kakne
NPOAYKTbl B HEE BXOAST.

Tak e Bo Bknagke App & devices eCTb BO3MOXHOCTb CKayaTb MakeT AOCTYMHbIX MPUNOXEHWI 1
MPOCMOTPETb, Ha KaKNX YCTPOMCTBAX BbINOMHEHA aKT1BaLMs BalLen y4eTHon 3anucu. MNpu
Heo6X0AMMOCTN MOXHO BbINOMHUTL BbIXod U3 Y3 Ha yCTponcTee:

Apps & devices Subscriptions

My ac My account . .

My account y.ac0 These are the licen rrently assigned to you and your unique ID. If you need help ac

Your use of the ect to the ag ents your organization has with Micros|

Office separate terms and ommitments. Learn more about Microsoft's other connectes
p

Subscriptions Subscriptions

Lang Version
Security & privacy lited States)  v| |6 Security & privacy User unique identifier and license status
App permissions = T App permissions

Apps & devices
Sign out

Tools & add-ins Microsoft Power Automate Free
P 0 Sign out Tools & add-ins

Exchange Foundation

Sign out ymmon Data Service

Sign out
Microsoft Defender for Office 365
(Plan 2
M 365 Defender
ender f

Language Versio Edition
[ [Skype for Business 2016. v




Azure Active Directory

Azure Active Directory (Azure AD) — 3T0 0bnayHas
cnyx6a ynpaBneHus yaoCTOBEPEHUSIMA U
[OCTYNoM OT Kopnopaunn MankpocodT
(https://portal.azure.com/). OHa nomoraeTt
COTPYAHMKAM BXOAUTb B CUCTEMY M O6paLLaTbCA K:

*BHELLUHWM pecypcam, Takmum Kak Microsoft 365;

*BHYTPEHHNM pecypcam, TakKUM KakK MPUnoXeHns B
KOprnopaTMBHOW CETU, a Takke B 00nayHbIX
NPUINOXEHMUSIX, pa3paboTaHHbIX Ballen
opraHusauuen.

Azure AD MOTyT UCMONb30BaThb:

*UT-agmuHucTpatopbl. C nomoLbio Azure AD UT-
agMUHUCTPATOP MOXET YNPaBnsATb 4OCTYNOM K
NPUIOXEHMSAM 1 X pecypcaM B COOTBETCTBUM C
BbusHec-TpeboBaHnaAMN. PaspaboTyunkm
NPUNOXEHUN.

‘Pa3p360T‘-II/IKVI I'IpVIJ'IO)KGHVIVI MOTYT UCIMOJ1b30BaTb
Azure AD Kak COOTBETCTBYOLLiee CTaHAapTam
CcpencTBoO A4 BKIMlO4eHNA eAMHOIro BXxoaa B
NPUNOXEHUN, obecneunBasi BOSMOXHOCTb pa6OTbI C
cyuiecTteyrownmMn y4eTHbIMN AaHHbIMUA
noJsib3oBarternA.

*[Nloanncumkm Office 365, Azure unn Dynamics CRM
Online. Kak nOANNCYKK Bbl YXXE MOXETE
mcnonb3oBaTtb Azure AD.

Welcome to Azure!

Don'thaveas

* FAVORITES

Azure free trial

Resources

Recent

Manage Microsoft Entra ID




NMpoueanypa nUUEH3npPoOBaHNUA U aKTUBaLMM B AUXOD
npunoxeHnax Microsoft 365

[N ncnonb3oBaHWsA NPUMNoXeHun Microsoft 365 nonb3oBaTensam NoTpebyeTcsa COOTBETCTBYOLLAA NULIEH3US. [Ina Havyana nuueH3us
[0MKHa BbITb HasHaYeHa. OTO MOXHO CAenaTh creaytoLLMm crnocobom:

* HeI'IOCpe,EI,CTBeHHO Ha nopTtane Office 365, yCTaHOBMB cbnamox Ha CTpaHuue nnueH3nm ansa yquH0|7| 3arncun nosib3oBarerna.

*  Wcnonb3osae o6ono4ku Office 365 PowerShell.
+ Ecnu B koMnaHum ncnone3yetcst nognucka Ha Azure AD Premium P1, unun 6onee nosaHen sepcun, nnm Office 365 ¢ nuueHanen E3, nnbo
Office 365 A3 unu Office 365 GCC G3 U1 BblLLIE, BO3MOXXHO UCMONb30BaTh NULIEH3VPOBAaHHYIO rpynny Ha ocHoBe Azure AD - Ha3Ha4uUTb

OfHY WNN HECKOMBKO NMLEH3WIA Ha NPOAYKTLI rpynne. Azure AD rapaHTUpyeT, Y4To NueH3nm 6yayT Ha3HayYeHbl BCeM y4acTHUKaM
rpynnel. Bcem HOBbIM y4acTHUKaM, NPUCOEAMHUBLLMMCS K Fpyrne, Ha3HavyalTca COOTBETCTBYOWME nuueH3unn. MNpu Beixoae
Y4aCTHUKOB W3 rpynnbl 3T NULIEH3UN yaanaTCs.

Product Information

Mocne Toro kak nonb3oBaTento byaeT HasHa4YeHa NUUEH3US, MOXHO pa3BepHyTb Office Ans
nonb3oBaTenen unu Nonb3oBaTenn cMoryT yctaHoBuTb Office npamMo ¢ noptana Office 365. Ecnun -
NoNb30BaTenio He HasHaYeHa NULIEH3NS], OH HE CMOXeT yCTaHoBWTb Office ¢ nopTana Office 365. M IC rOSOft

B npouecce ycTtaHoBKM NpunoxeHue Microsoft 365 MAET B3aMMOAENCTBUE CO Cryxbown Su bscription Product
nuueH3unpoBaHug Office, a Takke crny>x601 akTUBaL MM 1 NPOBEPKN MNOASTMHHOCTY A5 NONYYEHUS U T

akTMBauum kniova npogykTa. Kaxapiv pas, koraa nornb3oBaTteflb BXOAWUT B CUCTEMY Ha CBOEM
KOMMbIOTEPE, BbINOMHAETCA NOAKMYEHME K Cry6e akTMBauum n npoBepkn. ITo No3BonsaeT Bélongs to:. mai
NpOBEPUTL COCTOSTHUE NULIEH3UN U NPOANUTE AEUCTBME Krtoda npoaykTa. Ecrnv komnbioTep MoXeT This p;odud SRt
nogkno4yaTbcs K MIHTeEpHETY No KpanHen mepe pa3 B 30 gHEN, NpuroXxeHus Microsoft 365 ocTaroTcs e
NOMHOCTbIO paboTOCNOCOBHBIMU. ECII KOMMbIOTEP HE MOAKMIOUEH K ceTv Gonee 30 AHeN, NpUnoxeHnst [ A0adaddy
Microsoft 365 ByayT nepeBefeHbl B PEXUM OrpaHUYeHHON (PyHKLUMOHANbHOCTK, NoKa He ByaeT
BOCCTaHOBIEHO CoeANHEHME.

Microsoft 365 Apps for enterprise

Manage Account Change License




Pexxum orpaHnyeHHon (pyHKLUMOHaNbLHOCTH I\\¥) (¢}

B pexvmMe orpaHnyYeHHON yHKLMOHANBHOCTU NPUIoXeHns Microsoft 365 OCTalOTCA YCTaHOBMNEHHBLIMI Ha YCTPOMCTBE, HO
nonb3oBaTeny MoryT TONbKO MPOCMaTpMBaTh U NevataTtb AOKYMEHTbI. Bce dpyHKUMM ANS pefakTMpOoBaHNS U CO3AaHus
[IOKYMEHTOB OTKIIOYEHbI, OTOGpaXxkaeTcs cneaytollee CoobLLeHMeE:

Product Deactivated

Enter Key

Signin

3arem nonb3oBaTtenb MOXET BblOpaTb O4MH N3 OCTYMNHbLIX NapamMeTpoB, YTOObl NOBTOPHO akTUBMPOBaTL NPUOXeHUst Microsoft
365 Ha 3TOM KOMMblOTEPE.

Ecnn nonb3oBaTtento He Ha3HavYeHa NINLIEH3NS U OH NbITAETCS UCMONb30BaTh NPUNOXeHUs Microsoft 365 Ha KOMMbOTEPE, Ha
KOTOPOM OHa yCTaHOBIEHAa, OHa ByAeT HaxoaUTLCS B PEXMME OrpaHNYEHHON PyHKLMOHaNbHOCTU. Kpome Toro, nonb3oBarento

OyLeT NpeanoXeHo BbINONMHUTL BXOA U aKTUBMPOBATb NPUMOXKEHWE KaXabl pa3 npu OTKPbITUM NporpaMmmbl, Hanpuvep Word
nnu Excel.



AUXO

Teams, SharePoint, OneDrive
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AUXO

Teams
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Microsoft Teams AUXO

Microsoft Teams - nnatcopma Ansa konnadopaunm 1 KOMMYHUKaLMK, KOTopasi NpeacTaBnseT cobor KOMOUHaALMIO YaToB, BUAEO BCTPeY,
(hannoBOro xpaHunuiia u BCTPOEHHbIX NPUNOXEHUA. Teams NpeactaBnsaeT cobon nHTepgenc ansa pabotsl ¢ npogyktammu Office 365, Takumm
Kak:

MouTta (Exchange)

MnaHep (Planner)

OneNote

SharePoint Online

Power Bl

[pyrvne [ocTynHble B KaTanore NpunoXxeHus

MynbTr OyHKLMOHANBbHOCTL NaTopMbl NO3BOMSET YMEHbLUMTL UCNOMb30BaHNE O0MbLLIOro KONMYecTBa BKNaAoK 1 NEPEKOHNEHNS MexXay

HMMM BO BpeMsi paboTbl. Bce doaiinbl, KoTopble Obinu 3arpyxeHbl B Teams, XpaHsiTcsl Ha SharePoint Online. HoBasi rpynna (komanga) B Teams
aBTOMaTU4eCKn co3gaeTcs u Ha SharePoint, a HOBbIM KaHan co3gaeT nanky BHYTpU 6ubnmoTekn JOKYMEHTOB canTa.

' Microsoft Teams




HaBurauus Teams

[MpocMoTp NeHThI,
YBEAOMIMEHNN\OTBETO
B\OGHOBMEHU

Try the new Teams @

HaxmuTte, 4tobbl

YBUIETb COOBLLEHNS Recognize a job well

done
Drive employee engagement
Cnucok KomaHg n and foster inspired teams
KaHanoB, B KOTOPLIX Bbl using these apps.
cocTouTe

Shifts

HepasHo
1CMOMb30BaHHbIE : for your org
[OKYMEHTbI Ha :danda
Sharepoint&Onedrive ream
WhavenayanbHas

Get more apps

@ myBUY ChatBOT

HacTpolka Tpest
—
Education ™ Stack Overflow Enterprise
3aiiguTe B Apps YTOGHI Productiv . 3 et
3arpyauTtb Unu
NPUNOXEHNS], KOTOPbIE
MOXHO A06aBUTb B Teams

Y

Project management

GQ Workflows

@@ Manage your apps




KomaHAb! ¥ KaHanbl B Teams AUXO

KomaHpAbl (Teams) — 370 rpynna niogen,

ob6beagnHEHHbIX Ans obLeHns no Purchasing LMK - komaHaa
LLIMPOKOMY KPYry TEM BHYTPU TOWN MU NHOW General |
opraHusaummn/yHKUMK/nokaumm n 1.4. , ) Parto1 ~— KAHQAbI
MHorga B KoMaHay MOXET BXOAUTb Lenbin [ n Par02 ’

AenapTamMeHrT.

Kananbi (Channels) — 3T0 nogkaTteropus

BHYTpW KOMaHAbl. B pamkax ogHown

KOMaHﬂb| MO)KHO CO3ﬂ,aBaTb pasH b|e Bbl MoXKeTe CO3AATbh KOMAHAY UAU MPUCOESAUHUTDBCA K YK
CYLLeCTBYIOLLEN

KaHanbl, YTOObI OpraHM3oBaTh paboTy no

TemMam Unmn NpoeKkTam.

MpUHUMN co30aHNSA U UCMONb30BaHUS KaHaroB:

« Kanan Obwuin (General) Ny4dwe Bcero noaxoauT ans nyénukauum odbLmx aHoHCOB 1 6ecen, KOTopble HeMb3s
TEMaTUYECKN OTHECTU HM K OQHOMY OPYroMy KaHany.

* [MpuHUMN opraHM3aunmM ocTanbHbIX KaHanoB OyaeT 3aBUCETb OT CneundukM Ballen KomaHabl. ATO MOXET
ObITb AeneHne Nno genaptaMeHTam, nokauusam, Temam, 3agadam 1 T.n. [MmasHoe — NpuaepKMBaTbCA eANHON
MOTUKMN.



KaHnanbl. O6waa nHcpopmauus

Mo ymonyaHuio B HOBON KOMaHAe €CTb TONbKO OAWH KaHan — O6Lwui
(General).

[1nsa co3gaHust HOBbIX KaHAOB:
*HaxxmuTe Tpu TOUKM pAOM C Ha3BaHMEM KOMaH/bI.
*Bbibepete [Job6aentb kaHan\Add channel

Bnapeneu komaHabl MOXET HACTPOUTbL aBTOMATUYECKUIA NMoKa3
onpeaeneHHbIX KaHarnoB B CMIUCKE KaHanoB BCex y4acTHUKOB. Ecnn
yYaCTHMK KOMaHAbl HE XO4ET, YTOObl KOMaHAa Uy KaHan

oTOGpaXkanucb B CNNCKE Y HEFO NIMYHO, OH MOXET CKPbITb MX. [N 3TOro
Heo6X0AMMO HaXaTb Ha TPU TOYKM PSOOM Ha3BaHMEM KOMaHAbl/kKaHana

1 BblbpaTh CKpbITh (Hide). 3TO OTANYHLIN cnocob ybpaTb 13 nons
3peHUsl He camble akTyarlbHble KOMaHAbl U KaHanbl U COCPeaoTOunTb
BHUMaHWE Ha BaXHbIX.

34ecb ke MOXHO YynNpaBnaTb yBeAoOMIeHUsIMU. Y Bac ecTb
BO3MOXHOCTb BbICTaBUTb yBEAOMIIEHMS 060 BCex NocTax, oTBeTax,
HanoMMWHaHUSIX; OTKIOYUTL YBEAOMIIEHUS (KPOMeE Cry4YaeB
yrnoMuHaHUs Bac B Auarnore Unmn HenmocpeacTBEHHOIO OTBETA Ha BaLUM
coobLeHust); 3aaaTb NEPCOHarbHbIE HACTPOWKN.

AUXO




KomaHabl. Co3naHue AUXO

Tiy'the naw Teams © ) < D I
\, /

d of team will this be?

Create a team

From scratch From a group or team

We'll help

YT106bI OrpaHnMunTL cogepxaHue
1 pasroBopbl OrnpeaeneHHbIM

Habopom nogen, Boibepute
[anee 3agaetca ums rpynnsl u onucaHue. Tak YacTtHas (Private).

€ MOXXHO M3MEHUTb KNnaccuukaLmio rpynrbi: Msnnge. Projsct Manage anEvent [1ns cOOBLLECTBA MMM TEMBI, K
OTKpbITas (public), TONbKO AN KOPNOPATUBHBLIX e

nonb3oBaTenewu (internal), KOHUOEHUMaNbLHas
(confidential). Knaccudumkatop nossonsiet
opraHusaumm 3awmwaTtb aHHbIE HA OCHOBaHMM
MONMUTUK U CTaHOAPTOB.

Select from a template

KOTOPON MOXET NPUCOeaNHNTHCS
nobom COTPyaHUK opraHm3auuu,
BblbepuTe O6LLenoCTyNHbIE
(Public).

Onboard Employees Adopt Office 365

General General

[Nocne nosiBUTCA OKHO ¢ JobaBneHnem
Y4aCTHMKOB, 3TOT 3Tarn MOXHO NponyCcTUTb 1
006aBUTb COTPYOHUKOB MO3XeE.

tral exverience to onboard Create a Champion communitv to drive

Kak cospgaTtenb KoMaHzbl, Bbl ABMNSIETECH
BnagenbLuem.



KomaHabl. lobaBneHue y4acTHUKOB

Mpy foGaBNeHNM y4acTHUKA MOXHO Ha3HAYUTbL eMy POrib:
Bnageneu unu y4acTHUK.

* Bnapeney komaHAbl (Owner)— Nonb3oBaTeNb, CO34atoLLNNA
KomaHay. BnagenbLbl KOMaHObl MOTYT Ha3Ha4YnUTb NO6Oro
y4yacCTHMKa COBagenbLeM YyXXe Npu npurrnaeHnn nnm s nrobown
MOMEHT nocrne gobasneHnsa B kKomaHay. Hanmune Heckonbkmnx
BnagernbLeB NO3BONSET pacnpenenmtb 0683aHHOCTU MO
ynpaBfeH1o NapameTpamMmmn n COCTaBOM KOMaHAbl, B TOM Yncne
Nno oTnpaBKe NpUrraLleHnn.

* Y4yacTHUKM KOMaHAbl (Member) — Nonb3oBaTenu, KOTOPbIX
BNagernbLbl NpUrnacunm NnpMcoeauHNTLCS K CBOMM KOMaHaaMm.
OHu MoryT NpocmaTtpmBath 1, Kak NpaBuIo, 3arpyarb 1
M3MEHATb dpannbl.

CoTpyaHUKKM, KOTOPbIX Bb
coobLuatoLLee, YTO OHN T¢ Microsoft Teams
KOMaHAbl.

Yulia has added you to the Purchasing LMK team!

Purchasing LMK

2 mem

Open Microsoft Teams

AUXO

Member




Pa6ota c bainnamm B MS Teams AUXO

B KOHTEKCTHOM MeHH0 hanna ecTb BO3MOXHOCTb:
«3akpenuTb daiin (Pin to top), 4ToOkI OH Bceraa
6bIn BBEPXY CrMcKa Ans yaobcTea HaBurauuu.

Bo Bcex kaHanax no YMon4aHuio eCTb Tpu BKRaaku: My6rukaumu (Posts), dannbi (Files) n Wiki. Mop kaxkabii *Caenarb caiin B ka4eCcTse OTAENbHON
KOHKPETHbII KaHamn MOXHO HaCTPOUTb MHAMBMAYaNbHbIA HaBop BKkNaaok. UTo6bl 406aBUTL HOBYIO BKMAAKY, BKMazKoit Ha kaHane (Make th's a tab).
HaXMUTE + PSIHOM C Ha3BaHWeM BKNaAoK MO YMOMYaHMo. Bknagku MOXHO NeperMeHOBLIBATD. *Konmposars cebirky (Copy link). MosiBuTCS okHO

- . . C CCbIfIKOW Ha 3TOT hann.
Bknapka ®annsl (Files) npegHasHaveHa Ans XxpaHeHUst 0BLLMX JOKYMEHTOB KOMaHAbl 1 COBMECTHOM paboThl Hag «Ckauath (Download) / Yaanute (Remove) /
HAMWN.

MepenmeHoBaTtb (Rename) chann.
*OTKpbITh harn B SharePoint (Open in
SharePoint).

1 Make this a tab

Mpwn ynaneHun anemeHToB u3
©MbnmoTekn 4OKYMEHTOB, CMMCKa B
Microsoft Teams unn SharePoint OHU He
yAanswTCs cpasy.

YnaneHHble 3neMeHThbl MOMEeLLaTCs B
KOp3uHy cavita SharePoint 4o Tex nop,
noka OHUW He ByayT OYULLEHbI U3
KOP3WMHBbI.

" paborta c paiinamu B teams.xlsx & --- fi \ds ago Vernigor, Yulia - Co.

CoBeTbl M0 UCMOMNb30BaHMIO:

[Nepen co3gaHveM HOBbIX Nanok, 06cyauTe ¢ y4acTHUKaMy KOMaHAbl, KakMe MMEHHO nanku noHagobaTcsa Bam B paboTe, He co3gaBan nyLIHKE.
*He cosnaBaiiTe nanku rny6xe 3 ypoBHe (T.K. €CTb OrpaHUYeH1e Mo KOMUYECTBY CUMBOIIOB, NOKa3bIBaOLLMX MYyTh K PaCcMONoXeHUIo daina).

«[nsi nepemelLeHus GaiinoB U3 oAHON KOMaHAbl/KaHana B Apyroi, ucnonb3aynte onuuto Mepemectuts (Move), a He NPOCTO NepeTackvBaiiTe daiin B HOBYIO Narky —
3TO NO3BONUT COXPaHUTbL NCTOPUIO Er0 U3SMEHEHWIA.
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SharePoint
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SharePoint AUXO

SharePoint - konnekunst NpPorpaMmmMHbIX
NPOAYKTOB U KOMIMOHEHTOB, KOTOpas MOXeT
ObITb UCMOSIb30BaHa:

«/ Onsi co3naHusl CaiToB;

§/ COBMECTHOM paboTbl COTPYAHUKOB
opraHusaumu;

§/06bep,MHﬂTb N XpaHUTb MHopMaLmio B
OOQHOM MecCTe;



CozgaHune canta Ha nnatdopme SharePoint

Create a team site

Your team site will be connected to a Microsoft 365 group,
which gives your site a shared OneNote notebook, group email
address, and team calendar.

Site name *

Connect your team site to a Microsoft Team to enable persistent
chat by selecting Next steps =7 in the suite navigation and then
Add real-time chat. Learn more

Site description

ell people the purpose of your site
, Mpwn cospgaHnm Team canta Baww canT rpynnbl 6ygeT NogKoYeH K
rpynne Microsoft 365, YTO NpegoCTaBMT BalleMy canty obLyto
oo 5. ool 3anuCHY0 KHWXKKY OneNote, agpec aNeKTPOHHOW NOYTbI rPynnbl U

‘ INTERNAL

KaneHaapb rpynnbl.

Privacy settings

‘ Private - only members can access this site

Select a language

‘ English

m e




SharePoint AUXO

Create a communication site Ha3BaHMe CaﬁTa (Site name).

e rame Appec canTa (Site address) -
aBTOMaTUYeCKM NPoBepPSIeTCA AOCTYMNHOCTb
NMEeHN Ons canuTa n npegnaraeTcs
YHUKanbHbLIN agpec.

OnucaHue canTta (Site description).

Knaccudmkaumsa canra (Site classification)
- MOXHO ONpeaennTb, KTo ByaeT MMeTb

Site classification

EE [ocTYn K BalleMmy canTy fA3blk (Select a
S R  |anguage).




SharePoint AUXO

SharePoint

Purchasing LMK

Home

Settings

Private groug

- . SharePoint
i3 Page details Analytics :

Conversations
Quick links
Teams

Documents . @ Learn about a
Keep your team updated with news on

Notebook your team site

Pages

' Documents

Microsoft 365
View all

[na pegaktnpoBaHua canTta nepexogmm B Hactponkmn\Settings. B HacTponkax Mbl MOXeM
NPOCMOTPETL N OTpeaakTMpoBaTb MHGOPMAaLMIO, KOTOPYH BHOCUNW NPU cO34aHnn canTa,

0o6aBUTb CTPaHULY, NMPUNOXEHWE, KOHTEHT canTa (cTpaHuua, NUcT, bubnuoTeka, cabcanT),
N3MEHUTL LWABNOH canTa, NPOCMOTPETbL aHaNUTUKY N T.4.



Sharepoint

Beibnpaem dann - NKM - Version
history. [lpocmaTtprBaem u
BOCCTaHaBNMBAEM HYXXHYIO BEPCUIO
OOKYMEHTa

Modified By

Version history

Version history

AUXO




SharePoint AUXO

Mpw yoaneHnn anemMeHToB 13
BMbnNnoTekn JOKYMEHTOB, CNNCKa

B Microsoft Teams unu SharePoint oH
N He yoanawTcs cpagdy. YaaneHHble
9NEMEHTbI NOMELLATCS B KOP3UHY
canTa SharePoint 4o Tex nop, noka
OHM He ByayT OYMLLEHBI N3 KOP3UHBbI.

Application Access review ESSA RUSSIA & CIS &

INTER

Priva up | INTERNAL

] Delete ) Restore

Home

Recycle bin

Conversations

Documents

Name v Date deleted | v
Notebook

Manhattan Kashira Access review 7
Q2 2022.msg

Pages

Site contents

Recycle bin




Sharepoint AUXO

[MapameTpbl CChINKU MOXHO M3MEHUTL. Y Bac eCTb
BO3MOXHOCTb BblOpaTh, KOMY NpegocTaBNATb JOCTYN 1
onpefensTb paspelueHns ans danna/nanku:

Sharing settings

np BUTb gocTyn.xlsx

» Jlio6or nonb3oBaTenb, MONY4YMBLUNIA CCLINIKY (Anyone with Share the link with
the link) — cosgaeTtcs ccblinka, KoTopyto NboV COTPYOHUK
MOXET UCNONb30BaThb AN AOCTyna K hanny unuv nanke
6e3 aBTOpU3aunn B Microsoft 365 unu OneDrive.

»  CoTpyaHVKKM OpraHn3aumm, Nory4nBLLME CCbINKY (People
in organization with the link) — cosgaeTcs cchlinka,
KOTOPYIO MOTYT UCMOSb30BaTh TOMbKO COTPYAHMKN
opraHusaumm, aBTopM3oBaHHbIe B Microsoft 365 nnu
SharePoint People you choose

* [lonb3oBatenu ¢ 4OcTynom (People with existing access) —
NPeaoCTaBnsAET CCbINKY AN TEX, KTO YXXe MMeeT JOCTYM K
dhaviny/nanke.

More settings

* OnpepneneHHble Nonb3oBaTenu (People you choose) —
co3aeTce CCbirka, KoTopasi A0CTYNHa TONbKO
yKasaHHbIM nonb3oBatensam. [JaHHbIA NyHKT
NCMonb3yeTcs B Clyvae, ecriv BaMm HE0OXoanmo
npenocTaBuTb 4OCTYN ONPEAENEHHOMY COTPYOHUKY 6e3 7
BO3MOXXHOCTW NepeHanpasBneHuns cCbifikm SharePoint Cancel
KOMy-nnbo gpyromy.

Can edit
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OneDrive
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OneDrive

OneDrive — aT0 obnayvHaga cnyxbta MankpocoT, KoTopas NogKYaeT Bac KO BCEM
Bawmm channam. OH NO3BONSAET XpPaHUTb U 3aluuLLaTh dannbl, 4ENUTLCS UMN C
ApYrMmMun nNonb3oBaTensammn 1 nonyyatb K HUM 4OCTYN M3 NoBOro MecTta Ha Bcex Ballnx
yCTpOWUCTBax.

Wcnonb3ys OneDrive, Bbl MOXXETE CUHXPOHM3NPOBATb halrbl Mexay KOMMbIOTEPOM 1 obnakom. Ecrin
Bbl obaBuTe, uaMeHuTe unu yganute cann nnm nanky B OneDrive Ha MK, 371 e nameHeHus
nponsonayT B Beb6-Bepcun OneDrive,

1 HaobopoT. Bawm darnbl OneDrive oTobpa3dtcs B npoBogHuKe B nanke OneDrive.

» KpyroBble CTpenku o3HayaroT, 4YTo
BbIMOSTHAETCS CUHXPOHM3aLUUsI
HOBbIX/U3MEHEHHbIX (hannos 13
obnaka nnv HaobopoT B obnako.

» 3Hayok cuHero obnaka psgom ¢
OneDrive hannamm unu nankamm
yKasblBaeT Ha TO, 4YTO dhann 4OCTyrneH
Tonbko B IHTepHeTe. Takne dannbl

Microsoft Teams Chat Files

MNotebooks

» Ecnu pgagom c OneDrive thannamu nnm nankamm He 3aHMMaloT MECTO Ha KOMMbIOTEPE.
oTODpaXkaeTcst 3HAa4YOK «4erioBeYKa», 3TO O3HAYaeT, * [Mpw oTKpbITMK haiina oH
YTO JOCTYN K HUM MPeaoCTaBneH ApYrM NIOAsIM. 3arpy><aeTcsi Ha yCTPOUCTBO U

CTaHOBUTCS flOKasibHbIM hansiom.
Takon hain MOXHO OTKPbLITb B N0boe
BpeMs, gaxe 6e3 gocTtyna kK
NHTepHeTy.

AUXO

@ OneDrive - Pepsico
@ Yourfiles are synced
Settings

Send feedback

Get hel
04_scope_2.5QL SHIer

1in
Pause syncing

Quit OneDrive

304_scope_2.5QL_all_Maria Riola.xlsx
named in sc_2

‘ (2 Open

= & Share

2.5QL al ©® View online
D_JJ Version history

.SQL_all_Lyutov Genna...

® U
Open folder View online Recycle bin

I
1853

A B NG 0 R




OneDrive AUXO

3Haukm Microsoft OneDrive B 06nacTtv yBe4OMIEHUA U NPOBOAHMKE YKa3biBalOT
COCTOSIHME CUHXPOHU3aL MK dharna unm nanku.

Psimom ¢ dhannom unm nankon otobpaxatoTcst TpU CUHWE NIMHUK, YKa3blBaloLLME Ha
TO, YTO hans ABNAETCH HOBbIM.

KpacHbI Kpy>Kok ¢ 6enbiM KpeCToOM O3HaYaeT, YTo dhavn unu nanky He ygaetcs
CUHXPOHM3MpoBaTh. Bbl yBUAMTE €ro B NPOBOAHUKE MM HA 3HaYKax B obnacTtu
yBegomMmneHun OneDrive.

Ha naHenu 3agay cepblit 3Ha40oK OneDrive 03HAYaET, YTO Bbl HE BbIMONTHUINN BXOA,
nnn OneDrive YCTaHOBKU He 3aBepLUEHbI.

3Hayok nay3bl Ha koHke OneDrive, YTO B HAacTosILLEe BpeMS ansbl He
CYHXPOHM3MPYOTCSA. YTOObI BO3OOHOBUTEL CUHXPOHN3ALMIO, HAXXMUTE Ha 3HAYOK
OneDrive B 06rnactv yBegoMIIEHUI, NEpPENaNTE B HACTPONKN 1 Bbibepute
BO30OHOBWTb CUHXPOHM3aLMIO.

KpyroBble cTpenku Ha 3Hauke yBegomneHus OneDrive, YTO BbINOMHAETCA
CMHXPOHM3aLMs (Hanpumep, CUHXPOHM3aLMM HOBbIX (aitnoB U3 obnaka Ha
KoMnbloTEpE).

~
=’



OneDrive AUXO

Cnuncok orpaHnyeHnn, NPUMMEHAEMBbIX K doanniam n umeHam annos ans xpaHeHusi B OneDrive
n Sharepoint:

a

Do oU

Heponyctumble cumBonbl B uMeHn hannos (Kak AN oHnanHa, tak n ans desktop Bepcum):
"7 /\ |

Heponyctumble nmeHa dannos u nanok: .lock, CON, PRN, AUX, NUL, COMO - COM9, LPTO
- LPT9, _vti_, desktop.ini, ntoboe nmsa danna nnu nanky, Ha4nMHaroLeecs ¢ -$.

Heponyctumble Tunbl oannos: BpeMeHHble .tmp dannbl, PST-dannbl Outlook.
Henb3a go6aBuTb CETEBOW UMW NOAKNOYEHHbLIN ANCK KaK MECTO CUHXPOHM3aumn OneDrive.

HeBo3MoXxHO NpenoctaBuTb 00OWwWnK goctyn 6onee, yem Ha 50 000 dannos B OneDrive
(oTOGpasnTCca COOTBETCTBYHOLLAS OLUNOKA).

Pa3amep kHuxek OneNote, coxpaHeHHbIX B OneDrive unu SharePoint, orpaHuyeH 2 I'b.



OneDrive

Open
Open in new window

Pin to Quick access

@& Share

Bbl MmoXeTe caoenatb oann JOCTYMNHbLIM TONbKO Yepes
NHTEpHeT. [1pn aTom drann donbLle He ByaeT 3aHMMaTb Manage access

- View online
MECTO Ha BalLEM YCTPOMCTBE, HO OyAEeT NO-NpeXHEMY Ay e o this devie

BUOEH B MOOUMBHbLIX NPUoxeHnsx OneDrive nnn Ha Beb-

Copy Link

BeEpPCUN. 7-Zip

CRC SHA

EH Scan with Microsoft Defender...

[na o4ncTkn MecTa Ha aucke (Apyrumm cnosamu Ans Toro, Give access to
4yTOObI cCAoenaTtb dann AOCTYMNHbIM TONbKO online) f'fd ",b
HeobxoanMmo: Pin to Star
BeibpaTb pann\nanky, KoTopble He TpebyeTcsl XpaHUTb Ha sendto
YCTpOWCTBE. -
KM -> Free up space. CTatyc nomeHseTcs C Sl Create shortcut

Delete

Rename

Properties
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OWA - Outlook Web Access AUXO

Bxoaswwe - Yulia.Vernigor.

Outlook Web Access - BE6-KNNEHT AnNsa goctyna @
K cepBepy coBMeCcTHoM paboTtbl MS Exchange

Account Information

Server, KOTOPbI MO3BOMAET MOMYYUTb JOCTYM K oot |
KOprnopaTMBHOW No4Te Yyepes bpaysep. STOT ‘
MHTepdENC O4eHb NOME3eH, ecnun y Bac HeT £ [ —
nporpamMmmsbl (KnMeHTa) Ansi UCNonb30BaHMUS e e,
KOprnopaTnBHOW MOYTHI. e

Change

Ob6na4yHyo BEPCUIO NOYTLI MOXHO OTKPbITh U3 _
npunoxeHuns Outlook nnn Yepes caunt office.com.

Microsoft 365

i ' ' ‘ o4

Teams Outlook

Get work done

Business Apps Other Apps




OWA - Outlook Web Access AUXO

Haxxmute, 4ToObl
NepeKIIUYNTLCA Ha
KaneHgapb unu 3agayu
[ocCTynHble 4ENCTBUS C MUCbMOM U Nankown

CneBa
pacnonoXxeH
CMUCOK Narok:

Inbox, Drafts, Sent
Items, Deleted s Inbox Filte AUXO: Crapt aktusHocTeit well-being
’

Items, Junk E-Mail : i Internal
Notes. HaxxmuTe ' g R
KM no nanke,
YTOOBI
nepenMeHoBaTb,
yaanuTb eé unm
co3gaTb HOBYHO
nanky.

Inbox

Drafts

CTapT aKTUBHOCTEN

Ms1 pagst cooOmHTE BaM ¢ pre nporpayybl well-being axTusHoCTeit B Hamed Konnanwuw!




OWA - Outlook Web Access

B napameTtpax MOXHO:
*MeHaTb Temy (Theme)

*/13mMeHnTb NapameTpbl 0oToOpaxeHus nucem (Conversation view) u
obnacTb YTeHns (Reading pane).

*Bkntountb yBegomrieHns (Desktop notifications) u TeMHyt0 Temy (Dark
mode).

[1na npocMmoTpa Bcex HAaCTpPOEK HaxxmuTe NpocMoTpeTb Bce
napameTpbl Outlook (View all Outlook settings): Bbl cMOXeTe co3naBatb
U pegakTUpoBaTh yXe CyLLECTBYOLWMe npasuna, co3gaBaTtb
NOANUCb, KOTopasi aBToMaTu4eckn byaet [o6aBNATLCA B COOOLLEHNS
AMIEKTPOHHOM NOYThI, 3a4aBaTb aBTOMaTUYECKNEe OTBETLI U T.4.

Settings

Theme

Dark mode :

Focused Inbox ()

Desktop notifications (D

Display density (0

Full

Conversation vie

Medium

Compact




OWA - Outlook Web Access AUXO

*[1KM no Folders (IMankn) -> Add shared folders. S e

*B nosiBnBLLIEMCA OKHE BBOANM Ha3BaHME MOYTOBOIO AumKa -> > Folders
Add.

B pe3ynkrate nouToRkIn Sk 0Tobna3nTCs cneea Kak nanka
HHEVET!

SPA - Russia Application Securi...

Vernigor Yulia

Add shared folder

ail address of a user who has

Cancel



OWA - Outlook Web Access

Settings Layout

Compose and reply

Attachments

€3 General
Rules
| & mail

& Calendar ShEeD 2 Add a condition

Junk email
&8 People

MpaBuno — aTo0 AeNcTBME, KOTOPOE Quick steps
BbINOSIHAETCS aBTOMaTU4eCKn Ans ClEonbe ctone 3 Add an action

Sync email

(© Options
Shortcuts

. 2 —— BXOLALLMX U UCXOOALLMNX COOBLLIEHUNA.
R Hanpumep, Bbl MOXeTe co3gaTb NpaBuno, )

4TOBbI aBTOMATMYECKN NepemMeLLaTb Bce Adm TC——

coobLLeHMs1, OTNpaBneHHbIe rpynne, B e

KOTOPOW Bbl COCTOMTE, B ONpeaeneHHyo Crous

nanky, unu yaanaTb BCce COOBLLEHNS C

onpegeneHHbIM TEKCTOM B TEME.

Message handling

Choose how email will be handled. Click the “+" icon below to create a new rul

Layout Rules

Q. Search settings Compose and reply
You can ¢

Attachments and the act

o3 General
I Rules + Add new rule

Mail

Sweep
=) Calendar Q DL - Russia IT P3 Emergency Notice (2)

] = T D2
S/MIME People Junk email f the message was sent to 'DL - Russia IT P3 Emergency Notice', move the message to
» Calendar ’ b folder 'Kputel' and stop processing more rules on this message.
Quick steps £ i3 9 9

[MpaBuna BbINONHAKTCS CBEPXY BHM3 B NOpsAKke NX oTobpakeHns B okHe "MNpasuna". Ytobbl n3aMeHnTb NOpaaok npasun, Bolbepute
npaswurio,




OWA - Outlook Web Access

AUXO

*C nomolLLbto cTpaHuLbl Mobile Devices MOXXHO ynNpaBnsiTb MOBUNbHLIMU YCTPOMCTBAMM, Ha KOTOPbIX Bbl Oblfv aBTOPU30BaHbI
noA CBOEN y4eTHOM 3anncbio. CBA3b Mexay MOOUIbHBIM YCTPOMCTBOM U YYETHOM 3annCbio MOXHO yaanuTb. B cnyyae notepu
MOBUITBHOrO YCTPOMCTBA Bbl MOXETE 3anyCTUTb yAanNeHHY OYUCTKY YCTPOMCTBA ANSA 3aLnTbl JaHHbIX. OTY CTPaHULY Takke
MOXHO MCMNONb30BaTh A5 NPOCMOTPa AaHHbIX CUHXPOHM3ALMKN N OPYTMX CBEOEHUN O MOBUITbHBIX YCTPONCTBAX.

*Ha OWA B npaBoOM BEPXHEM YrIy BblibepuTe 3HAYOK LLECTEPEHKM -> Options -> General -> Mobile Devices.

i Mail

(© Options

Shortcuts

4 General

Read receipts

B naHHOM MeHto ecTb
PYHKUMSA «OYUCTUTL»
YCTPOMWCTBO — BbIMOMHAET
yaaneHue Bcex AaHHbIX C
YCTPOWCTBA,

cbpoc Ao 3aBoACKNX
HacTpoek



AUXO

Excel

dA4A111111 1
20000000000
20000000000
Q00000 000OOGO



PopmaTbl Excel

®dopmar

Pabouana kHura Excel

Pabouana KHuUra Excel c makpocammu

BuHapHana pabouas KHura Excel

LLlabnoH Excel c makpocamu

Hapactpoiika Excel

PacwumpeHue

Xlsx

CraHAapTHbI dopmaT paboumnx KHUr Excel. B aencTBUTENBHOCTH
3TO CXaTbIn ZIP-apxu1B KaTanora XML-goKymeHTOoB. fiBnaeTcs
3ameHol bbiBluero 6uHapHoro ¢opmara .xls, xoTa u He
NoALepXKMBaAET MaKpOoChl No coobpaxkeHnam 6esonacHOCTH.

Ta ke paboyas KHura Excel, HO ¢ noaaep»KKo MaKpoCoB.

Ta e paboyasa KHura Excel c makpocamu, HO XxpaHALLan
nHdopmauuio B 6uHapHom dopmaTte. B ocobeHHOCTU YacTo
NCNONb3YeTCA A1A 04YeHb HONbLINX LOKYMEHTOB C AECATKAMM ThiCAY
CTPOK U/UNN COTHAMM KOJIOHOK.

LLlabnoH, co3aaHHbIM Kak OCHOBa A1A paboumx KHUT, BKOYEHa
NoAAepsKKa MakpocoB. 3aMeHseT cTapbi ¢opmar .xlt

HagacTpoiika Excel, HanpasneHHas Ha aobasneHue
[OMONHUTENbHbIX GYHKLIMOHAIbHbIX BO3MOXHOCTEN U
WHCTPYMEHTOB.




Hapctpounku Excel

Excel Options

General
Formulas
Data
Proofing
Save
Language
Accessibility
Advanced

Customize Ribbon

Quick Access Toolbar

CE——
|

Trust Center

{O View and manage Microsoft Office Add-ins.

'\ Excel Add-in

\Program Files (x86)\ Common

Euro Currency Tools :\Program Files (x86)\Microsoft C
Inquire C:\Program Files (x86)\Microsoft Office\root\

Microsoft Actions Pane 3

Microsoft Data Streamer for Excel C:\Program Files (x86)\Microsoft Office\root\
Microsoft Power Map for Excel C:\Program Files (x86)\Microsoft Offi
Microsoft Power Pivot for Excel C:\Program Files (x86)\Microsoft Office\root\
Solver Add-in C:\Program Files (x86)\Microsoft Office\root\

Document Related Add-ins
No Document Related Add-ins

Add-in: Analysis ToolPak
Publisher: Microsoft Office
Compatibility: No compatibility i i ilabl

Action

\  Excel Add-in

COM Add-in
XML Expansion Pack
COM Add-in
COM Add-in
COM Add-in
Excel Add-in

Location: C:\Program Files (x86)\Microsoft Office\root\Office16\Library\Analysis\ANALYS32.XLL

Description:  Provides data analysis tools for statistical and engineering analysis

(VEUECT Excel Add-ins N

AUXO

B HacTporkax Excel MOXHO
ynpaBnsTb YCTAHOBMNEHHbIMU
HaACTpoOMKaMu.

HapcTtporkn — 910 nporpamMmmel,
BXogsLue B coctaB Microsoft Excel
N pacLUMpsaOLME ero BO3MOXHOCTMU.
[Mepen ncnonb3oBaHMEM HAaACTPOEK
nx Heo6XoaNMO yCTaHOBUTb
CHavana Ha KOMMbloTepe, a 3aTeM B
Microsoft Excel. Mo ymonyaHuto
HaacTpoviku (dpavnbl ¢
paclumpeHunem xla)
yCTaHaBnmBaloTCcs B nanke Library,
KOTOpasi HaxoAUTCs B Nanke
Microsoft Excel. MNpu ycTtaHoBKe
HaOCTPOEK NX BO3MOXHOCTU
CTaHOBSITCH LOCTYMHbIMU B
Microsoft Excel, a B MeHI0
AobaBnsalTCa COOTBETCTBYHOLME
KOMaHApb!.



dopmart siueek excel AUXO»

[ns auyeek kaTeropum «aaTta» Ans KOPPEKTHOro OTOGpaKeHUs Npu BBoAE

AaHHbIX HEO0BXO4MMO YYNTbIBATL, KAKOW pasaennTenbHbi CUMBOS
B excel MmoxHo 3agatb hopmar SRR

AYeekK (kak nporpamma dyaneTt B pervoHarnbHbIX HacTponkax OS 1 Kakoi UCMONb3yeTcs B JOKYMEHTE.
pacrno3HaBaTb JaHHble, Hanpumep B
Buae UunmdpoBOro 3Ha4YeHus,

BanoThl, AaTbl, BPE

Format Cells

Number  Alignment Font Border Fill Protection

Category
General Sample
Number
Currency
Accounting Type
:
Time 4/03/201 - A
Percentage ot
Fraction
Scientific
Text p. )
Special 3/ ] Region
Custom

Paste Options:

® Smart Lookup
Insert... R 2
Locale {location) Fomats ~ Administrative
Russian
Format:

Russian (Russia)

Sort Date and time formats

ats display date and time serial numk
0 o changes in regional ¢ Short date: dd/MM/yyyy
n. Formats without an asterisk

§J New Comment

Long date: d MMMM yyyy .’

Short time: H:imm

Long time: H:imm:ss
Define Name... )
First day of week: MNOHEAENBHNK
@ Link



Makpochbl Excel AUXO

Ecnn npu paboTe B Excel y Bac eCcTb 3aaun, KOTOpble MOBTOPSAIOTCS, MOXHO 3anncaTb Makpoc A
aBTOMaTm3aumm aTux 3agad. Makpoc — ato gencreune nnm Habop AeNCTBUIN, KOTOPbIE MOXHO 3anycKaTb «O4HUM
HaxxaTuem». [pn co3gaHnn Makpoca 3anmcbiBaloTCS LWEMYOK MbILIN U HaXXaTue KnaBuLL.

Makpochbl HaxogaTcs Ha Bknagke PaspaboTumk (Developer), KOTopasi MO YMONYaHMIO CKpbITa, MO3TOMY CHavana
HY>KHO BKNIOYUTb ee. [1na aToro 3anamte B HACTpPoukuM Excel -> Customize Ribbon-> akTuBMpoBaTb PyHKLMIO
Developer. [locne akTnBaumm — Bkrnagka paspabotymka Oyaet otobpaxkaTbCsl Ha naHenu ynpasneHns excel.

File Home Insert Page Layout Formulas Data Review Developer Help

HI]'PI E‘ ﬁ Record Macro r 2 o= H ies TD Import
L= S =S A a5y o
? ive References A : e Expansion Packs

curity




Co3paHue Makpoca AUXO

[Mpn 3anncm makpoca Bce ENCTBUA B KOAE 3annCbIBAKOTCA C NOMOLLbIO Visual Basic. K Takum geNCcTBUAM OTHOCATCS BBOA TEKCTA
Unn ymcen, Bblbop A4YeeKk unm KoMaHa Ha NeHTe unm B MEH, hopMaTMpoBaHME AYEEK, CTPOK U CTONBLOB Mnn gaxe MMnopT
JaHHbIX U3 BHELLHEro MCTOMHMKA, cKaXkeM, Microsoft Access.

O6paTnTe BHUMMaHWe, YTO MpU 3anMcuM Makpoca PerucTpupyrTcs NodTWM Bce Bawwy geicteus. [MosToMy ecnu Bbl JonycTuTe
OLUNBKY, HanpMMep HaXKMeTe He Ty KHOMKY, CPeACTBO 3anncy MakpoCcoB 3aperncTpupyeT ato aencteme. MNepea 3anucbio MakpocoB
MonesHo 3HaTb criegytoLlee:
«Makpoc, 3anucaHHbIi Ans paboTbl ¢ AnanasoHoM Excel, OyoeT BbINOMHATLCS TONBKO ANA AYeeK aToro AnanasoHa. MNoatomy ecniu
Bbl 406GaBUTE B ANana3oH HOBY CTPOKY, MaKpoC He ByaeT NpMMEHATLCS K HE.
*Ecnu BaM HyXHO 3anucaTb ANMHHYH MOCneaoBaTeNbHOCTb 3a[ay, COBETYEM BMECTO 3TOrO MCMOMb30BaTb HECKONbKO Gonee
MEIKMX MaKpOCOB.

CosaaHue Makpoca: File Home Insert Page Layout Formulas Data Developer Review
1. Ha Bknagke Developer HaxmuTe KHOMKy Record FF & Record Macro Eﬁ ‘ Properties
Macro. e B e R e e L~ =
2. BseguTe nmsa makpoca B nomne Macro name, vit . Excel COM | Insert Design ?V'ew C.Ode
3. 3apaiiTe codeTaHue KnaeuLl ans 3anycka BI aar e | ins Add-ins Add-ins v Mode E Run Dialog
Makpoca 1 onucaHme B none Description. i Add-ins Controls
4. Haxxmute kHonky OK, 4To6bl Ha4YaTb 3anuchb. | -
5. BbINONHUTE OENCTBUSA, KOTOPLIE Bbl XOTUTE | store macro in:

This rkbook

aBTOMaTU3NpoBaTh (Hanpumep, BBeAWTe CTaHOAPTHBbI
TEeKCT U1 3anonHuTe ctonbew AaHHbIX, HAacTponTe
unbTp NO AaHHBLIM U T.4).

6. Ha Bknagke Developer wenkHute Stop Recording.

Description:




HacTtpoikn 6esonacHocTy excel V) (¢}

B HacTporkax 6esonacHocTu Trust Center MOXHO
BbICTaBUTb HACTPOWKN OTKPLITUA DanroB 13
A0BEPEHHbIX NCTOMHUKOB (3a4aTb AepeKToputo, Npu
OTKPbITUN PannoB, HAXOAALLMXCA B JaHHbIX Nankax,
excel ByaeT cumtaTb UX HagexHelMn). Tak e 3agatb
napamMeTpbl 3anycka pansioB U3 HeHaaeXHbIX
NCTOYHWUKOB, OTPEryriMpoBaTb HACTPOWNKN
3alumuieHHoro npocmMortpa (Protected view).

General

Formulas




Excel AutoRecover AUXO

AutoRecover - (pyHKLMA aBTOMATUYECKOrO
BOCCTaHOBIIEHUS, KOTOPAsA COXPaHSET KOMnn
BCEX OTKPbITbIX (pannos Excel (C
JoMKCUPOBAHHBIM UHTEPBANIOM BPEMEHMN,
onpeaensieMbiM nosnib3oBarenem). Pannol
MOXXHO BOCCTaHOBUTb, €CAN MPUoXxeHue Excel
HeoXnagaHHO 3aKpbIBAETCS, HAaNpUMep, BO BpeM4
cbosi anekTpoceTu.

Ll New Microsoft Exc... ¥




Excel c6bpoc HacTpoek

[nsa Toro 4To 661 COPOCUTL NONBL30BATESNLCKUE HACTPOMKM

MS Office HeobxogmMmo :
1. 3antn B regedit
2. Janee - HKEY_CURRENT_USER
3. Software
4. Microsoft
5. Office
6. MKM no nanke excel (unu
C KakuM NpuroXxeHnem cesizaHa npobnema)
N NepenMeHoBaTb.

Mo nyTu:
C:\Users\username\AppData\Local\Microsoft\Office
[NepenmeHoBaThb narky.

HKEY_CURRE! L ;M Computer

Office
OneDrive
PeerNet
Protected Stor
RAS AutoDial

Remote Assisti
nova

B Registry Editor

File Edit ew Favorite

Computer\HKEY_CURRE| ware\Mi oft)

Notepad
v Office
11.0
120
14.0
15.0
16.0

Access
Common
Excel
Lync
MAPI

4 W Computer
HKEY_CLASSES

AUXO

SER
R
File Edit View Favorites Help
Name
HKEY_CLASSES_ROOT
4 HKEY_CURRENT_USER
AppEvents
Console
Control Panel
Environment
EUDC
Identities InstantStorm>aver
Keyboard |
it Intel
Network
Paliciec ) Licenses

Microsoft
Netscape

Nico Mak Compu
0ODBC

PDFCreator
PepsiCo

PlaceWare
ft\Internet Explorer S
R Policies

A || Name

ab| (Default)



AUXO

Outlook - obLwasa nHdbopmaums




Outlook AUXO

CywecTtByeT ABa TMna pannos gaHHbIX Outlook:

+Offline Outlook Data File (OST). lMpn nCNONb30BaHUM TAKNX YYETHBIX 3aNUCEN COOBLLEHMS ANEKTPOHHOM NOYThI, KaneHaapb u gpyrue
3NEMEHTbI OCTaBMNATCA Ha CepBeP N XpaHATCA Ha HeM. CUHXPOHM3MPOBaHHAs KONUsA COOBLLEHWI 3arpyXaeTCsa U COXPaHAETCA Ha
KOMMbOTEPE B aBTOHOMHOM (hawnsie gaHHbIX Outlook (OST).

*Personal Folders file (PST). ®ann gaHHbIX Outlook (PST) coaepXXmut coobLieHus n gpyrne anemeHTbl Outlook M coxpaHsaeTca Ha
rniokanbHOM KoMnbloTepe. Pansbl AaHHbIX Outlook (PST) MOXHO MCNONb30BaTh ANA apXMBaLMN ANEMEHTOB U3 YYETHbIX 3anucemn
3NEKTPOHHOM NOYThI Ntoboro Tnna.

> PEUWUDA42763 » Data(D:) » Users » 098233538 » OQutlook
Name a

3 Quick access

—3 archive

@ OneDrive - Pepsico @ Yanina.Pavlyuk.Contractor@pepsico.com

8 archive Properties @) Yanina.Pavlyuk.Contractor@pepsico.com Properties

General Securty Detalls Previous Versions General  Security Details Previous Versions

Outlook Data File (.pst) Outlook Data File {.ost)

ﬁ. QOutlook with: U vn application




Outlook AUX»

Pasnnuua mexay .ost & .pst (Exchange)

OcCHOBHbIe oTnM4YNA Mexay dannamm gaHHbix Outlook:

Outlook Data Files (.pst) ucnonb3yercsi, korga Bbl XOTUTE CO34aTb apxvB Unv 63kan BaLLnx narnok
Ha NokanbHOM KOMMbIOTEPE.

Outlook Data Files (.ost) ncnonb3yetcs, korga y Bac ecTb Exchange account n Bbl xoTuTe paboTarb
offline nnn ncnonesoBatb default Cached Exchange Mode.

Outlook Data Files (.ost) Bcerga konnpyroT 0ObEKTbI, KOTOPblE COXPaHEHbI Ha cepBepe. Het
HeobxogmmocTn Aenatb 63akan kak B cny4vae ¢ Outlook Data Files (.pst).

m- .

WORK
COMPUTER D OTHER
ﬁ | COMPUTER
OST
En
MOBILE DEVICE EXCHANGE

SERVER



Outlook AUXO

OBLWNin NOYTOBLIN ALLMK - NOYTOBLIN ALLMK, NO3BONAOLWUIA ONpeaeneHHbIM Nofb30BaTeNsM YuTaTb U OTNPaBNATb COOBLLEHNS
SMEKTPOHHOW MOYThI, @ TaKKe COBMECTHO UCNonb3oBaTh 06LwmMn kaneHgapb. O6LmMI ALLKMK ynpoLaeT NpoLecc MOHUTOPUHIa U
oTnpaBkM NMceM c obLiero akkayHTa. Koraa 4enoBek B rpynne oTBevaeT Ha coobLueHne oTnpasneHHoe Ha obimm n/s,
oTnpaBuTenem byaet 3HaumTbesa 0bwmi n/s. OMNA - 310 OTNMYHBIN cnocob obpabaTbiBaTb NMCbMa OT 3aKa3yuka, T.K. HECKOMbKO
COTPYAHWKOB MOTYT pa3genutb 06593aHHOCTU ero MOHUTOPUHIa n obecnevnTb HesaMmeanuTenbHbIi OTBET Ha NucbMa. OlNA He
MMeeT Napons B OTNMYMe OT NOYTOBOrO SLLMKa Nonb3oBaTtens. Bol He moxeTe nogknountbes kK OMNMA HanpsaMyto, MCNONb3ys KIUEHT
Outlook, obnayHyto Bepcuto noytbl Outlook Web App, Exchange ActiveSync unu nto6ow apyron Exchange protocol. MNpexae Bcero

HeobXxoaMMO 3anpoCcUTb AO0CTYN K 06LEMY NOYTOBOMY ALLMKY. [ocne Yero MM MoXHO NOMNb30BaTLCA Yepes KIMUMEHT UM 0bnayHyto
BEPCUIO.

CnMCOK pacchIfkn - 3TO MEXaHN3M, KOTOPbI MNO3BOMSET pa3ocnaTh COOBLLEHMS onpeaeneHHoN rpynne nonb3oBaTtenen,
npeacTaBrneHHoN B Buae oaHoro nonyyartensi. CIMcKy pacchinkn UCNonb3yTcs AN OTNpaBky NoYThl rpynnam nogen 6es
Heo6X0AMMOCTY BBOAUTL KaXKAbI NOYTOBLIN agpec oTaenbHO. CnCoK pacehIfnkv OTNNYaeTcs oT obLwero n\s TeM, YTo YYaCTHUKN
CMNMCKa pacCbifikv HE MOTYT OTBETUTb OT UMEHM CMIUCKA PACCHINKM.

RussiaApplicationSecurity@pepsico.com
Send DL - ia BIS . From: SPA - Russia Application Security {BIS} [RussiaApplicationSecurity@pepsico.com]

Send using account: Yulia.Vernigor.Contractor@pepsico.com




Outlook

AUXO

*B oTkpbIBLLEMCS OKHE Microsoft Exchange
HeobxoaMMo nepenTn Bo BKNaaky Advanced

v Yulia.Vernigor.Contractor@pepsico.q

MKM no nmeHun y4yeTHom 3anucu v Bropaume

(appecy noyThbl).

HaxmuTe Data File Properties.

Kpure:
AHTOH
Service desk Russia Atos Leads
Dasha

MepenanTe BO BkNagky Advanced SEA-RiaMeaip Llasterot

Sveta
Zagoruiko Evgeniya
YepHosuku

Outlook Today - [Yulia.Vernigor.Contractor@pepsico.com] Prop... X

General Home Page Policy  Permissions
Yulia.Vernigor.Contractor@pepsico.com

Type: Folder containing Mail and Post Items
Location: Microsoft Outlook

Description:

ow number of unread items

ow total number of items

When posting to this folder, use: | IPM.Post

GRS

Upgrade to Color Categories...

Cancel

] Gomse st 1 HaxaTb Add.
Open File Location *B maneHbkom okoLllke Add mailbox

BBEAMTE HAa3BaHWE NOYTOBOrO ALLMKA.
«[1Na NpMEHEHUs1 HACTPOEK HAXMUTE

Apply -> Ok.
*Haxkmute Next -> Done.
*O0LLMI NOYTOBLIN ALLMK ByaeT oTobpaxaTbes
Ha NaHene cnesa ps4o0M C BalLMM NOYTOBbLIM
npodpunem.

[ NewFol

All Site Mailboxes...

Generae(urlty

Mailboxes
Open these additional mailboxes:

Add Mailbox X

Add mailbox:
i —

Cancel

Whload shared Tolders
D Download Public Folder Favorites

Outlook Data File Settings...

Microsoft 365 Features

Tum on shared calendar improvements

Mailbox Mode

Outlook is running in Unicode mode against Microsoft
Exchange.




Outlook

« Haxmute File B NeBOM BepxHeM yrny Ha [aHenv MHCTPYMEHTOB.

+ Bo Bknagke Info HaxmuTe Account Settings BbibepuTe Account
Settings.

s Bx¢

Home Send / Receive Folder View Help Q Tell me what you

M B

m Move to: ?
[ . Cooe

© Account Informatic

Yulia.Vernigor.Contractor@pepsico.com
Microsoft Exchange
+ Add Account

Account Settings
S

Change settings for this account or st
Account connections,

Settings = Access this account on the web.

p Account Settings...
@ Add and remove accounts or change

Open & Export

Print

existing connection settings.

AUXO

Account Settings

Email Accounts
You can add or remove an account. You can select an account and change its sg

Email Data Files RSS Feeds SharePoint Lists Internet Calendars Published

¥ Change... X Remove

Q Yulia.Vernigor.Co t Exchange (send fr

o * Qutlook

» Bo Bknagke E-Mail tab HaxxmuTe New. Connect

* B nosiBuBLLEMCH OKHE BBEAUTE aapec obuiero n\s.

No account? Create an Qutiook.com email address to get started.



Outlook

AUXO

BonbLlUMHCTBO agMUHUCTPATOPOB NPUMEHSIIOT OrpaHNYEHNA BMECTMMOCTM MOYTOBOIO SLLMKA,
NO3TOMY HaM HY>XHO OOBACHUTL NOb30BaTENSIM Kak 0CBOOOANTL MECTO B MOYTOBOM SALLMKE
Outlook.

Outlook Takxe TpebyeTcs HEKOTOpPOoe KONMMYecTBO CBOOOAHOrO MecTa AN oTnpaBku Unm
nonyyeHus

noytbl. Ecnn "ybopka" He GyaeT Npon3BoanNTLCA BOBPEMS, NMPUMNOXEHNE HE CMOXET OCYLLECTBIA
Tb Onpepaumio nony4eHnsa\oTrnpasku. OST daiin He CMOXET ObITb 3arpy’>KeH NPUNOXeHNeM, Koraa
MECTO Ha XeCTKOM AnucKe OyaeT ncyepnaxo.

O6patnte BHUMaHWe YTo BCE coaepxxmmoe nanok (Kanengapw, XKypHansl, Bxogsiume,
UepHoBUKK, a Takke YaanéHHble n HexenatenbHas novta (Cnam)) 3aHMMaeT cBOOOAHOE MECTO
XecTkoro agucka. NpoBepka Bcex AaHHbIX NanoK NOMOXET HaM onpeaenmMTbes ¢ NPOBIeMHON.



Outlook

AUXO

Pexwnm kawmpoBaHusa Exchange aenaet ynobHee paboTy ¢ y4eTHoM 3annckio Exchange. B atom pexunme
KOMWsi MOYTOBOIO SiLMKA XPaHUTCA Ha KOMMblOTepe, YTO obecnevmBaeT BbICTPLIN AOCTYN K AaHHbIM. Kpome
TOro, KOnus perynspHo o6HoBNSAETCH C cepBepa, Ha KoTopoM paboTtaeT Microsoft Exchange.

Pexum kalumpoBaHusi Exchange gaeT nonb3oBaTtensiM BO3MOXHOCTL 6ecnpenaTcTBeHHO paboTaTh B
WNHTEPaKTUBHOM U aBTOHOMHOM pexnme paboTbl ¢ Outlook nyTem KalMpoBaHMS NOYTOBOIO siLLMKa
nonb3oBaTtens. [laHHbIN peXuM NorneseH B crieayoLmx cryyasx:

[lna nonb3oBarenen, Yyacto padoTatoLwmx aBTOHOMHO 1M 6€3 BO3MOXHOCTM MOAKITHOYEHMS.
Ansa nonb3oBatenew ¢ 6onblwnM BpemeHeM noakntodeHns (6onee 500 mc) Ao Exchange Server.

CeTeBoWi pexum paboTtaeT, UCcnonb3ya MHOopMaLIMIO HEMOCPEeACTBEHHO C CepBepa, 1, Kak nogpasymesaeT
ero HasBaHue, Ans ero paboTbl HEO6XOANMO NOAKMHYEHUE K CETU. [laHHbIe MOYTOBLIX ALLMKOB B 3TOM
peXunme HUKOrIa He 3anucbiBaroTCA Ha ANCK. [aHHbIN peXXMM CTOUT UCMOMb30BaTh B CNEAYHLLMX CryYasX:

PaboTbl MHOXXECTBa nonb3oBaTenem, obpallaoLwmnxcs K pa3HbiM y4eTHbIM 3anncsm Outlook, Ha ogHoOM
KoMnbloTepe (Hanpumep, CMeHHbIE COTPYAHUKMN).

WHTeHCMBHOroO NoaHaa30pHOro COOTBETCTBMSA UMK 3aLLMLLEHHON Cpeabl, B KOTOPOW CYLLIECTBYET PUCK
NOKarnbHOro XxpaHeHUs! AaHHbIX.

BonbLioro konnyecTsa NoAKMOYEHHbIX 0OLLMX M\SA ¢ O0MNbLLUMM 06bEMOM AaHHbIX (NpeBbilwakoLLmnx 500).



Outlook AUXO

Microsoft Exchange

General Advanced Security

[nsa oTkNto4YeHns KOLLMpoBaHUA:

Mailboxes

KM no noutoBomy npodmnio -> Data file properties. L
* B oTKpbiBLEMCS OKHe BO Bknaake General Haxknmaem Ha KHOMNKy Advanced.
* B HOBOM OKHe Nepexoanm BO BKIagKy
Cached Exchange Mode Settings
Advanced. Heo6xoanmo CHATb rano4vky T ——
Use Cached Exchange Mode. ; Y

Haxunmaem Apply -> OK.

Mailbox Mode

v Yulia.Vernigor.Contractor@pepsico.qiiug e rH 3 - g:éﬂ::;: running in Unicode mode against Microsoft
v Bxopgawue
Kpwtei
AnToH
Service desk Russia Atos Leads
geha gE S ADoK S Cancel
SPA - Russia Mercury L1,5 Support ~ %
Sveta )
Zagoruiko Evgeniya
Yeprosuku
> YaaneHHbie
OtnpasnenHbie

> Conversation Historv



Outlook AUXO

[Ans oTknoYeHns kawmnpoBaHns obwmx n\s (NoakntoYeHHbIX 00bIYHBIM CNOCOO0OM (He OTAENbHbIM Ost -
darnnom) Heobxoanmo:

+ KM no noytoBomy npodpunio -> Data file properties.

» B oTkpbiBLIEMCS OKHE BO Bknagke General Haxknmaem Ha kHonky Advanced.
» B HoBOM okHe nepexoaum Bo Bknagky Advanced. Heobxogmmo cHATb ranoyvky Download shared folders.

Haxumaem Apply -> OK.

o 4 ; ook Today - [Yulia.Ve Ci @pepsico. e X B : -
Yulia.Verigor.Contractor@pepsico. i g s NI ETe Qutlook Jodsy; [¥ulia Nesnigor.Contsactor@pepsico.comt rop Microsoft Exchange

v Bxopauwue General Home Page Policy  Permissions
Open File Location General Advanced Security
Kpus! Yulia.Vernigor.Contractor@pepsico.com
pi
Mailboxes
AHTOH Type: Folder containing Mail and Post Items
Open these additional mailboxes:
Service desk Russia Atos Leads Location:  Microsoft Outlook . e R
. o SPA - Russia Application Security {BIS} Add...
Dasha e Mailboxes... Sl SPA - EUR Mobile Team {P1}
SPA - Russia Mercury L1,5 Support Remove
Sveta
ruiko iya ® y i
Zago Evgeniy: @ Show number of unread items Cached Exchange Mode Settings
O Show total number of items
Yeprosuku hed Exchange Mod
> YaaneHHoie When posting to this folder, use: |IPM.Post v nload shared folders

OtnpasneHHbie nload Public Folder Favorites

€
> Conversation Historv Outlook Data File Settings...
Folder Size... Advanced...

Upgrade to Color Categories... Microsoft 365 Features
Turn on shared calendar improvements
Mailbox Mode

Outlook is running in Unicode mode against Microsoft
Exchange.




Outlook

Inbox Properties

« KM Ha nanke, offline dbalirbl KOTOPOI TPEBYETCA OUMCTUTD. |

Type: Folder containing Mail and Po

« BbiGupaem Properties.
« Bo Bknagke Ceneral Haxxumaem Clear Offline Items

4 x S S number of unread items
[j Open in New Window

rsation | £ New Folder...

Sent Items

otal number of items

When posting to this folder, use: | IPM.Post

> Deleted Items

Folder Size... Clear Offline Items

B Copy Folder
Drafts B3 Copy Folder

Junk Email

=) Mark All as Read

7 Clean Up Folder

2. Sroups T Delete Al

Remove from Favorites

e R Mocne ouncTkM ByOeT NporpyeHa akTyarnbHas
v Archives 7| Sort Subfolders Ato Z
> Deleted Items MHCbOpMaL"Mﬂ C CepBepa

Move Down

Properties...




Outlook

PST file MOXXHO co3gaTb
aBTOMAaTUYECKM UINN BPYYHYIO.

ApPX1BMPOBaHNE BPYUHYIO MOXET
ObITb OCYLLECTBIIEHO NyTEM
nepeTacknBaHus NMceM B nanky
ApPXUB UNK C NOMOLLbIO NpaBuna.

O6a cnocoba npMBOAAT K OQHOMY
pes3ynbTaTy: yBenMyeHne mecrta Ha
Exchange server 4ns KOppekTHON
paboThbl.

) Archive all folders according to their AutoArchive settings
(®) Archive this folder and all subfolders:

3 yanina.pavlyuk.external@atos.net
[ Brogawume
# YepHoBuKK
D OTnpasneHHbie
]E YpaneHHbie
D Conversation History
& RSS Feeds

7] Apxus
T XKypHan
3agaum

Archive items older than: | Fri 6/14/2019 v

[JInclude items with “Do not AutoArchive” checked
Archive file:

C:\Users\A706715\OneDrive - Atos\Documents Browse...

©

Save As

Save Attachments
Print

Office

Account
Feedback
Options

Exit

AUXO

o .
L/Q  Microsoft Exchange

-~ Add Account

0O Account Settin

>

r Change settings for th
Account

Settings ~

,] Automatic Rey

Use automatic replies 4
Automatic respond to email mess|
Replies

@

Manage the size of yo

B 3240 GR free nf 99

——; Mailbox Cleanup..

@ Empty Deleted Items Folder
ms
Clean Up Old Items...

% Move old items to an
Outlook Data File.



Outlook AUXO

1 cnocob - cosgaHune PST hanna Bpy4YHYIO:
» [lepexogumo Bo Bknagky File -> Info.

* Account Settings — Account Settings

* Bo Bknagke Data files Bbibupaem Add.

Account Settings

Data Files
Outlook Data Files

@ QCC unt |nf r atic SFeeds SharePoint Lists Internet Calendars Published Calendars Address Books

7 Settings.. @ SetasDefault X Remove [ Open File Location...
@ Info

Name Location

Yulia.Vernigor.Contractor@pepsico.com ) . .
My Outlook Data Fil. \Documents\Outlook Files\My Outlook Data File(1).pst
O Yulia.Vernigor.Contr. \ ppData\Local\Microsoft\Outlook\Yulia.Vernigor.Contract...

Open & Export Microsoft Exchange
+ Add Account

/O Account Settings

/g Change settings for this account or s¢
Account connections,
Settings v

Print ®  Access this account on the web. Select a data file in the list, then click Settings for more details or click Open File Location to
Ly display the folder that contains the data file. To move or copy these files, you must first shut

down Outlook.

Tell Me More...
Account Settings...

dd and remove or change
isting conr




Outlook

2 cnocob - aBToapxmBaLms:

+ [Mepexogumo Bo Bknagky File -> Options.

* B oTkpbIBLLIEMCA OKHE Nepexoan Bo Bknaaky Advanced — AutoArchive Settings.

AUXO

+ Haxas ranouky Run AutoArchive every.. MOXHO 3a4aTb NPOMEXYTOK BPEMEHW, Yepes KOTOPbIN aBToapxmBauns byaet
npovcxoauTb. [ocne ykazaHua Heobxoaumblx napameTpoB HaxmMuTe Apply these settings to all folders now.

Account Informat

W e

Outlook Options

General
Mail
Calendar
Groups
People
Tasks
Search

Language

Accessibility

Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

Options for working with Outlook.

Outlook panes
[T Cestomae Outlockpanes
~ Show Apps in Outlook -
Outlook start and exit
Start Outlook in this folder. linbox |
B Empty Deleted Items folders when exiting Outlook
AutoArchive
LE,L Reduce mailbox size by deleting or moving old items to an archive data file,

Link Handling

I Open supported hyperlinks to Office files in Office desktop apps

AutoArchive

archive 1o

Default folder settings for archiving

To specify different archive settings for any folder,
right-click on the folder and choose Properties, then go

to the AutoArchive tab.



Outlook

[lna Toro, 4To6bl pa3dunTb apxmMB Ha HECKOSbKO dhannosB
(Hanpumep, dann apxmea 6onbLLIOro pa3mepa), HeobxoanuMo:
* [lepenTn BO BKNagky File.

» BbiGrpaem nyHKT Tools.

B BbInagatowem cnucke Bbibupaem Clean Up Old Items.

Bblbunpaem apxumB, U3 KOTOPOro Archive
HeobxoaMMOo NepeHECTM NUCbMa

©

Save As

Save Attachments
Print

Office

Account

Feedback

(O Archive all folders according to their AutoArchive settings

) Archive this folder and all subfolders:
o O
Ve

YctaHaBnuesaewm gaty, oo
KOTOpON HEOBXOAMMO NEePEHECTU

yanina.pavlyuk.external@atos.net
Brxoasawme

# YepHoBUKM

] otnpasnentee

@] YaaneHHsbie

E:I Conversation History

niacbma [ RSS Feeds
7] Apxus
75 2KypHan
3agaum
Yka3blBaemM ﬂyCTb K HOBOMy Archive items older than: | Fri 6/14/2019 v
apxuBy [JInclude items with "Do not AutoArchive” checked

Archive file:

C:\Users\,

A706715\0OneDrive - Atos\Documents Browse...

f
Account
Settings ~

]

Automatic
Replies

Tools

Ma

AUXO

Account Settin|

Change settings for th

Get the Outlook a

Automatic Rey

Use automatic replies
respond to email mess|

Manage the size of yo

B 3240 GR free nf 99

Mailbox Cleanup.
ilbox

Empty Deleted Items Folder

Iter

F] Clean Up Old Items...
[~“] Move old items to an

Outlook Data File.




Outlook AUXO

Ecnn Apxus noBpexaeH, eCTb BOSMOXHOCTb BOCCTAHOBUTL apxuea Yepes nporpammy Scanpst. exe. [ins atoro:

« 3anyckaeM yTunuTy Scanpst.exe (NyTb kK ucnonHsiemomy danny - C:\Program Files\Microsoft Office\root\Office16).
* Bblbupaem hann noBpexaeHHOro apxusa.

» 3anyckaem npoBepky canna Start.

Ecnun apxuB 6onbLuero pasmepa, a Ha xécTkom aucka Bawero MK mano csobogHoro mecta, ybepute ranouky ¢ nyHkta Make backup of
scanned file before repairing. na Hayana BOCCTAHOBNEHNSA HAXXMUTE KHOMKY Repair.

MpoBepka apxmBa Ha OLMOKM MOXET MATU LOBOSIbHO NPOAOIKMTENbHOE BpeMs (4o 6-10 YacoB Anst apxuBoB pa3mepom Goree 40 I6).
BoccraHoBneHme gnutcs NpMMEepHO CTOMbKO XKe, CKOMNbKO ANunack NpoBepka, Npy 3TOM eCriv OKHO NporpaMMbl CTano HeakTUBHbLIM
(cepbim) 1 nosiBunack Hagnucb Not Responding - 9T0 HOpMarbHOe NoBeAEHUE NPOrpaMMmbl, HUKaKUX AEACTBUI NPEANPUHUMATh HE HYXHO.

* OST (paiinbl He BOCCTaHaBNMBaeM, a nepecosaaemM npodunb



Outlook AUXO

Tak e B psge npobnem ¢ nepeco3gaHMeM Npodussi, MOXXeT NOMOYb NePENMEHOBaHNE UCMONb3YEeMOro
darina npoduns (.ost):

a06a66f410599046b0dacal83e568321 - Autodiscover

1=| archive
d633ded99463364abe2701b2367b6941 - Autodiscover

@ Mobile. Team@pepsico.com

@ RussiaApplicationSecurity@pepsico.com

1 valeriya.demina.contractor@pepsico.com_old|

lMocne nepemmeHoBaHna carnna .ost Heobxoanmo 3anycTnTb outlook NOBTOPHO - co3gacTcs HOBbIM dhann Npoduns.

Tak XXe MOXHO «MOAMEHATb» panrbl .ost:

Cosgaem HoBbIV Npodhune.

3anyckaem Outlook.

3akpbiBaeM outlook, nepermeHoBbIBaeM HOBbIV dhaln .ost, nepenmMeHoBaTb CTapbl oan .ost TEM XXe UMEHEM, YTO U
HOBBIN.

3anyckaem outlook.

OT0 no3BonseT nsbexarb AOMryH 3arpy3Ky 1 NOBTOPHOE KIALLMPOBAHUSA BCEX COOOLLEHUN.



Outlook AUXO

Mpodunb o4eHb BaxkeH Ans pabotbl ¢ Outlook. OH cogepXXuT yyeTHble 3anncu, darnbl JaHHbIX U NapamMeTphbl, OT KOTOPbIX 3aBUCUT, rae
coxpaHsaTcs coobLueHus. Ytobbl nepeco3aatb Npodusb, HE0OXoANMO:

B nepByro o4epeab NpoBEepuUTb Yy Nofb3oBaTend Hallm4na apxmeoB U O6LLI,VIX NOYTOBbLIX ALLMUKOB, T.K. NOCJ1€ Nepeco3gaHnA I'IpO(*)I/IJ'IFI nx
HeO6XO,EI,I/IMO HaCTpPOUTb NMOBTOPHO.

Mocne npoeepkun nepexognm B Control Panel -> Mail -> Show Profiles.

Mocne HaxaTna Add NosiBUTCSt OKHO C 3arnpocoMm yKa3aTtb HOBOE M4 I'IpOCbIAJ'IFI. BaxkHo: He Hago yoanatb CTaprIZ AKKayHT.

B
A [E3 > Cont.. > All Contr..

General
Adjust your computer's settings

\ ﬂb The following profiles are set up on this computer:

) . e
‘j:' Internet Options A Mail Setup - Outlook X

) i Email Accounts A New Profile
Keyboard

Jl Setup email accounts and directories. EmailAcconnten

Data Files

e

;) Create New Profile

P Change settings for the files Outlook uses to Data Files Profile Name:
‘;\;;\_] store email messages and documents. |

«» Mouse

Profiles

When starting Microsoft Outlook, use this profile:
. Setup multiple profiles of email accounts and Show Profil \ A
twork and Sharing é data files. Typically, you only need one. m rompt for a profile to be used
nter @) Always use this profile

Outlook
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PaboTa ¢ Outlook
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Pa6oTa ¢ Outlook AUXO>

Mo-ymonuaHuio, npu 3anycke dpnbika ang Outlook, nponcxoguT 3anyck npouecca Outlook.exe, padoTatowero B 00blMHOM pexume. OgHako
CYLLECTBYIOT CUTyaLMWn, KOr4a ANs AMarHOCTMKKU, BOCCTAHOBMEHUsI Mocre cboeB unm UCnonb3oBaHWst B CKpunTax M cueHapusax, Outlook
NPUXOANTCA 3anycKaTb C AONOMHUTENbHLIMU NapaMeTpamMu (NapameTpamy KOMaHOHOW CTPOKHN).

outlook.exe /(knou)

SN XSS

/resetnavpanel - 3anyckaet Outlook, ounLLaeT 1 pereHepupyeT NaHenb HaBurauum Ans TekyLero npoguns.

/cleanclientrules - 3anyckaet Outlook 1 yganset niobble KNnMeHTckue npasuna.

/cleanserverrules - 3anyckaeT Outlook 1 ygansieT Bce cepBepHble npasuna.

/cleanrules - 3anyckaeT Outlook n yganser kak KnnmeHTckue, Tak n cepBepHbIE NpaBuna.

/cleanprofile - ynanser HepencTeBuTenbHbIE pasfenbl NPodUNa U Npu HeobXoAMMOCTM BOCCTaHaBMMBAaET CTaHAapTHble pasaensb
peecTpa.

/cleanreminders - ounaeT u pereHepupyeT HaNnoOMUHaHUS.

/cleanviews - BOCCTaHaBnMBaeT CTaHAApTHble MpeacTaBneHus, ygansas nobble  cneuManu3vpoBaHHble  NpeacTaBeHns,

NOAroTOBMEHHbIE NONb30BaTENEM.
/firstrun - 3anyckaet Outlook Tak, kak 6yATO 3TO NEepBbLIV 3anyCcK NPorpamMmbl.

AN

/regserver - nepesanucbiBaeT Bce cBsidaHHble ¢ Outlook pasgenbl peecTtpa M M3MeHsAeT NpYBA3KY (annoBbiX paclunpeHun 6es
peuHcTtannsauum Outlook nnm 3anycka Setup ¢ kno4vom /y. MapameTpbl HaxogsTcs B danne outlook.srg - B Ton camow nanke, rae
HaxoguTca nanka Outlook.

v /resetfoldernames - 3anyckaet Outlook n npucBamBaeT Bcem nankam (Hanpumep, Inbox, Outbox) cTaHAapTHblE MMeHa ANs TeKyLlero
A3blka. DTOT K04 MOME3EH, ECMN Ha KMMEHTCKON MallunHe, CBSA3aHHOW ¢ Exchange, 6bin yCTaHOBMNEH HOBbIN A3bIK.

/resetfolders - 3anyckaet Outlook n BoccTaHaBnmBaeT ntobble OTCYTCTBYHOLME NankK ANS CTaH4ApPTHOIO peXxnMa 4OCTaBKU MOYThI.
/resetoutlookbar - 3anyckaet Outlook 1 BocctaHaBnuBaeT naHenb ynpasnexHms Outlook.

S SN

/unregserver - 3anyckaeT Outlook, yaanset Bce pasgensl peectpa n dannosble npussasku ans Outlook.



Pabota ¢ Outlook

Ecnu Bo3Huknu npobnemsl ¢ 3anyckom Outlook, TO MOXHO NpoBEpUTL
3anyck vyepes outlook.exe /safe — 3anyckaet nporpammy B safe mod:

/safe - 3anyckaeT Outlook 6e3 paclumpeHun, NnaHenn YTeHUs 1
cneumanbHbIX HACTPOEK UHCTPYMEHTaNbHOWM NaHenw.

/safe:1 - 3anyckaeT Outlook 6e3 naHenu YteHus.

/safe:2 - 3anyckaeT Outlook 6€3 HayanbHOM NPOBEPKM MOYTOBbLIX Bl
COOGLL'.eHV”‘/Jl EE outlook.exe /safe

Run

/safe:3 - 3anyckaeTt Outlook 6e3 pacLuMpeHnin, HO NX CIMCOK NPUBELE HENNNENg.
B Add—ln Manager 2 outlook.e)

results

/safe:4 - 3anyckaeT Outlook 6e3 3arpy3ku cnewlmanbHbIX HACTPOEK
(dannbl outcrnd.dat u * fav).

AUXO

k-



Pabota ¢ Outlook

B AaHHbIX HAcCTpoliKkax Bbl MOXETE N3MEHUTD:

Wpudt
KonoHkun Cnocobbl oTobpaxeHns nons 1:
CopTHpOBKY 1 T.N CKPbITb NaHenb, MUHMMU3VPOBATb,

OObIYHbIN PEXMM.

-on notif...

‘anina.Paviyuk. . eps gn-on notif...

> Inbox
Kickive Yesterday

> Con anna.gu
Sent ltems

> Deleted ltems

f SPA - Corporat .
Draf A Corpc::ia\e Co.

Junk Email

= : h, Pavi...

Cnocobbl oTobpaxxeHns nons 2:
NPeANPOCMOTP MUCEM.

NH BT CP 4T NT Cb

*#) PEPfecd

AUXO

Cnocobbl 0To6paxeHus
nons 3: KaneHgapb, 3agayu,
CMUCOK N3BpaHHbIX
KOHTaKTOB.

Mapt 2021

Tomorrow

Mobility and Design Studio se. .
h

Franchise Tow Checks an..
H

E Weekly Huddle



Pa6oTa ¢ Outlook AUXO>

Mo YMOIM4aHuo, Npun OAHOKPAaTHOM HaXXaTl Ha
NMNCbMO OHO aBTOMaTU4ECKHA 0To6pa>KaeTcs=| KakK
npo4vnTaHHoOeE.

[ns Toro, YTobbl N3AMEHUTb AaHHYO HACTPOWKY:
+ [lepengunte B Options -> BKrnaaka Mail.

» B pasgene Outlook panes HaxaTb Reading
Pane. B OTKPbIBLLEMCSI OKHE MOXHO 3a4aTb
napamMeTpbl MPOYTEHMUS MUCEM.

* Haxnmaem OK gBaxapbl.

G4 g

[ mark item as

Conversation




Pabota ¢ Outlook

Mownck MOXHO OCYLLECTBNATb C pa3HbIMW NapaMeTpamMm

(B TekyLLeit nanke, B nognankax, B TEKYLLEM SILMKE, MO Search In Cmest Mo
BCEM SILLVKaM, Mo BceM anemMeHTam outlook (Bkntovas Abinchmesiis | Sxmrent boldey
apXuBbl)). Subfolders
TakKe MOXHO BbIGpaTh MOMCK MO 3aronoBKy, C From
BIOXEHMSIMU, C KateropusiMu 1 T.4. B noucke 6yayt L
ody

oTobpaaTbcsl npeablayLime 3anpoch. 2

Received

Subject
B meHI0 Search Tools MOXHO NPOCMOTPETL CTaTyC To
MHOEeKcaLumm, nokaumio noncka (3agars nanku no

KOTOPbLIM ByAET BbINOMHATHLCS MOUCK). + Add more options

A | X

Recent Search Close
Searches v Tools v Search

BaxHo! [1p1 BO3HNKHOBEHMM NPOBIEM C MONCKOM -
Heobxoanmo nepesanycTuTb Cnyx6y nHaekcauumn nnm
BbINONMHUTL rebuild nHaekcauun.

Optio E] Indexing Status...

[& Locationsto Search >
{&» Advanced Find...

Search Options...




Pa6oTa ¢ Outlook AUXO

Ecnun y Bac ecTb yyeTHas 3anucb Microsoft Exchange Server nnm

Microsoft 365, Bbl MOXeTe paboTaTb B aBTOHOMHOM pexunme, Ecnu Bbl cTankuBaeTech ¢ NpobrneMamut CoeanHEHMS C
4TOObI HE JOMYCTUTL Nepepacxofa Tpaduka uim B cryvasx CepBEPOM, Mbl MOXEM MPOBEPUTL, HE paboTaeT Nn noyTa B
Me[TIEHHOro CETEBOrO NOAKIMIOYEHUS. aBTOHOMHOM pexuMe.

BKMOYNTBE\OTKMIOUYNTL aBTOHOMHbBIN PEXUM: This folder was last updated at 4:41 PM, (X Working Offline

MepenanTe BO BKNaaky Send\Receive.
Bbibepete Work offline.

All folders are up to date. Connected

Send / Receive Folder Help

|—:.| Mark to Download ~ E\ ‘@
—_l \ » )

2 D Unmark to Download ~

Show Cancel | Download Download = Work
Progress  All Headers .2 Process Marked Headers ~ Preferences ~ Offline

Download Server Preferences



Pa6oTa ¢ Outlook AUXO

[ns oT3blBa OTNPaBRNEHHOro Mo owmbke NucbMa, nepeianTe B nanky OTnpasneHHbie (Sent ltems).
OTKpOIiTe NMCbMO, KOTOPOE HEOBXOAMMO OTO3BATb.
Haxxmute Ha kHonky Jencteus (Actions) E> OTo3Bathb 970 coobLueHye... (Recall This Message).

<l

El T4
File Message  Help Q Tell me wh
seee I B | 52 X IS

oM ~

Delete Archive Reply Reply Forward Share to

3anea [RITM5372905] - Buectn 8 - Messa Recall This Message

Some recipients may have already read this message.

= ) Rep elete end to OneNote = Message recall can delete or replace copies of this message in recipient

Assign N Inboxes, if they have not yet read this message.

o Al ChMore~ | Teams | 7 CreateNew - [Eadee=T]

Delete Respond Teams Quick Steps Are you sure you want to
(® Delete unread copies of this message

3asska [RITM5372905] - BHeCTu U3MEHeHUs B MaTpuLy asTopusauumu O DI GnTe fo I At TeD e aitn A new message

Tell me if recall succeeds or fails for each recipient

Cancel

Mocne Bbibopa nyHkTa OTO3BaTh 3TO co0bLLEHME. . (Recall This Message), byaeT npeaocTaBneHO HECKOMNBLKO ONLMiA Ha BbIGOp:

YoanuTb HENPOYMUTaHHbIE KOMUW HALLIEro COOOLLEHMS.
YnanuTtb Konum 1 3aMeHnTb CooBLLEeHME HOBbIM.

Ecnu Bbl nonyunnu cooblieHne «Message Recall Success: test», To nonyyaTtenb He NpoYXTan NMCbMO, U OTMNPaBEHHOE NUCbMO
6bino yaaneHo. Ecnu Bbl nonyunnmu cooblieHne «Message Recall Failure: test», To nonyyatens ycnen ero npountarsb.

BaxHo! OT3bIB NCbMa MOXHO OCYLLECTBUTL TOMBKO, €CIM OTNPAaBUTENb M NOMyYaTeNb UCMOMb3YHT YYETHYH 3anucb NoYThbl 0365 unu MS Exchange B pamkax ogHOW
opraHusaumn. NMcbMo yaanuTcs TOMbKO Y TeX nosyyaTtenen, KTo He yernen oTMETUTL ero Kak npounTaHHoe. MNcbMo yaanuTcs TonbKo B criydae, ecnu y nony4vartens
3anyweH Outlook.



Pa6oTa ¢ Outlook AUXO

HaxxaB Ha kHonKy Recover Deleted Items Ha Bknaake Folder, Bbl MoXeTe BbIbpaTb 31EMEHTHI
AOJ151 BOCCTaHOBIEHUS.

File Home Send / Receive Folder View Help Q Tell me what you want to do

' tEY Copy Folder A
E] E—‘ @ E[—‘ Z l ]E Empty Folder D

New New Search Mark All Run Rules  Show All Add to
Folder Folder asRead Now Folders A to Zjli) Recover Deleted ltems Favorites

New Clean Up Favorites

4 Favorites -5 Recover Deleted ltems

Bxoaawne

| Subject Deleted On

~




Pa6oTa ¢ Outlook AUXO

MepenanTe BO BkNagky File -> Info ->

S Account Information Pt R e

Inf
E @ Yulia.Vernigor.Contractor@pepsico.com ECHM Bbl XOTUTE yKa3aTb nepmo'u' OTnpaBKM

Open & Export 8  \icrosoft Exchange yBegomneHus, Bbibepete onumto Send
automatic replies. 3aTem ykaxute Bpems
Havarna n BpeMsi OKOHYaHWUS NnaHMpyeMoro
Q OTCYTCTBUS.

—+ Add Account

Save Attachments

Account

Settings v o and automatic replies

print ST T TTETeE Bo Bknagke Inside My Organization
B : 16:00 HanuwuTe coobLieHne KoTopoe byaeT
oM Ty __N OTNPansTbCs COTPYAHUKaAM BHYTPU
BaLLEN opraHMsauuu.
U Bo Bknapake Outside My Organization
e 2| o U A = = HanuwuTe coobLleHne, KoTopoe §y,u,eT
Replies T OTNpPaBnATbLCA COTPYAHMKAM 3a eé
S PR S ST  [pcenami.

Haxmute OK.

Ecnu Bbl BbIBpanu "OTnpaBnsaTb TONbKO B yKa3aHHbIWM Nepuog,’, acCUCTEHT
aBTooTBeTa byaeTt oTnpaBnAaTbe ABTOOTBET BMOTb 40 YKa3zaHHOW BamMu AaThbl U
BpemMeHu. B npoTMBHOM Xe criydae accuUcTeHT ByaeT oTnpaBnsTb aBTOOTBET
A0 TeX rnop, noka Bbl He BKAOYMTE ONumto «He oTnpaBnaTb aBTOOTBETbI».



Pabota ¢ Outlook

AUXO

I'Ipe,u,CTaBneHme KaneHgapsa MOXHO HAaCTpOuTb Tak, 4YTOObI B HEM OTO6pa)KaJ'IVICb pa3rinyHble

BpeMeHHblE Anana3oHbl, MUHU-KalNeHaapb 1 coObITUA 13 pa3HbIX KaTeFOpI/II7I.

Mepexon K TEKyLLEMY OHIO, Hedene Unmn MecsLy.

Oxrabps 2023

OkTa6pb 2023

P YT NT C6 BC

5 2 27

28

3 4 5

"

6 17 18

12
19

24 25 2

Hoabps 2023

1 2

29 30

BTOPHUK

6 7 8

13 4 5

20 2 22
21 28 2%

3 4 5




Pabota ¢ Outlook

Ha Bknaake «lMoyta» (Mail), Bbl yBUOETE
onunn B BEPXHEM JIEBOM YIT1y.

File Home Send / Receive Folder

sl

+
New  New Schedule a Start Instant
Email ltems v Meeting v Meeting ~

New Zoom

v Favorites
OTtnpaeneHHble
YepHoBukn
Bxoaawine
Inbox - SPA - Russia Application Security {BIS}

Inbox - SPA - EUR Mobile Team {Pl}

AUXO

Ecnu Bbl Byaem HaxoguTbCs Ha BKNaake

«KaneHgapb» (Calendar), onunmn gnga co3gaHuns
BCTpeumn ByayT Takke OTODpaXKeHbl B BEPXHEM
neBoM yrny.

Home

Send / Receive Folder

o

Schedule a Start Insta
Meeting v Meeting

E-mail Message

Appointment
o2 Meeting
" Group
= Contact
Task

All Day Event

More ltems

3 Teams Meeting




Pa6oTa ¢ Outlook AUXO

[ns npoBepK/ AOCTYNHOCTM HEO6XOAMMOro Nonb3oBaTeNs, Mbl AOMMKHbI B NEPBYIO o4epenb
NepenTn B OKHO co3aaHus BCTpeyun (oaHUM M3 cnoco0oB, yKka3aHHbIX Bbille) U 4o6aBuTb B nomne
Komy (To) HeobxoanMbil NOYTOBLIN afpecC.

Folder

Schedule a Start Instant
emsv | Meeting~ Meeting v

Meeting Scheduling Assistant Insert Format Text

nnnnn

Kak Tonbko 6yayT BbibpaHbl y4aCTHUKM BCTPEYN,
BbiOMpaem MacTep BCTpeu
(Scheduling Assistant), 4ToOObl yBUAETb NX AOCTYMNHOCTb.



Pa6oTa ¢ Outlook AUXO

NHorpa Tpe6yeTC$1 genernpoBarb AOCTYIM K CBOEMY MNMOYTOBOMY ALLUKY UITN KalneHaapko
APYyromMy nosnb3oBatersito Asid Toro, 4YTOObI TOT MOT noJiydaTtb U OTMNPaBJIATb coobLeHus
3J'IeKTpOHHOI7I NOYTbI U NMpUrnaeHnd Ha CO6paHI/Iﬂ OT BaLlero MUMeHN. npe,EI,CTaBI/ITeJ'II-O MOXHO
TakKxXe rnpegocrtaBuUTb AOMNOJIHUTESIbHbIE pPpa3peLlleHnd Ha Y“TeHne, co3gaHmne niint NSMeHeHmne
3M1EMEHTOB COOCTBEHHOIO NOYTOBLIN SLLMK.

YpoeHu denezaupoeaHus npae:
Reviewer: C AaHHbIM YPOBHEM AOCTYNa AeNeraHT MOXET YMTaTb NMCbMa APYroro COTpyaHUKa.

Author: C gaHHbIM YpPOBHEM OO0CTYNa AefneraHT MOXeT YNTaTb U CO34aBaTb NMNUCbMa, MEHATb U
yaandaTb coobueHus, KOTOpPbIE ObInn M co3naHbl. Takxke, HanpmmMmep, MOXHO CO3aBaTb TACKN U
MUTUHTN HAlpAaAMYIO U3 NaHesnn 3agad uin KaneHgaps Apyroro nosfib3oBartersisd, a 3atemM
oTnpaBIATb UX OT €ro UMEHN.

Editor: C gaHHbIM ypOBHEM A0CTYyNa y Bac byayT aHanornyHble ypoBHIo Author npaBa. OgHako
MOMMMO 3TOrO Bbl MOXETE U3MEHATb N yAanATb 0ObEeKTbI, KOTOPbIe ObIIM CO3a4aHbI APYTrUM
nonb3oBaTenem.



Pa6oTa ¢ Outlook AUXO

[na penernpoBaHus npaB HeobXooMMO:

» [lepengute Bo BKNagky File.

= Haxmute Account Settings -> Delegate Access.
=  Haxmute Add.

= Beegute ums nonb3oBaTtens, KOTOPOMY Bbl XOTUTE AenernpoBartb rnpaea. Takxke Bbl MOXeTe
BOCMNOJI1b30BaTbCA NMNONCKOM. Add Users

Search: @ All columns (O Name only Address Book:

=  Haxmute Add. |

Delegates [ Business Phone Location

» Haxmute OK.

Delegates can send items on your behalf, including creating and
responding to meeting requests. If you want to grant folder
permissions without giving send-on-behalf-of permissions, close this
dialog box, right-click the folder, click Change Sharing Permissions,
and then change the options on the Permissions tab. Outside In” - Europe Snacks In...
i Soy Protagonista” - Organizador
“Team® Group
“Transformando trailes de oro”
ATPOTOPF" DAIRY CUBWPb
MAPWS-PA” DAIRY CUEWPb
Mepkypwit™ IMK
#Captura_Celaya
£ OMMISSINN SHFRKANF

" Quest date
ccidente - Contraloria

C Account Information
ﬂ-t[ Info

Yulia Vernigor.Contractor@pepsico.com

Open & Export @ Microsoft Exchange

— Add Account

Account Settings
Save Attachments [ 35¢ Change settings for this account or set up more

Account connections.

Settings Cancel

. ®  Access this account on the web.
Print
Account Setting:
accounts or change
existing connection settings.

Account Name and Sync Settings
> Update basic account c ;
account name and folder i ut of Office)
:hers that you are out of
messages.




Pa6oTa ¢ Outlook AUXO

= B gmanoroBom okHe Delegate Permissions Bbl MOXeTe 3aaTb yPOBEHb JOCTYNA K
KaneHgapto, BXogdwum nMcbmam, 3agadyam u T.0.

= MoxHo HanpaBuTb AeneraHTy npegynpexaatollee coobLieHne, OTMETUB rarnoykon
Automatically send a message to delegate summarizing these permissions.

= Takke generaHT CMOXET BUAETb BalLW YacTHbIE pasferbl, eCrnv OTMETUTb MYHKT Delegate
can see my private items.

Delegate Permissions: Eremin, Dmitry - Contractor {PI}

. H a>KM MTe O K- This delegate has the following permissions

Calendar

Qelegate receives copies of meeting-related messages sent to me

Tasks Editor (can read, create, and modify items)
Inbox None v
Contacts | None

Notes None v

DAutomatically send a message to delegate summarizing these permissions
|:] Delegate can see my private items




Pa6oTa ¢ Outlook AUXO>

B ka4ecTBe nepenatoLLero 4oCTyn BbINOSHATE CrieaytoLwue waru:

[MKM Ha kopHeBoW narke, HaxmuTe Properties.

[Mepengute BO BKNagky Permissions.

Haxxmute Add. Bl B

General Policy Permissions  Synchronization

Beeante nms nonb3osatens -> OK. i Fo——
B pasgene Permissions BblbepuTe nosnib3oBaTens, ypoBeHb 4OCTYNa. R
Haxxmute OK. . 5

Add... Remove Properties...
Permissions
Permission Level:
Read Write
(® None [] Create items
._':) Full Details D Create subfolders
[Jedit own
[CJEditan
Delete items Other
® [JFolder owner
D Folder contact
[CJFolder visible




Pabota ¢ Outlook

B kayecTBe Toro, koMy Gbif1 NpegocTaBreH AOCTYN NpoAenanTe crneayoLime warm:

MepenguTe BO BKNaaky File.

Bbibepute Account Settings -> Account Settings.

Bo Bknagke E-mail B cnucke BbiGepuTe Exchange akkayHT -> Change -> More Settings.

Bo Bknagke Advanced Haxxmute Add, BBEAUTE MOYTOBLIN ALLUK TOrO Nofib30BaTenNs, KTo

nepenasn sam ripasa.

Account In

@ Yulia.Vernigor.Contracto

- Microsoft Exchange

-+ Add Account

/O Accoun
©r Change setf

Account
Settings v

Save Attachments :
connection

= Access

Print

) Account Settings...
}7 Add and remove accot
existing connection sef

Exchange Account Settings

Yulia.Vernigor.Contractor@pepsico.com
Offline Settings

Use Cached Exchange Mode to download email to an Outlook data file

Download email for the past:

_—

More Settings

Account Settings

Email Accounts
You can add or remove an account. You can select an

Email  DataFiles RSSFeeds SharePoint Lists Intern

4 Change...

Q Yulia.Vernigor.Contractor@pepsico.com

&y New...

Name

General

Advanced  Security

Mailboxes

Open these additional mailboxes

Cached Exchan
Use Cached
Downloi

Add mailbox

[Jpownloi l

Outlook [ Cancel

Microsoft 365 Features
[Jturn on shared calendar improvements (preview)

Mailbox Mode

Outlook is running in Unicode mode against Microsoft
Exchange.

Selected account delivers new messages to the following location:

Yulia.Vernigor.Contractor@pepsico.com\Bxoaauue

in data file C:\Users\...\Outlook\Yulia.Vernigor.Contractor@pepsico.com.ost
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AUXO

HacTpolika nepenaym gocTyna kK kaneHaapto aHanornyHa (HeobxoamMmo 3agaTh HaCTPOWMKK BO BKNaake

KaneHaapsb).

New

Appoint

Home

Hide This Calendar

Hoabps 2

D T

P T
1 2
8 9
15

V] nancngapo

/| npazammxu Poccua

Calendar Properties

General Permissions  Synchronization

Currently sharing with:

Name
My Organization Can view when I'm busy

Eremin, Dmitry - Contractor {Pl} Can view all details

Permissions

Changes you make to these permissions will apply to all users in
your organization.

None
Can view when I'm busy

Can view titles and locations
Can view all details

Can edit

Permission Level




Pa6oTa ¢ Outlook AUXO>

MpaBwuno (Rule) - aTo AelicTBue, kotopoe Microsoft Outlook BbIMONMHAET aBTOMATUYECKN NPU OTNpaBke
NN NONYYEHMM 31.MOYTbI, OCHOBbLIBASsCb Ha YCTAHOBEHHbIX BaMu napamMmeTpax. Hanpumep,
nepemMeLLeHne nucem oT onpeaenéHHOro Nonb3oBaTens B BblAENEHHYO NanKy, BMECTO BXOOSLLMX.

Kak co3pgaTb npaBuno:

MNepengute Bo BkNagky File -> Manage Rules & Alerts
Nnu

MKM no nucbMy, Anst KOTOPOro XOTUTe co3aaTh NpaBurlo.
Rules -> Create Rule.




Pabota ¢ Outlook

AUXO

[Mopagok oencTeuK, B criydae ucnonb3oBaHna Manage Rules & Alerts:

= Bknagka Email Rules -> New Rule.

= B Rules Wizard Bbl MOXeTe 3aaaTb HE06X0aMMble NapameTpbl.

Email Rules  Manage Alerts

- New Rule

Rule (applied in the order shown)
D Tretiakova, Anna (ext)

< Delete

Rule description (click an underlined value to edit):

Apply this rule after the message arrives

from Tretiak e

move it to the T
and stop processing more rules

HHa folder

[JEnable rules on all messages downloaded from RSS Feeds

Rules Wizard

Start from a template or from a blank rule
Run Rules Now... Options Step 1: Select a template
Stay Organized
E‘] Move messages from someone to a folder
E] Move messages with specific words in the subject to a folder
E] Move messages sent to a public group to a folder
Ft' Flag messages from someone for follow-up
E] Move RSS items from a specific RSS Feed to a folder
Stay Up to Date
[ Display mail from someone in the New Item Alert Window
<) Play a sound when | get messages from someone
EI Send an alert to my mobile device when | get messages from someone
Start from a blank rule
Apply rule on messages | receive
Apply rule on messages | send

Step 2: Edit the rule description (click an underlined value}
1 message arrives

move it to the
and stop processing more rules

Example: Move mail from my manager to my High Importance folder

Cancel f
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BbiGepurTe ycrnoBusi, KOTOPbIM AOMKHbI COOTBETCTBOBATL COOBLLEHNS.

KnukHMTe Ha Nnog4YE€pKHYTOE 3HaYeHMe AN M3MEeHEeHUst npaBuna.
M3meHnTe ero npu Heo6XOAMMOCTH.

BbibepuTte nencreune(s).
Bbibepute ucknioveHne(s) ans npasuna.
BbibepuTe ums Ballero npasuna BeeguTe yaobHoe Bam 3Ha4YeHne

HacTpoiiTte 3anyck npaBuna:

Q

Ecnu Bbl XO0TUTE 3anycTUTb NPaBUIIO ANSi MUCEM YK€ UMEIOLLMXCA B Nanke
Bxogsiwme, Bbibepute onumio "3anycTuTb 3TO NpaBmno Ans NMCEM
nmMetoLumxcs B nanke Bxoasawme» (Run this rule now in messages already
on “Inbox”).

Mo ymonyaHuto, HOBOE NPaBUIIO BKITHOYEHO. [111s1 TOro YToObl OTKMOYNTL
€ro, CHUMUTE ranoyKy B cTpoke "BknounTtb npaBuno« (Turn on this rule).
Bbl MOXeTe BKIHOYMTb NPaBUIo NO3Xe.

YT106bl NPUMEHNTL 3TO NPABUINO AN BCEX

aKkkayHTOB ucnonb3yembix B Outlook,

nocTaBbTe ranoyky B ctpoke "CosgaTb 3T0O

npaBuno Anst Bcex akkayHToB» (Create this rule on all accounts).

Rules Wizard

Which condition(s) do you want to check?
Step 1: Select condition(s)

|| from people or public group
[ with in the subject
] cified account
[] sent only to me
] where my name is in the To box
[] marked as im nce
| marked as
|_| flagged fo
| where my name is in the Cc box
| where my name is in the To or Cc box
[] where my name is not in the To box
e o ‘Ih oup
with spe
with in the subject or body
in the message header
|| with in the recipient’s address
in the sender’s address
ry category

Step 2: Edit the rule description (click an underlined value)

Apply this rule after the message arrives
from people or put 0
move it to the

and stop processing more rules

Finish
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AUXO

Bbl MOXXeTE MMNOPTMPOBATL UMK SKCNOPTMPOBATL Npasuna ansa coobuweHnn Outlook ans nx

ncnonb3oBaHusa gpyrumu nogbmun. Korga Bbl UMNoOpTUPYETE npaBuna B akkayHT Outlook, oHn 6yayT
Ao0aBneHbl B KOHEL, CMMCKa CYLLECTBYHOLLNX NpaBun. Bbl MOXeTe MMNOPTMPOBATL TONbKO 1 Habop npaBun 3a
pa3s. Korga Bbl 3KCNOPTUPYETE npaBuna, oHM OyayT COXpaHeHbl C paclUMpeEHNEM .rwz. OTOT Tun danna
MOXXET ObITb OTKPbIT U UCNOMb30BaH TOMbKO C NOMOLLbIO Outlook.

[nsa skcnopta\MmnopTta npasun:

» [lepengute Bo Bknagky Email Rule -> New Rule
(4epe3 Manage Rules & Alerts).

* B Rules Wizard BbIbepute Options.

» Bbibepute Heobxoanmble OENCTBUA.

Email Rules  Manage Alerts
‘9 NewRule... ChangeRule~ EZ Copy.. X Delete ¥ Run Rules Now... Options

Rule (applied in the order shown) Actions
D DL -Russia IT P3 Emergency Notice (2) ]

[ spa- el
a Options X

port and export
Import or export your rules to and from previous versions of Outlook

®
©
IT Rus ) ]V, M
Export Rules... Import Rules...
Rule descri

,‘.‘.pp|\/(hi[ Rules upgrade
sent to d
move it t¢

and sto

’ oK Cancel
[JEnable |
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RoleOwners - Appointment O

[1ns Bcex HOBbIX COObLITUIN N BCTPEY
* KnukHute ®ann -> Onuuu -> KaneHgape.

« B Onuusx kaneHaaps, noctaBbTe Unu yoepute
ranoyky HanpoTue CTpokn CTaHOapTHbIE
yBegoMnenus (Default reminders). MNpu Bbibope
[aHHOro NyHKTa BBeAUTE 3a Kakoe Bpemsi A0
BCTpeYm byayT NpuxoanTb HANOMUHaHUS.

[nsa cywecTByoLWmMX COObITUIA U BCTPEY:
» OTKponTe cobbITME NNK BCTPEYY.

« Ha Bknagke Meeting Occurrence, B
rpynne Options, B BbinagatoLlem
cnuncke Reminder ycTaHOBUTE, 3a Kakoe Bpems
[0 cOObITUSA BaM HEOBXOANMO HaNnoOMHUTL O
HeM.
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NHoraa n3-3a ceteBbix Npobnem unu npobdnem c

nogkritodeHeMm, Outlook MOXeT 3anpocuTb Microsoft Outlook
NOBTOPHbIN BBOA NAponsl. ATO TaKXKe MOXET
ObITb Bbl3BaHO HedaBHM N3MEHEHMEM MNapOsiA.
[la y Hac ecTb NpoGrnemsbl ¢ [T
noaKntoYeHnem F et o oradentis
A Trying to connect... y y alks
Kak aTo gomkHo

All folders are up to date. Connected to: Microsoft Exchange

BbIMAQETb

[a Ham HY>XXHO BBECTU

%R Need Password naporib NOBTOPHO



AUXO

CNACMBO 3A BHUMAHUE



