AroxxnHa cekpetoB Microsoft Office 2010

ABTOP: AHApei KpynuH
Mo matepunanam pecypca 3DNews.ru

Lectoro uionss Microsoft coobwmna o Hadane npogax Office 2010 B Poccnn. Bnepsble 3a BClO MCTOPUIO
CYLIEeCTBOBaHUS Habopa O(UCHbIX NPUMIOXKEHNI KOpriopauus NpeacTaBuia WMPOKON 0BLECTBEHHOCTM MNPOAYKT He
TONbKO B 64-6MTHOI, HO M B OHMANHOBON MoAUcUKaLMM, OCHAaCTUB €ro MHOXECTBOM HOBLUECTB, O KOTOPbIX Halle
WHTEpHeT-n3aaHne noapobHO pacckasblBano He pa3 M He ABa. oCKonbKy ynoMsiHyTble nybnvkauum Bbi3Banm
HenoaAenbHbIN MHTEPEC Y YUNTATENIbCKOW ayaAUTOPUK, Mbl PELUMSIN BHOBb aKLEHTUPOBATb BHUMAHWE Ha HOBUHKE U
pacckasaTb O HEKOTOPbIX Maflou3BECTHbIX 0COBEHHOCTSAX OUCHOMO MakeTa, UCMOIb30BaHME KOTOPbIX CYLLECTBEHHO
YCKOpSIET 1 yrpowaeTt paboTy ¢ Bxoaswmmmn B coctas Office 2010 nporpamMmmamum.

BsanmopgeicTBme € coumasibHbIMU cepBucaMm

bnarogapss nogkntoyaemomy k Office 2010 mHcTpymeHTapmio Social Connector, MOXHO obecneunTb MpPUBSA3KY
xpaHswmxcs B Outlook KOHTakTOB C COUMANbHBIMW CETAMUM W HEMOCPeACTBEHHO M3 OKHa MepcOoHasbHOro
MH(OPMALIMOHHOIO MeHeKepa OTCNeXuBaTb akTMBHOCTL Konner B LinkedIn, MySpace, Facebook n Windows Live.
KonnyecTBo ceTeBbIX pecypcoB Ha AaHHbIN MOMEHT HeBenuko, HO B Microsoft obewany co BpemeHeM, He 6e3
MOMOLLUM CTOPOHHMX pPa3paboTuMKOB W 3HTY3MACTOB, PacWMpUTb 4MCIO nopdepxuBaeMblx Outlook uHTepHeT-
CEPBUCOB.

Ans Toro 4tobbl OKYHYTbCS B Cpefy CETEBOro couuyma, notpebyeTcs nepBbIM AENOM MpoCieaoBaTh MO 3TOM
CCbI/IKE W, OMPEeAeNUBLIMCE C COUMaNbHbIMU CETSIMM, YCTAHOBWUTb B CUCTEMY COOTBETCTBYIOLUME HAACTPOMKM ANst
Outlook. Mocne atoro Heo6xoaMMO 6yaeT 3aHOBO OTKPbITb MPOrpamMMy M B BUTMEBATOM MeHIo "Bua -> Obnactb
nonb3oBaTenien -> HacTpoika yyeTHbIx 3anvcei” ckoH(UIrypMpoBaTb akkayHTbl OHMIAHOBLIX cepeucoB. Ecnm Bce
coenatb npaBwbHO, TO B OkHe Outlook cTaHeT BO3MOXHbLIM MPOCMOTP MOSYYEHHbIX W3 COUManbHbIX Cyx6
cBeAeHuid, byab TO COOBLLEHUs Apy3el, 3HAKOMbIX W Kosjer no paboTe, onybnnkoBaHHble MMM doTorpadmm,
nHcbopMaums 06 Ux NPUCYTCTBMU B TOM UM MHOM CETU U T.N. 3asa/bix NobuTenei MHTEPHET-06LLEHNS HaBepPHSIKa
nopaayeT AaHHbIN (YHKLMOHaN HOBOro oduca.
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Mcnonb3oBaHue peXxuMa 3KOHOMUM GaTapei

BnagenbuaM nopTaTUBHbBIX KOMMNbIOTEPOB CTOMT B3ATb Ha 3aMeTKY (aKT CyLIECTBOBAHWUS B HAacCTPOWKax NporpamMmbl
ANS cOo3d4aHust ObICTPbIX 3aMETOK M OpraHuM3aumMn NuyHol uHdopmauum OneNote onuuM, oTBevarollel 3a
ONTMMM3ALMIO BPpeMeHU paboTbl Mo6ubHOro MK oT akkyMynsitopa. MpunoXeHe perynsipHo BbINOJSIHAET OHOBbIE
AEVCTBUSA, TaKMe KaK MHAEKCMPOBAHME [aHHbIX, pacrno3HaBaHWe PyKOMUCHOMO TEKCTa M CMHXPOHM3aLMs 3anmUCHbIX
KHWXeK. Ecnn nutaHne HoyToyka unm HeTEyKa OCyLLECTBNSIETCA OT H6aTapen, OneNote MOXET yBENMUMTL BpeMs
paboTbl YCTPOWCTBA, NMOHU3UB YaCTOTY BbIMOSIHEHUS! STUX AEACTBUM.
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CoKpbITUE NEHTOYHOI0 MEHIO

BnagenbuaM MWHMATIOPHbLIX HETOYKOB MOHPaBUTCA elle ofAHa HemanoBaxkHas ¢yHkums Office 2010, koTopast
NO3BOMIAET CBOpa4yuBaTb MaACCUBHOE MEHKO C 3NEMEHTAMU YynpaBiEHNA U TEM CaMblM YBENMUYUBATb MONE3HYIO
BEPTMKANIbHYKD €MKOCTb 3KPaHOB, MWUHUMM3UPYS KOMMYECTBO ObOpalleHWin K monoce MpPOKPYTKU [OKYMEHTOB.
PacnonoxxeHa 3aBeTHas KHOMKa B NPaBOM BEPXHEM YI/ly pPsSAOM C KaBWaMK Bbl30Ba CMPaBKM M 3aKPbITUS OKOH

nporpamMM. CoceacTBO C MocieaHel MHOrAa WrpaeT 31yl LWYTKY, BblHYXAasi NONb30BaTeNs BCAKWIA pa3 3aHOBO
OTKPbIBaTb HEHAPOKOM 3aKpbITble MPUIOXKEHUS.
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BsaumoaencTeme C OHIaMHOBbIMU Buaeocepsucamum

[JaHHas yHKUMS npefHasHayeHa ANS CO3AaHMs M NpoBedeHust npeseHTaumii PowerPoint u, 6naropaps
BO3MOXHOCTW  BCTaBKM  (Pnew-poniMkoB U3 WHTepHeTa, CyLeCcTBEHHO ynpowaeT npouecc MNOAroTOBKU
My/NIbTUMEAMAHBIX MaTepuanoB, MpefHa3HaYeHHbIX ANs MoKasa LMpOKoM ayauTopun. [na  pobasneHus
xpaHswerocs B YouTube, Vimeo, RuTube u npouMx BMAEOXOCTMHrax KOHTEHTa, OT Mofb3oBaTens TpebyeTcs
TONbKO NpocnenoBaTh B MeHto "BcTaBka -> Buaeo -> Buaeo ¢ BugeocaiTa" u yepes 6ycdep obMeHa ckonmMpoBaTb B
cneumansHyto dopmy HTML-koa ponuka. MpocMoTpeTb A06aBMeHHbI B Npe3eHTaUmMio POSIMK MOXHO, BKITHOUMB
pPeXUM AEMOHCTpaUMM CnanaoB Nnbo OTKpbIB BKIaAKy "PaboTa ¢ Buaeo -> BocnpousseaeHue". MNpu xenaHuy,
BOCMOSIb30BaBWNCb BCTpoeHHbiMM B Office 2010 cpeactBamMm peaakTUpPOBaHWS W BUAEOMOHTAXa, MOXHO
NOAKOPPEKTUPOBATL POSIMK, UCKITIOUYMB U3 HEMO HEHYXXHbIE Kaapbl U pa3baBuB ero pasnnyHbiMu 3ddekTamu.
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KoHBepTupoBaHue npeseHTauui B Buaeodamn

Pa3 yx peub 3awna npo PowerPoint, To He AMWHUM GyAeT YyNOMsiIHYTb MPO MOSIBUBLLYIOCS B HOBOWN Bepcum
nporpaMmMbl yHKUMIO NpeobpasoBaHus cnaigos B dopmat Windows Media Video (WMV). CooTBETCTBYIOLNI
WHCTPYMEHTapuin pacrnonioxeH B MeHio "®ain -> CoxpaHuTb M oTnpaBuTb -> Co3daTb BUAEO". BO3MOXXHOCTM
MPUNOXEHUS MO3BONSIOT YNpPaBfsTb KayecTBOM CO3JaBaeMblX BMAeO(aNIoOB Npe3eHTaumi, 3anuckiBaTb peyveBoe
COMPOBOX/IEHME W MaHWUMYIMPOBaTb BPEMEHEM MOKasa Kaxaoro cnavaa. Mpu dopmupoBaHun WMV-daina
COXPaHAIOTCA BCE MPUCYTCTBYIOWLME B MPE3eHTauMnM 3MEMEHTbI aHMMauum u ponaukn. B cnydae ecim ¢
KOHBEPTUPOBAHUEM NOCSIEAHMX BO3HUKHET Hakazka, B YNOMSIHYTOM MeHio "®ain" notpebyeTcs OTKpbITb BKIAAKY
"CBegeHus" U, PYKOBOACTBYSICb MOACKa3KaMu, BbIMOMHWTL OMTMMM3auuMio (alnoB MynbTUMeaMa AN Jlydllen
COBMECTMMOCTH.
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Ewe opgHa nwobonbiTHas ocobeHHocTb Office 2010, npucyTcTBylowas, €CiM HaM He M3MeHsieT MaMsTb, M B
npeablayllerd BepcuM nakeTa OMUCHBLIX NPUAOXKEHUMW. [ns Toro 4Tobbl BOCMOMbL30BaTbCA €l0, Heobxoaumo
BblbpaTb SMS-npoBaiiaepa M C€O3faTb YYETHYIO 3anucb sl O6MeHa KOPOTKMMM TEeCTOBbIMW COOOLLEHUSIMK -
COOTBETCTBYIOLUME MHCTPYKLMM MPEACTaB/IEHb B OKHE MacTepa HacTpoiiku. MNocne 3aBeplueHnst HACTPOMKK CTaHyT
AOCTYMHbl (PYHKUMKW OTMPaBKM M MoSydeHUst SMS, a Takxke MepecbisikM HaNOMUHAHMIN M BaXHbIX COOBLUEHMI Ha
MO6UNbHUK. OTMETUM, UYTO YAOBOJSILCTBME 3TO Aaneko He 6ecnnaTHoe, U ANs MOSHOLUEHHOM paboTbl ¢ SMS-kamu
CneayeT HaBedaTbCsl Ha CalT MpoBariaepa M NOMOSHWUTL CYET B JIMYHOM KabuHeTe. Takxke He creayeTt 3abblBaTh O
mmmuTe B 160 cumeonos (70 nmpu umcnonb3oBaHuu kumpunnuupel) - Outlook 3ab6otnueBo pasobber 6onblune
COOOLLEHNS HA HECKOJIbKO YacTel, OAHAKO KaXkaoe M3 HuX byaeT TapuduuMpoBaTbCs CEPBUCOM Kak OHO KOPOTKOE
coobuieHne. NMoMHuTe 06 3TOM.

OTnpaBka SMS u3 Outlook
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Ucnonb3zoBaHue OneNote B kauecTBe KaNbKynsTopa

He kaxablli 3HAeT, YTO Ha CTPaHMLUAX 3anucHbIX KHMkek OneNote MOXHO He TOJIbKO KOJIEKLIMOHMPOBAThL Pa3HOro
poga MbIC/M, WAEN W AaHHble JobbIX (OpMaToB, HO M OLICTPO MpPOM3BOAMTbL MPOCTble MaTeMaTUdecKune
BbIYMC/IEHMS], HE MEPEKIIOYASACh MEXAY OKHaMM APYrux 3anylLeHHbIX B CUCTEME MPUNIOXKeEHMIN. MeToauka npocTa -
BBOAMM apu(METMUECKME BbIPAXKEHMSI U 3aBEPLIAEM KaXaoe U3 HUX HabopoM cnmBona "=" (paBHO). B pe3synbTtaTte
opraHarisep BXWBETCS B 06pa3 HE3aMbIC/IOBATOMO KasbKyfnsaTopa M C anTekapckol TOYHOCTbIO BblAACT pe3ysbTaThl
BblUMCIIEHUIN. B HEKOTOpbIX Clyyasix WCNoSb30BaHME CTONb HEOo6bIYHOro '"cyeToBOoAa" MOXKET 0Ka3aTbCs
OMpaBAaHHbIM.
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MNepeBoa cnos B Word, MrHOBeHHOe CO3A4aHMe CKPUHLUOTOB M NpeABapuTesibHblIi NMPOCMOTP
coaepXMMoro, Bcrasnsiemoro us 6ydepa obmeHa

06 3TMX MOAHbLIX M Mone3Hblx B xo3sictee "¢uwkax" Office 2010 Mbl yxe pacckasbiBanv, NO3TOMY BOPOLLUTb
nuctey 6blnoro He 6yaeM. CKaXXeM TOSIbKO, UYTO MpWU OMpeAesieHHOM CHOPOBKE MepeyncsieHHble HOBLUECTBA
ouCHOro mnakeTa AENCTBATESIbHO YMPOWAT pefakTMpoBaHWE [OKYMEHTOB M paboTy C  MaTepuanamu,
3aMMCTBYEMbIMM U3 Pa3HblX MCTOYHMKOB W MPeACTaBfIEHHbIMU HA PpasHbIX s3blkax. CTOUT Takke OTMETUTb, YTO
KOHTEKCTHbIV nonurnot Word He uMeeT cobCTBEHHON 6a3bl C/IOB M 3@ Ka)ablM NepeBoAOM 0bpallaeTcst K cepBucy
Microsoft Translator u gpyruM oHnaliHOBbIM cnyx6aM. TakMM 06pa3oM, ecin KOMMbOTEP HE MOAKMOYEH K


http://www.3dnews.ru/software/MS-Office-2010-review/

WHTEpHETY WM UMEIOTCA Kakue-To nepe6ow CO CBA3bKO, TO BOCMNO/b30BaATbCA MeEPeEBOAYMKOM HE YyAacTCA.
[NeyanbHO, KOHEYHO, HO TaKOBbI peanun LlMd)pOBOl\;l XU3HWU.
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OTnpaBka coobueHnunin B Twitter ns Outlook

M c 3Toin 3agadeii MOXHO JIErkO CrpaBUTbCA, NpaBaa, He BCTpoeHHbiMM B Office 2010 cpeacTtBaMu, a npu NoMoLLm
pa3paboTaHHOro aMepuKaHckol koMnaHuen TechHit 6ecnnatHoro pacwmpenuss Twinbox, ANCTpUMEYTUB KOTOPOro
3aHMMaeT 4YyTb MeHee 1 M6. locne yCTaHOBKM AaHHOW HAACTPOMKM B NEHTOYHOM MeHio Outlook nosiBnsieTcs
naHenb TwInbox, NocpeacTBOM KOTOPOW M OCYLLECTBSIETCA YNpaB/ieHWe CETEBbIM AHEBHMKOM. MnarnH no3BonsieT
ny6nuKkoBaTb KOPOTKME COOBILUEHUS U OTCNEXMBATb KOMMEHTapuu Apy3el, KOMMpoBaTb W306paXkeHust Ha
"3aTOYEHHbIE" MOA4 CUCTEMbI MMKPOGMOITMHra XOCTWHIKM, COKpawaTtb AnuHHble URL, apxuBMpoBaTb 3anmcu u
npocMaTpuBaTh CTaTUCTUKY WCMOMb30BaHWS OHMNAMHOBOro cepBuca. He MeHee BaXHbIM SIBASIETCA M TO, 4TO
paclmMpeHne AOMYCKaeT ynpaBfieHMe cpa3y HeckosibkuMu Twitter-akkayHTamMu. KoMmy-TO gaHHasi BO3MOXHOCTb
npuaeTcs BeCbMa KCTaTu.
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MporosapuBaHue aueek Excel

HemHorve poragbiBaloTcs O TOM, 4YTO BXOAAWMA B coctaB Microsoft Office TabnuuHbli npoueccop ymeeT
B3a/MOAENCTBOBATb C YCTAHOBMEHHbIM B CUCTEME PEYEBLIM [ABVKKOM W 03BYYMBaTb NMPEACTaBiEHHYIO B siUelikax
nHpopMaumto. ns Toro 4Tobbl BOCMOSb30BaThCs PYHKUMEN FOOCOBOrO BOCMPOU3BEAEHNS AaHHbIX, HE06X0ANMO
yepe3 HaCTPOMKW JIEHTbl MEHI0 BbIHECTM B MaHenb ObICTpOro Aoctyna knasuwy "lMporoBoputb sueiikn" (cM.
CKpUHWOT). Mo ymonuyaHuto, Excel 03ByuMBaeT TEKCTbl TOSbKO Ha aHI/IMACKOM $3blke, OAHAKO eCcnin MoTpaTuTb
HEMHOro BPEMEHW U K MoAaynto cuHTe3a peun Microsoft Speech API (SAPI) caMoCTOSITENbHO MPUKPYTUTb KaKOM-
HWUBYAb PYCCKOA3bIYHbIN FOIOCOBOM ABWMXOK, TO Tab/IMYHbIN NPOLECCOp 3aroBOPUT U MO-PYCCKM.
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M3BneueHne TeKCTa U3 n3o6parkeHmii

06 31Ol 0CO6EHHOCTN OMCa HaBEpPHSIKa MHOTME B KYpCe, OAHAKO Mbl NMO3BO/INMM cebe MOBTOPUTLCS M HaNoOMHUTb
ynTatensM 06 yMeHMM HeoaHOKPaTHO yrnoMmuHaemoro OneNote pacrnosHaBaTb TeKCTbl B rpaduyeckmx
n306paxkeHunsx, 6yab TO HalaeHHble B CeTU KapTUHKM JIMB0 OTCKaHMPOBAHHbIE CTPaHuubl ByMaXkHbIX M3AaHWM.
Ans V3BNEYEHMS TEKCTOBOM MHGOPMauMM AOCTATOYHO LWEMKHYTb MO PUCYHKY MPaBOM KHOMKOW MbllUM M B
KOHTEKCTHOM MEHI0 BblbpaTb COOTBETCTBYIOWMIA MYyHKT. OTbiCkaTb ero CMOXeT oboi Monb3oBaTeNlb, NO3TOMY
MOSICHAIOLLIErO CKPMHLLIOTA NPUBOANTL He byaem.

3akiroueHue

Pasymeetcs, Mbl nepeuncnuiM ganeko He Bce cekpeTbl obHoBneHHoro Microsoft Office, n He WCKMOYEHO, YTO
cpean uuTaTenerd HanayTcs dkenarowme AOMOSIHUTb 3aMeTKy, BbiCKa3aTb CBOM MbICIM W B3rNsAbl MO TeMe
MaTtepuana, noaenuTbCca mnaeamMn U NpakTU4yeCcknM OnbITOM C ay,quopMeVl. TakoBbIX MWUAOCTU npocMM B Hall
opyM, cCbinka Ha KOTOPbIN NPeACTaB/EHa HUXeE.



