NMPAKTUKA

MPOIrPAMMBbI

Ecnu y BaC MHOI0 3HAKOMbIX, ApYy3eil, 4eN0BbIX MApTHEPOB, TO Bbl HABEP-
HAKA y)Ke CTanKmMBanuchb ¢ NPo6i1IeMOI XpaHeHWst KOHTAKTHON UHAopMa-

unn. Gamunug, Ums, 0T4eCTBO, TeNedOH, aapec 3NEKTPOHHOW NOYTbl —

BCE 3T0 HaJ0 3anucarb M 6bICTPO HANTK NPU HEOOXOANMOCTW.
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A Appecnasn kiura Windows XP — npekpacHoe cpeAcTBO AN XpaHeHUs U Yynopsp04MBa-
HUA KOHTAKTHOI MHOpMaLuM NpaKTUYecKu nwéoro Tuna

— ren o 2000

N 3TOr0 NPeKpacHo nopxoant Ap-
pecHas KHUra, BXoAAllas B COCTaB
Windows XP. YTobbl OTKpbITH ee,
HeobxoguMo BoiTH B MeHio Myck - Bce npo-
rpammbl - CraHAapTHble, @ 3aTeM BbiOpaTh
NyHKT AapecHas KHura.

Ha4ano pa6orbi

B AnpecHyio KHUTY MOXHO [06aBNsTb 3anu-
CHU CNefytoLWmX TUNoB:

B KoHTaKTbl (TO €CTb OTAENbHbIX N0Nb30Ba-
Tenen UAN KoMNaHum);

M lpynnbl KOHTAKTOB, TO €CTb KOPPECMOoH-
LEHTOB, 0ObEAVHEHHBIX MO KAaKOMy-TO Mpu-
3HaKy. 3T0 MOTyT 6bITb, HAaNpUMep, COTPYAHM-
KW O[HOTO NMPEANpPUATUA WAW YNeHbl OJHOW
cembu. Bo3MOXHOCTb 06beAMHEHUA aapeca-
TOB B rpynnbl 0COGEHHO BaxHa npu pabote
€ 60NbLION aAPECHO KHUTOM;
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A Bbl MOXeTe MMNOPTUPOBATbL MHhOpMa-
umio n3 AppecHoil kuurn Windows
B 1060V NOYTOBLIA KNUEHT
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M Mankwu, KoTOpble MOTYT COEPXKATh KakK oT-
AeSbHble KOHTAKTbI, TAK U UX FPynmbl.

[lo6aBnexne KOHTaKTOB

[lo6aBnate agpeca 3NEKTPOHHOW MOYTHI M
LDYyrue KOHTaKTHble [iaHHble (Hanpumep, Te-
nedoHbl) B ABPECHYI0 KHUTY MOXHO He-
cKkonbkMMKU cnocobamu. Bo-nepsbix, Heno-
CpPeACTBEHHO B CAaMOM NPUNOXEHNUU.

[na npumepa, co3gagum nanky [lenosbie
naptHepsl, B Heli — rpynny MypHan Enter,
a B Heil, B CBOIO 0uepefb, OANH KOHTaKT.

3anyctue ABpPeCHYI0 KHUTY, HaXMUTe Ha
kHonKy Co3patb Ha mMaHenn MHCTPYMEHTOB, a
3aTeM B NOABMBLIEMCS MEHIO BbIOEpUTE NYHKT
Co3paatb nanky. locne 3T0ro yKaxure Ha3Ba-
HME HOBOW NamKy W LWENKHWUTE MbllbIO MO
kHonke OK. Co3paHHbIii KaTanor nosBuTcs B
JIEBOI YACTU OKHA NPOrpamMMmbl.

Tenepb LWENKHUTE MbIWbiO MO Ha3BaHMIO
nanku, 4toObl BbIAENNUTL €€, 3aTeEM CHOBA Ha-
XMUTe Ha KHonKy Co3AaTh 1 BbIGEPUTE NYHKT
Co3partb rpynny, nocnie yero BBeAuTe Ha3Ba-
HUEe HOBOrO 3NeMeHTa. 3[ech e MOXHO f0-
6aBWTb B CO3AaBaeMyio rpynny nepeble KOH-



A Bbl moXxere nerko 06bLeAUHATL O0TAENbHbIE

KOHTAaKTbl B rpynnbl

TakTbl. [lnA 3TOro [OCTaTOYHO 3aNONHUTBL MO-
s UMA 1 IneKTpOHHaA MmouTa, nocne Yero
HaXarb Ha KHonky [l06aBuTb.

Ecnu Bbl x0TUTE BHECTU B APECHYI0 KHU-
ry 6onee nofpobHyio MHDOPMALMIO O HOBOM
KOHTaKTe, Ha)MuTe Ha kHonKy Co3paTb KOH-
TAKT U B OTKPbIBLUEMCA OKHE BBEAUTE HYXHble
JaHHble (MM, BOMKHOCTb, afipec, Homepa Te-
nedoHOB U TaK aanee).

Bo Bknaake Mogpo6HOCTM 0 rpynne okHa
CBOVICTB HOBOW Tpynmbl MOXHO yKa3aTb 06-
L0 KOHTAKTHYIO UHDOPMALMIO.

Yto6bl [L06ABUTL KOHTAKTbI B YKE CO3AaH-
HYI0 rpynny, BblAenuTe ee Ha3BaHue B CNUCKe
LWENYKOM MbIlIK, NOCAE Yero HaXMUTE Ha
KHornky CO3AaTb 1 B OTKPLIBLIEMCS MEHIO Bbl-
6epute nyHKT CO3AaTb KOHTAKT.

Wuterpauus
AnpecHas kHura Windows XP nHTerpuposaHa
B [IpYryI0 Nporpammy, nocTaBAsioLyOCs BMe-
cte ¢ a1oit OC, — Outlook Express. 3toT nou-
TOBbII KNMEHT MOXHO HACTPOUTb TakuM 06pa-
30M, 4TOGbI NPY CO3A4aHUM OTBETOB Ha NMUCbMA
ajpeca 1 MMeHa Ux nosyyareneil aBTomaruye-
CKU 3aHOCWANCH B afiPECHYIO KHUTY.

[ns 3toro 3anyctute Outlook Express u
B MeHio Cepeuc BbiGepuTe nyHkT Mapamer-
pbl. Mocne 31oro Bo Bknagke OTnpaBka co-
OOLEHHIA LLEeNYKOM NIeBOI KNaBULWIMN MblLK
ycTaHoBuTe (hnaxok ABTOMAarM4YecKu 3aHO-
CUTb B afipeCcHYI0 KHUTY nosyyarenen, Ha
YbM NMCbMa OTBEYAET NOJIb30BaTeb.

TaKKe CyLiecTByeT BO3MOXKHOCTb GbICTPO
[00aBnATb B ABPECHYI0 KHUFY KOOPAWHATHI

AppecHasa kHura Windows XP

aBTOPOB MOCTYNalLWMX K Bam nucem. [ins ato-
rO HYXHO LWeNKHYTb NPaBOW KHOMKOM MblLK
Mo 3arofioBKy MHTepecytloLero Bac coobuue-
Husi 1 BbIbpaTb KomaHay Jlo6aBUTbL OTNpaBu-
Tens B afipecHyI0 KHUry.

besonacHocTb

YT06bl He NOTEpPsTb BCE HAKOMMEHHbIE KOH-
TaKTbl B C/ly4ae NepeycTaHoBKM OMepaLiyoH-
HOWM CUCTEMbI UK B PE3YALTATE NONOMKU KOM-
nbloTepa, PEKOMEHAYETCA BOCMO/Nb30BATLCA
(YHKLUMAMM 3KCNOPTa U UMNOPTA AaHHbIX U3
AppecHoii kHuru Windows.
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A B AnpecHoi KHUre MOXXHO XPaHUTb NpaK-
THYECKU N6y nHchopmauuto

[Ins coxpaHeHus uHdopmauum Bbibepute
B MeHio Dain nyHKT IKCnopT, 3atem dopmar
(4T06bI IKCMOPTMPOBATHL BCE AaHHbIE, YKAKM-
Te BapuaHT AgpecHas kHura (WAB).

/imnopT cBefeHunit TPONCXOANT N0 aHano-
TMYHON CXeMe, C TeM UL OTIMYMEM, YTO B
MeHto Daiin HyxHO BbiOpaTb NyHKT UMnopT.

Hesasucumoctb

lpaKTyeckn BCe MOYTOBbIE KAMEHTbI NOA-
AEPXKUBAIOT UMMOPT KOHTAKTOB 13 AJ\peCcHoM
kHurn Windows. Takum ob6pasom, faxe ecau
Bbl pelNTe OTKa3aTbCA OT MCMO/b30BAHUSA
Outlook Express, Bam He MpuAeTcs 3aHOBO
3anoNHATH BClo 6a3y afpecos 1 TeneoHoB.
Hanpumep, B noutoBoit nporpamme The Bat!
AN NepeHoca KOHTAKTOB [OCTaTOYHO OT-
KpbITb BHYTPEHHIOKO a[ipeCHYI0 KHUTY, @ 3aTeM
BOIiTU B MeHio ®Pain - Umnopr, nocne yero
BblbpaTh BUA uMmnopTta: Outlook Express
(AnpecHas knura Windows).

Muxaun IInckyHos

€ AppecHas
kuura Windows
WHTErpupoBaHa
B NMOYTOBbIiA
Kknuent Outlook
Express
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Bo3MoXKHOCTH

Mouck
KOHTaKTOB

OyeHb yaobHO TO, YTO AapecHas KHUra
obnafaeT WWPOKMUMU BO3MOKHOCTAMMU
0719 NOMCKa XpaHsLWencs B Hen nHbopma-
u1n. Mpruyem NOMCK MOXHO NPOU3BOANUTL
He TONbKO B COGCTBEHHOM 6a3e KOHTaK-
TOB, HO W B CMeLmManbHbIX cnyx6ax KaTta-
NIOrOB, rAe coaepuTcs uHdopmauus o
60/bLIOM KONMMYECTBE YaACTHbIX MOb30-
BaTenem u dbupm.

YT106bl HANTK Nonb3oBaTenen nNo ume-
HU, HY)KHO B ABPECHOW KHUre HaxkaTb Ha
KHOMKy MoMCK Ntogei Ha NaHenu UHCTpy-
MEHTOB, B MOSIBUBLUEMCS OKHE 3anos-
HUTb none UMA M WENKHYTb N0 KHOMKe
Ha#Thn. B HMXHEW 4acTu OKHa NosiIBUTCSH
CMUCOK HaWAEHHbIX KOHTAKTOB.

Bbl MOXeTe TyT e OTpeAaKkTUpoBaTb
OfHY M3 HaWfeHHblX 3anucen. [na atoro
BblAeNnTe ee LWeNYKOM NeBON KnaBuLLK

Ypo6Has cuctema noucka NOMOXeT Bam

OPMEHTUPOBATLCSA B 6a3e KOHTAKTOB

MbILKW U HAXXMUTE Ha KHONKy CBOMCTBA,
pPacnoNoXeHHy0 B NaHenu 3ajad, B npa-
BOM 4acTW OKHa.

Kpome Toro, ¢ NOMOLLbI0 KOHTEKCTHOrO
MEHIO, OTKPbIBAEMOIO LIENYKOM MpaBoi
KNaBMULW MbILLKX, MOXHO TYT XK€ OTNpPaBUTb
NMUCbMO OAHOMY W3 HaMAEHHbIX KOHTaK-
TOB. [Ins 3TOro B MOSIBUBLUEMCS MEHIO
HY)HO BOMTM B noameHio [ewcTBue 1
Bbl6paTb NyHKT OTNpaBUTb MOYTY.

Ecnn B NMYHbIX AaHHbIX HaWOEHHOro
KOHTaKTa yKa3aH ero paboyun wnu [o-
MallHWI TenedoH 1 y Bac eCcTb Heo6xoau-
Moe obopyfoBaHue (MOAEM MW  MUKPO-
$OH), Bbl MOXKETE NO3BOHUTb EMY, OTKPbIB
KOHTEKCTHOE MEHI0 U BblbpaB NyHKT Je#n-
cTBue > NO03BOHUTD.

Ecnv Bbl XOTUTE NPOU3BECTU elle
OAMH MOWCK, Ha)XMWUTE Ha KHOMKY Oumc-
TUTb BCE, PACOJIOXKEHHYIO B NPaBoi na-
HeM WMHCTPYMEHTOB, U BBEAWTE HOBbIN
NMOWCKOBbIV 3anpoc.
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