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Fneb ApXxaHrenbCkKumn

MHorune nons3oBaTtenn Microsoft Outlook ga)ke He nogo3peBatdT 06 OrPOMHbIX
BO3MOXXHOCTSAX 3TON NPOrpaMMsl B NJaHe opraHn3aunm BPEMEHN - BPEMEHM,
KOTOPOro HaM BCEM Tak He XBaTaeT.

CeBonMun HapaboTkamum B 3Ton obnactn genntca Fneb ApxaHresnbCKUm - UHULMATOP
poccnimnckoro TM-gBumxeHus, ocHoBaTeslb TalM-MeHea)Xepckoro coobuiecTsa,
pykoBoauTenb KopnopaTtueHbiXx TM-npoekToB B PAO «E2C Poccuun»,
PricewaterhouseCoopers, «<BUMM-bunnnb-faHH» 1 Ap., reHANPEKTOP KOHCANTUHIOBON
KoMNaHun «OpraHm3auns BpeEMeHM», aBTOP KHUTM «OpraHmn3aumnsa BpeMeHn»

n 6ectcennepa «TanM-gpane».

Bbl y3HaeTe, Kak Hanbonee paunoHalbHO HAaCTPOUTb pa3nnyHblie pa3saensl Outlook,
OpraHn3oBaTb BallX BCTPEYM, 3aa4M, KOHTaAKTbI, MOYTY, Kak co3aaTb
NnoJib30BaTesIbCKMe NpeacTaB/IeHMS NOo4 CBOM HY>XAbl U MHOrOe-MHOroe apyroe.

KHUTIY MOXKHO pEKOMEeH0BaTb BCEM KaTEropuam pykoBoauTeNien, X NOMOLLHMKaM
N NPOCTO 3aHATbIM NOAAM, KOTOPbIM HEOBX0AMMO 3(PEKTMBHO pacnopsa)KaTbCs
CBOVM BPEMEHEM.

8-e n3paHwne.

Fneb ApxaHrenbCKumn
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B ohopMaeHnn KHUrM NCnosib3oBaHbl rpaBlopbl AnbbpexTa Oopepa, XaHca
NleoHxappa WewndenanHa, NMutepa bpenrena Ctapwero, JaHnana Hnkonayca
Xoposeukoro, XaHa Ortocta [lJoMnHMKa IHrpa, Kapna KOnnyca Munbge
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Bce npaBa 3awmieHbl. HNKakas 4acTb 3JIeKTPOHHON BEPCUN 3TON KHUTU HE MOXXET
ObITb BOCpou3BeaeHa B Kakowr Bbl To HM Bbls10 hopMe N KakuMn Bbl TO HU BbINo
cpencTBaMu, BKJOYas pa3MelleHne B ceTu MIHTepHeT 1 B KOpPNopaTUBHbLIX ceTax, AN4

4YacTHOro n nNy6amM4yHoro ncnosib3oBaHMa 6e3 NMCbMEHHOro paspeLleHns BnaaenbLa
aBTOPCKUX Mpas.

MpaBoBYlO NOAAEPXKKY U3JaTeNbCTBa obecneymBaeT opnandeckas pupma «Berac-
Jlekc».

3Ty KHUTIY XOPOLLO AOMNOJIHSOT:

Tanm-gpane

neb ApxaHrenbckumn



My3a n YyposuLie

flHa PpaHK

Kak npueBecTun gena B Nopsagok

Oasung AnneH

Kak nooaep>xuBaTb Aena B nopsigke

o>Bung AnneH

Jlerknin cnocob nepecTtaTb OTKNaAbiBaTb Aesla Ha NOTOM

Henn ®bope

YuTanTe n npobynTe!

COBpeMeHHaFI YXN3Hb, TeM Bonee Xn3Hb B bM3Hece - 3TO NOCTOSAHHAA AWMHAMUKA.

Temn Hawnx paboynx byaHen C KaXXablM AHEM CTaHOBUTCS BCE XeCcTYe
N UHTEeHCUBHee. YToObl CNOKOMHO U YBEPEHHO CNPaBAATLCSA C HOBbIMW 3a4a4YaMu, HaM
HY>XHbl MPaBWJibHblE UHCTPYMEHTbI N YMEHNE UMW MOJIb30BaTbCH.

A pan npefCcTaBUTb BHUMAHUIO YNTaTesle NepByto POCCUNCKYIO KHUTY O TalM-
MeHea>XMeHTe Ha ba3e nporpammsbl Microsoft Outlook 2013. NMporpamMmsbl, genatoLlen
XXN3Hb COBPEMEHHOr 0 YesloBeKa ANHaMmnyHee n MobusbHee 1 Npm 3ToM eLe

N KoM opTHee.



Microsoft Outlook gaBHO 3HaKOM POCCUNCKOMY MOJIb30BATENIO, HO 3a4acTYyIo ero
npakTn4yeckoe NpuMeHeHme peaamsyeT JINb Masylo YacTb 3aJI0)KEHHbLIX B HEM
BO3MOXHOCTeN. Neb ApxaHrenbCKui, BeoyLwmim poCCUNCKU 3KCNepT B obnacTtu
yrnpasJsieHUs BpeMeHeM, nepeBepHy 1 NMPUBbIYHbIM MOAX0A K ONUCAHUIO NPOrpaMMbl:
B35IB 3@ OCHOBY TeXHOJ10r 1o 3p(peKTNBHOMN CaMoopraHusaLnm, OH rnokasan,
HaCKOJIbKO YHUBEpPCaJsibHbIM, MHOIMO3Ha4YHbIM, TMOKNM NHCTPYMEHTOM MOXET ObITb
Microsoft Outlook, ocobeHHO B ero HoBenLen BepCcUn.

[aHHaa KHUra yHnKasibHa He TOJIbKO TeM, YTO L,eJIOCTHO U O4HOBPEMEHHO OOCTYMNHO
06bACHAET Kak OCHOBHbIE MPUEMbl COBPEMEHHOI0 TaM-MeHeO)XMeHTa, Tak N nx
peannsaumnio Ha basze Microsoft Outlook. «®opmyna BpeMeHn» NokasbiBaeT HaM
MPEeeMCTBEHHOCTb KY/bTYpPbl MbIC/IN, KYJIbTYPbl NJAHNPOBAHUSA, KYJbTYpPbl
LeneHanpaB/€HHOro AENCTBUSA CKBO3b BCE BPEMEHA M 3MNOXU. TONIbKO YHUKAsIbHbIN
MPOrpaMMHbIN NPOAYKT, NpeacTaBnsArowmn cobonm HeyTo bonbLuee, 4HEM NPOCTO HEKYIO
COBOKYMHOCTb TEXHUYECKNX YCOBEPLLUEHCTBOBAHUN, MOXKET NOPOANTb TaKOW
HEOXKNOAHHbIA N APKNIA COLMOKYNbTYPHbIN pe30HaHC.

Kenato BceM yntatensam «OopMybl BpeMeHU» NoaydYnuTb YO0BObLCTBUE OT
OPUTrNHaJIbHbIX NCTOPUI O TOM, Kak Morsinm 6bl ucnosb3oBaTb Microsoft Outlook Man
tOnnn Llesapb, EBreHun OHernH, 6apoH MOHXray3eH n gpyrme 3amedaTesibHble ogmn
N NnTepaTypHble NepCoHa)kn. NMMoOMHUTE rnaBHOE: 3HaHMA OO/KHbI NoByXXAaTb

K Oencteuio. NpoynTaB 0 TEXHONIOMMK, KOTOpas BaM NoHpaBuaack, 06 anemeHTe
nporpamMmbl, KOTOPbIN He goragbiBasncb paHee 3hpeKTUBHO NCMOSIb30BaTb,
rnocTtapanmTecb nx onpoboBaTb N BHEOPUTL B CBOK exeaHeBHYo paboTy. N korga Bbl
HaYyHeTe NPUMEHSATb 3TN TEXHOJIOM NN, TO CTaHEeTEe 3HAYNTEJIbHO NCKYCHEE B TOM, YEM
Bbl 3aHMMaeTecb cerogHs, byab 1o 6musHec, yyeba nnm ewe 4to-nmbo. Mosatomy
yuTanTe n npobynTe!

C Hanny4wunMm noxxenaHmamu,

Hukonan NpaHUWHUKOB, npe3naeHT Microsoft B Poccuum

OT aBTOpa



Bo MHOrmx obnacTax Hallen XXNU3HW, 4ToObl MONYYUTb pe3ysbTaT, HY)KHO
NpUAEepPXNBaTLCA HEKOTOPOM YEeTKO onpenesieHHon cnctemMel. Hanpumep, B cnopTe,
My3blKe, UrypHOM KaTaHUWN, KNacCUYeCKOon Xxopeorpaduu, waxmaTtax, nybandHbix
BbICTYMNJIEHNSAX, MacTEPCTBE NPOoAak, NCKYyCCTBE yrnpaB/ieHns 1 T. M.

BcnoMHUTe owyuieHne MmaneHbkon nobenbl - B 11060OM M3 3TUX NCKYCCTB. He KybKa
1N MepBOro MecTa: OHU He Bceraa bbiBaloT, Aa U He BCeraa Hy>XHbl. BcnomHuTe
owlyuieHne Ton nobeabl Hag camMum coboin, KOTOPYHO Bbl 0OEPXXNBANN, COENMaB Ha
0eCcsaTb OT)XUMaHMM Bonblue, 4eM BYepa.

BONbLWINHCTBY HPaBUTCA 3Hepruna nobeabl, NepenosiHAWas Hac NpU SOCTUXKEHUN
uenun. Fropasno MeHbLUee YUCNo N aen cnoCcobHO NCNbITbIBaTb YAOBO/LCTBME OT
CaMOoro npouecca ABUMXEHUSA K Lenn, OT YCUINS, KOTopoe A1 3Toro Heobxoanmo
Npunoxuntb. OT yenoydkn noben Han camum cobon. OT cOCpeaoTOHEHHOCTH,
HaCTPOEHHOCTU, BKJIIOYEHHOCTWN, KOTOPbIE NMPOHM3bIBAOT Ka)kaoe AencTeue.

TaM-MeHeA>XMEHT, yrpaBieHNe BPEMEHEM, - 3TO HEKUIN PO aCKETUYECKOWN
NPaKTUKKN, TEXHOJIOMMN CaMOCOBEPLUEHCTBOBAHNSA, OCO3HAHHOIO N OCMbIC/IEHHOIO
ynpaBaeHnsa CBoen Xn3Hbo. OH TpebyeT Takom >Xe CMOKOMNHON, YBEPEHHOM
BKJIIOYEHHOCTN N CaMOANCLMUMIINHBI, KaK BOMHCKOE UCKYCCTBO UJIM MOHALLECTBO.

B 601bLLUMHCTBE MUPOBLIX PENUTNIA acKke3a nNpeanoslaraeT eauHCTBO BHYTPEHHEro
N BHELWIHero. [1Bop MOHACTbIPs AO/KeH BbiTb NOAMETEH HE MeHee TLaTeNIbHO, YEM
NpoYnTaHbl BeyepHmne monnTebl. OgHO 6e3 Apyroro HEBO3MOXXHO.

Hawa »n3Hb HUKorga He byneTt ycnewHomn, ecnv B fesiax LapuT xaoc. Hawwu BcTpeyu,
324241, KOHTaKTbl, MbICJIN OOJI>KHbI ObITb BbICTPOEHbI. 9TOT NOPALOK HEe MellaeT
XXN3HN - HA0BOPOT, KakK obpeska NNLHNX BETOK Y AepeBa, OH NoMoraeT en LBecTun

N 3eNeHeTb.

Outlook - ngeanbHoe TexHMYecKkoe BonoLweHne anasa ob3opa BCeX 3/IeMEHTOB Hallen
paboTbl 1 Xn3HK. Outlook Beab 1 o3Ha4vaeT «0630p». C ero NoMoLLbL MOXHO CO34aThb
MOJIHYO KapTUHY BalWunX Oen - n npuaaTtb UM AeTasibHOCTb, KPAacoTy, TWATEeNbHOCTb,
NnpopaboTaHHOCTb, B MPUHLIMMNE HEOOCTMXXNMbIE B BYMa>KHOM eXXeQHEBHUKE.

910 noTpebyeT onpefeneHHbIX YCUINN, HEKOTOPOW CaMOANCUUNIIVHBI B BbIMOJIHEHUN
WHCTPYKLUMIA. HO, KakK roBOpuaM OTLbI-aCKeTbl, BOAa, CBOOOAHO pa3nmBatowascsa no
paBHUHE, He nMeeT cBoboabl ABUraTbCs BBepx. Korga e ee ceoboay orpaHM4MBaloT,



CTaBs NJIOTUHY, - Y BOAbI NosaBAsieTcsA HoBas cBoboaa. CBoboaa ABUKEHUS
B HanpaBJ/IEHUN, KOTOPOE paHbLle O6bi1I0 HEAOCTYMNHO.

B HaweM cny4vae 3Ta cBobofa - cBobona nocTtmxxeHnsa pesynbTaTtoB. CBoboaa Bcera
HaWTW BPEMS Ha TO, 4TO X04Yelb. B KoHe4YHOM ntore - ceobona ynpasneHus cobon.
CsouM BpemeHeM. CBOEN XKU3HbIO.

Kak cka3anan Ha ogHoM 13 TM-TpeHUHroB: «Ha oQHOW Yalwle BeCoB - TBOS XXU3Hb. Ha
OPYron - TBOSA NeHb. YTo Thbl BbibMpaeLwb?»

Ycnexos!

Fneb ApxaHrenbCckun,
reHepasibHbln anpekTop OAO «OpraHusaumns BpemeHun»,

Microsoft Outlook MVP (Most Valuable Professional)

ObpaTHasa cBAA3b

ABTOp OypeT npm3HaTesnieH 3a BalwlM KOMMeHTapuun, AOMNOJIHEHUS, N FNaBHOE - 3a Ball
NINYHBIA OMbIT HACTPOMKKN TanM-MeHeaXMeHTa Ha Outlook. Takxxe ¢ 6narogapHoCTbIO
byneTt npuHaTa nHhopmMaumsa 060 BCeX BO3MOXHbIX Npobesiax nanm HETOYHOCTAX.
MuwuTe MHe B TBUTTepe https://twitter.com/glebarhangelsky
(https://twitter.com/glebarhangelsky).

MNpenctaBbTe cebs Ha mecTe EBreHmna OHernHa. Xmypoe netepbyprckoe yTpo
noHegenbHUKa. MNMpocTopHbIN KabuHeT, Ay60BbIN CTOM, MOKPbLITbLIA 3€/1eHBIM CYKHOM,
TSXKesloe KoXXaHoe Kpecso. Yalwka xopowlero kKoge. Bbl cMOTpuTe Ha 0630pHbLIN
KafleHdapb HeJenn - N TOYHO 3HaeTe, YTO U B KaKon AeHb BaM npenctouT. Ha 4To
HeobxoaAnMo HanTu Bpems oba3aTenlbHO, @ YTO MOXXHO N OTJIOXKUTL. FOe cTouT
nobbiBaTb N K 4eMy NOArOTOBUTLCA. B BaweM HefeNbHOM Kpyre eCTb MecTo U ans



onpeaeneHHoCTU, NpeackasyemMocTu, U - Ans ceobosbl.

1. HepenbHbIN KPyT

Co3paiTe Balle pacnucaHne C Nomollblo «KaneHoaps»

«Mbl )XNUBEM B BEJINKOM KPYre XM3HN» - MOMHUTE MeCHI0, KOTOPOW Ha4YnHaeTCs
W3BECTHbIN MYNbTHPUABbM? DTOT BEIMKUN KPYr OE/INTCHA HAa HECKOJIbKO LIMK/I0B -
KPYroB MeHbllero macwrtaba: AHEBHOW, HeAelbHbIW, FO40BON.

Korga-to gaBHO HeaesnbHbI Kpyr 601blWMHCTBA Ntogen 6bi1 4OCTaTOYHO YETKO
onpegneneH. B BockpeceHbe nnm cybboTy - 6borocny>xeHme n otabiX, B Ha3Ha4YeHHbIE
OHWN - NOCT, KaXAbl BTOPHUK MNEKYT MUPOXKN N KaXKAbIA YeTBEPr UAYT Ha pPeKy
CTupaTb 6enbe. I3MeHeHNs ecaim N NPONCXOANIN, TO KpaHe peaKo - Hanpumep,

B Ceno 3awen 6bpoas4ynin nponoBeanHuMK, n Hapon, 6pocus Bce oena, cobpancs Ha
naowann ero NocayLaThb.

Ho Tenepb YenoBek BbiMasa U3 CPeaHEBEKOBOIr0 Kpyra »Xn3Hu, B KOTOPOM BpeMs ObiS10
4eTKO pacrnpeneneHo peurno3HbiM yCTaBoM, NMOPSAAKOM ropoACKMX UM CeNbCKUX
paboT, obblYasgsMM 1 TpaanumsamMm. OpneHTUpPblI NOTEPSANCL. MHOXXeCTBO Ntoaeln

B Hallle BpEMS He XXUBET B Kpyre Henenn, a 6exxmuT B HeM, Kak besnika B Kosece.

B noHepgenbHUK Takon YyenoBek aymaeT: «Ckopee bbl NATHMLA!», B NATHULY: «boxxe
MOW, HeY>Xesn eLle oHa Heaens XXU3HW npolsia?», B BOCKpeceHbe: «I9X, ONATb
3aBTpa Ha paboTy».

BHYTpuK Hegenn npu 3TOM LapuUT NMOJIHasA HeonpenesneHHoCTb. B naTHMUY, 3a 4Yac o
COBellaHNs Yy reHepasibHOro AMpeKTopa, BCNOMUHAETCS, YTO HY>XHO 6biN0
MnoAroTOBUTb K 3TOMY COBELLAHNIO NPOrHO3 N0 pernoHasabHbIM Npoda)kaM. [1nsa 3Toro
KpanHe HeobxoOMMOo NeperoBOpuTb C TEPPUTOPUAJIBHBIM MEHEIXKePOM, KOTOPbIA, Kak
Ha3/10, B Cpeay yexasl B KOMaHONPOBKY U HEAOCTYNeH No MobunbHOMY TenedoHy (ax,
ecnm 6bl BCMOMHUTL 06 3TOM gene xoTs 6bl BO BTOPHUK!..). A NOAYNHEHHbIE
3a[€P>KMBAOT NOAFOTOBKY K BbICTaBKe, MOTOMY 4YTO Bbl HNIKAK HE MOXETe BblOENNTb
rmapy 4acoB Ha pa3peLlleHne nx Bonpocos. N apyr obngencs: cneunanbHoO paaun Bac
rnepeHec npasaHoBaHME OHSA POXXAEHUSA CO Cpeabl Ha YeTBepr, Bbl o6ewanu, 4To
bynoeTte, HO UMEHHO Ha 3TO BPEMS Ba)KHbIN KJIMEHT Ha3Ha4Yua BaM BCTpedy. M Beab OH



npenynpexxaals, YTo «CKOpee BCero, B YeTBepr Be4yepomM»... B obuiem, Hepasbepuxa
1 3aBasl, U BalX AEeTW NOMHAT Bac No CeEMelHbIM hoTorpadusm.

Kak 6bITb, €C/in B BalleM HefeslbHOM Kpyre HeT CTOJ1b XKeNlaHHOW onpeaeneHHoOCTHn
N NpeackasyemocTu? Kak cymeTb NpeayCcMOTpPeTb BCE Ba)KHOE, BbiAENNTb BPEMS Ha
BCe Heobxoammoe 1 Npu 3TOM HaWTK BPEMS Ha TO, YTO Xo4eTCca?

Kak ycneTb Ha 6an c rocygapem

OcTaBuM 1 CpeiHEBEKOBbLE, N Halle CyMaTOLIHOE BPeEMS - NepeHeceMCcs MbIC/bIO

B 61arocnoBeHHbIN XIX BeK. Bbicluee oOLECTBO XXNBET HACbILWEHHON KYNbTYPHON

N 0eN0BON XUN3Hbo. CTPOATCA XKeJie3Hble 4oporu 1 3aBoabl. JunaomaTsl NNeTyT CBOU
ceTn, ykpenasasa no3nymm PoOCCMNCKON nMmnepmn B MMpoBon noantuke. Ha 6anax
obcyxaaTCca npemMbepbl onep 1 nocsegHmne cobbiTna 60nbLLION eBpOoNencKon

M asnaTckon nonmtukn. CTpaHa npouBeTaeT. YenoBeky, XenawweMmy BHOCUTb CBOW
BKnaa B obuiee oeno, 3aHMMaTb OCTONHOE MECTO B XXU3HU BEJINKOW nMnepun,
HeobXxoaAMMO MHOroe ycneBaTb.

BpeMsi  AeHbrM NNAHUPYIOTCS, U MJAHMPYIOTCA BAYMYMBO. ExxerogHo nsgatoTcs
aZpec-KaneHaapu € NoJsIHbIM NepeyHeM YNHOBHUKOB ornpeaeneHHoro paHra. Mo
Ka>XoM NepcoHanm - Kpyr peLlaeMbiX BONPOCOB, MOYTOBLIN afpec U Aake AeHb
UMeHWH. MpeanpuHUMaTENV NIAHUPYIOT NOCTAaBKN B CNeLnanbHbiX KHUrax. Benb
Kyneyeckoe CJ/I0BO TBEPAO, He MOCTaBMLLb TOBAp B CPOK - NoTepsielb penyTaLuunto
HaBcerga. ambl Ha 6anax 3aHOCSAT KaBaJIepPOB B «KAPTOYKY TAHLEB» - KOMY OTAaHa
Kagpwuib, KOMYy NMOJIOHE3, KOMY Ma3ypka. Hukakon nyTaHuubl 1 Hepasbepuxu.

MNpenctasumM cebe 3aHATOrO YesiloBEKa BbICLLIEro CBeTa TOro BPpEMEHMN.
NModaHTasnpyem HeMmHoro. BoT, Hanpumep, EBreHnn OHernH. OHeruH Ton nopsl,
Korga TaTbsiHa y>Xe CKa3ana: «Ho a gpyromy othaHa, 1 6yay BeK emy BepHa».
MponaeHbl MeTaHUA M WaTaHMA MON0AO0CTU: nycToe 6e3nensHoe ybnBaHmne BpemMmeHu,
yBJiedyeHne nagesamm gekabpucrtos, nytewecTtsud... Cenvyac EBreHmnm - HavasabHUK
henapTtamMeHTa B MMHUCTEpPCTBE MHOCTPaHHbLIX aen. OH B pacuBeTe cun

N BO3MOXXHOCTEN, EMY HPABUTCSA AE/10, KOTOPbIM OH 3aHMUMaeTcA. NoagYNHEHHbIe
yBaXkaloT ero 1 Kak 3HaLlero 4yesoseka, pasbupatouierocs Bo BCeX TOHKOCTAX
BHELUHEN NOJINTUKU, N KaK OOCTOMHOI0 pyKoBOANTENS.



Kak 1 opyrum nogsm ero nojoXeHus, Bce ycneBaTb eMy MoMoraeT aJipec-
KaneHOapb, B KOTOPOM pacnucaHbl 3Ha4YUMble AaThl, Aesa U BCTPeYUn Ha
NpeacTosLY Heaento.

MNpenctaBbTe cebs Ha mecTe EBreHnsa. Xmypoe netepbyprckoe yTpo noHenesibHUKa.
MpoCTOpHbIN KabunHeT, Ay6OBbLIN CTOJ, NOKPbLITLIA 3€/IEHbIM CYKHOM, Tsa)Xesoe
KOXXaHoe Kpeco. Yalka xopowiero Koge. Bol cMOTpuTe Ha 0630pHLIN KaneHa4apb
Hefesnn - N TOYHO 3HaeTe, YTO U B KakKon AeHb BaM nNpeacTtonT. Ha 4To Heobxogmnmo
HanTn Bpems oba3aTeslbHO, @ 4HTO MOXKHO OT/IOXUTb. ['Ae cToUT NobbiBaTb N K YeMy
NOAroToBUTLCA. B BalleM HefesibHOM Kpyre eCTb MeCcTo U A1 OnpefeeHHOCTH,
npenckasyemMocTu, u - gna ceobogbl.

Baw NnYHbI HeaenbHbIN Kpyr

YHUBEpPCanbHOro «HeaeNbHOro Kpyra» He cylecTByeT: obume npasuia oCcTaancb
B CpeflHMX BEKaX BMECTe C YNopsA04E€HHbIM COCJIOBHO-KACTOBbLIM YKJ/1aZl0M »XMN3HMW.
llaBanTe onpenennm CBou Npasuia n cOoOpMUPYEM Ball JINYHbIA 0630PHbIN rpadmk
Henenu. [1ns 3Toro CHavasa pa3faenMm BCce Aefla Ha HECKOJIbKO OCHOBHbIX TUMOB.

1. XKecTkune BCTpeuun - gena, UCNOJIHEHNE KOTOPbIX HAa3HAa4YeHOo Ha 3apaHee
orpefesieHHoe To4YHOe BpeMsd OHA. Hanpumep, «natHUua, ¢ 15.00 go 17.00»,
«cyb6oTa, 21.00». Kak npaBuio, XXecTKkne BCTpeyn nogpasyMeBaloT A4OrOBOPEHHOCTb
0 TOYHOM BpPEMEHUN C KeM-NMDBO0: BallMM PyKOBOAUTENEM, KIINEHTOM, MOAYNHEHHbIMN,
puTHEC-KNYyboM 1 T. N. K XKeCTKMM BCTpedYaM MOryT OTHOCUTbLCA, HanpuMep, Takue
nena:

- cobecenoBaHume C NpeTeHAEHTOM Ha BakaHcuio: YeTBepr, ¢ 17.00 go 18.00;

- NneperoBopsbl C KNMeHToM: 25 Mas, 15.00;

- noxon c oeTbMun B TeaTp: cybboTa, ¢ 18.00 go 22.00.

XeCTKue BCTpe4un B KaJieHaape Mbl 6y,u,eM BblAEeNATb CUHUM UBeTOM. CUHNIN - UBET
cTporoctu, agncunnianHbl, 4HeTKOro NCnoJiHeHMA obsa3aTenbcTB N cobnoaeHns



Ha3Ha4YeHHOro BpemMeHu[l - Bce nnnwcTpaumm B KHUre cosdgaHol Ha 6ase nporpamMmmbi
Microsoft Outlook 2013, cogep>xaLlen pag HOBbIX NONE3HbIX «TAaNM-MEHEeLXKEPCKNX»
GPYyHKLNA.].

2. PerynsipHble )XecTKne BCTPEeUN - XXEeCTKMe BCTPEUUN, UMEKLLINE CTPOro
ornpeaeneHHy nepnoanyHocTb. Hanpumep:

- NJaHepKa C NoAYNHEHHBIMUN: KaXKabln noHegenbHMK ¢ 11.00 go 12.00;

- TeneoHHasa KOHepeHUNsa C pernoHaMmun: Ka>kgaa stopas cpena s 15.00;

- baccenH: KaXXable BTOPHUK, YeTBepr n cybborta B 19.00.

MoBTopsoWmMecs BCTpeun yaobHbl Tem, 4To B Outlook nx Mo)xHO 3annaHnpoBaThb
BCero oauH pas3. OH aBTOMaTU4YEeCKN pacCTaBUT UX No BceM byayuwimnm Hegensam
Balwlero kaneHgaps. OTKpbiBasa KaneHgapb B NOHeOeNbHUK, Bbl yY>XKe yBuauTe
KJlo4eBble NpeacTodaume gena, cosgatolme KOCTAK HeeslbHOro Kpyra.

MoBTopstowmecs BcTpeymn B Outlook oTmyaloTCca cneumnanbHbiM 3HAYKOM - KPYTrOBbIMU
CTpenKamMu B MPaBOM HVXKHEM Yriy BCTPEYN.

3. MHOroiHeBHble COObLITUS - MPOAOIKAOLLMECH HECKONBLKO AHel 1 He Tpebytoume
BalLEero JIMYHOro y4acTus B CTPOro onpeaesieHHoe Bpems. Hanpumep:

- BbICTaBKa: HenJoxo 6bl MOCeTUTb, HO HE MPUHLUUMNAJIbHO, B KaKOW AEeHb 1 B KaKoe
Bpems;

- KOMaHOMNPOBKa: HY>XHO 3apaHee NMeTb B BUAY;



- OTNyCK KoJ1nernm: 3Haem, 41To He CMOXXeM B 3TO BpeMiA K HEMY O6paLLl,aTbCF|.

B Outlook Takme cobbiTnsa nzobpakatoTCss rOPM30OHTAsIbHLIMU NOJI0CAaMN B BEPXHEN
4acTu KaneHpgapda. Hanpumep, «MacneHunua B lNeTeproge» y EBreHnsa OHernHa. He
nepenyTaellb C XXeCTKO 3anJiaHUpoBaHHbIMN OeflaMn, HO 1 He 3abyaellb.

4. «'nbkne» 3apgavn - gena, He NMeroLme KecTKo ornpeneneHHoro MOMeHTa
BbINOJIHEHNA. Hanpumep:

- YTO4YHUTb MEeCTO rnpoeseneHmnsda neperosopoB: CceroaHs,

- NPOKOHTPOJIMPOBATbL NOArOTOBKY K COBETY AMPEKTOPOB: K 15 mas;

- N3Y4YNTb KOMMep4eCKne npegao>XxeHnd rnoCtaBLNKOB: 0O KOHLL.a MeCALla.

Mpn 3ToM «rnbkne» He 03Ha4YaeT «He UMeloL e CPOoKa UCMNOJIHEHUNA» NN
«HeBaXkHble». 3aja4a MOXeT MMeTb CPOK ucnosHeHus; 6osnee Toro, oHa MoXxeT bObITb
ropsien, HeOT/IOXKHON. HO y Hee HeT YeTKOW MPUBA3KM KO BpeMEHU, ee MOXHO
coenatb n B 11.00, n B 13.50 - B ntoboe BpeMs gHs.

B Outlook Takme 3aga4un otobparkatoTca cnpasBa OT KasieHAaps, B naHenn 3agau (o
Hen NongeT peyb B crepytowen rnase). ECim y 3agaym yCTaHOBJIEH CPOK

ncnonHeHunsa - B Outlook 2013 oHa MoXxeT oTobparkaTbCHA NOA COOTBETCTBYOLWMM
OHEM KasieHOaps, eCan BKAKYUTb 3Ty ONuuio Yepes MeH «Bng», B pasgene «Cnnucok
3a4a4 Ha AeHb>» BblbpaTb «OObIYHANA».



5. Blog)xeTupyemsle («nnaBatlime») 3aga4um - Aena, He MMerLLMe XXeCTKOro cpoka
BbIMNOJIHEHUS, HO TpebyoLline BblaeNeHNns HeKOoToporo broa)xeTa BpeMeHn. Hanpumep:

- MOAroToBUTb OTYeT - noTpebyeTcs 2-3 yaca;

- caenaTtb cnanabl K npeseHTaunnm - Hy>KHO OKOJI0O YacCa,

- HanucaTb CTaTblo - HeEOBX0aMMO 2 Yaca.

Ecnn 3apava He 04eHb CPOYHAda WM CPOYHAs, HO 3aMET He CJIMLLKOM MHOIM0 BPEMEHU
(KpaTKMM TenedoHHbIN 3BOHOK), Mbl 3aNnUCbiBaeM ee Kak rumbkyto, B «3agadun». Ecan
»Xe 3apada TpebyeT 3aMeTHOro pecypca BpeMmeHun (bonblue Yyaca) u npm 3Tom
ABNSAETCA LOCTAaTOYHO CPOYHOW, €e NOJIe3HO 3aHeCTN B KaJleHJapb B Ka4ecTBe
brogxeTnpyemon. Takmm obpa3om, Mbl CMOXXKEM YBUAETH, XBaTaeT S HAM BPEMEHN Ha
€ee NCnoJiHeHne, peasancTUYHO Nn pacnpenesneH Haw pabo4ynn geHb. YHToOblI OTANYUTDL
bogXKeTupyemble 3afa4um OT XKECTKUX BCTpeY, Oyaem BbiAenaTb UX 3e/1€HbIM LBETOM.

MnaHnpoBaHne Hepenu

Tenepb NepeHeceM Halln XecTKue, «MHOrogHEeBHbIe» K BlogXXeTupyembie aena
B Outlook. Anropnt™m npocT. CHavYyasNla HaCTPOUM KasleHaapb Tak, 4Tobbl C HUM 6bIN0
ynobHo paboTaTh.

1. B o6bnacTtn nepexonoB B HUXKHEW 4YacTu 3KpaHa Bblbepute «KaneHaapb».



2. Ha naHenn ynpasneHus Bbibepute NyHKT «Paboyasa Hepena». KaneHaapb
npuobpeTeT Takon e BUA, Kak y EBreHns OHervHa: no ropmsoHTann - gHu, no
BEPTUKAIN - Yachbl.

3. BoibpaTb pa3Hble nepuoabl B 2013-11 BEpCMM MOXKHO B KasleHOape, oTobparkaeMoMm
cneBa. YTobbl OTKpbLITb 0TOBpa>keHne KaneHaapsa B Cnucke gen, To eCTb CripaBa oOT
OCHOBHOI0O KafleHgaps, HY>KHO NepenTun Ha BKAagky «Bua» v BeibpaTbh «Cnncok gen»,
HaXXaTb «KaneHaapb». Torga cnpasa B NaHenn «CNMCcoK gen» MOXXHO BbibpaTb
KOHKPEeTHYI0 AaTy Win Hegento.

4. Y10bbl BAC He YTOMAISAN HanoMmnHaHms o06o Bcex 6e3 ncknyeHns BCcTpeyax,
pekoMeHAOyeTCsa OTKAYNTb UX. 18 3TOoro HeobxoaAMMo Ha)kaTb NMPaBON KHOMKOW Ha
pa3nen «KaneHgapb» B HWKHEN NaHenn MeHto. B pasgene «KaneHgapb» CHUMUTE
rasioyKy y cnoB «HanoMmHaHua rno yMoJsiHaHUo».

Tenepb co34aanM NepBble HECKOJIbKO BCTPEN.

1. BblagenuTe MbILLKON B HY>XHOM OHE KaJieHadapa BpeMsd, Ha3Ha4YeHHOE OJ1d BCTPEYN.

2. Ha nony4YmBLUEMCS TEMHOM MPSIMOYFO/IbHUKE KJMKHUTE MPaBoil KHOMKOW MbILLIN
n BblbepunTe B MeHto «Co34aTb BCTPEYY».



3. B OKHe co3faHunsa BCTpeyun BNuwnTe B rnoJsie «Tema» ee Ha3BaHue.

Bce, 4To MOXXHO AenaTb CO BCTpeyen, B pa3HbixX Bepcusax Outlook noxoxxe, meHAOTCA
NMWb AN3anH N pacnosioXXeHne yrnpasasiowmx KHOMOK.

4. Ha>kaB Ha KHOMKY «BbibpaTb KaTeroputo», Bbibepnte ANa )KeCTKON BCTPeUn CUHIOH
KaTeroputo (XXecTKo npuBsA3aHHbIE KO BPEMEHW), O/14 MNJ1aBalOLWEN - 3e/IeHYIO0
(brop>xeTupyemsble).

Ecnu BCTpeya NOBTOPSAOLWANACA - HAXKMUTE KHOMKY «[MoBTOpeHme» 1N B NOSIBUBLLEMCS
MEHI0 3aalTe HY)XHYIO PerynsipHocTb. Hanpumep, «Ka)kable NoHeaeIbHUK
N YeTBepr».

5. YT06bI CO3a4aTb MHOFroAHEBHOE CObbLITUE, BbIOEINTE MbILLKON BPEMSA HE Ha
KajsleHaape, a Ha TEMHOW nosaoce Hag HUM. KJIMKHNUTE Ha BbliAeNIEHHOW MoJioce npaBown
KHOMKOW MbILIN N BblbepnuTe B KOHTEKCTHOM MeHIo «Co34aTb BCTPeYy».



6. YHTOOblI N3MEHUTb NPOAOJIKMUTENIBHOCTbL BCTPeYun, bepnte ee MbILLKOWN 3a HVXKHUN
NN BEPXHUW Kpan 1, OBUrasa Kpawu, yOJNHANTE NN YKOpaYnBanuTe BpeMsa BCTpeUn.

7. YT0bbl NEpeHecTn BCTPeEYy, BO3bMUTE €€ MbILLIKOW 3a SIeBbIN Kpal 1 nepeTalunTe Ha
HY>XHbI AE€Hb N HY>XHOE BPEMS.

OcBOeHME 31EKTPOHHOIr0 NJIaHMPOBaHMA TpebyeT HEKOTOpPbLIX YCunuin. Begb nucatb
Ha Bymare Hac y4ywin c geTcTBa, a paboTaTb Ha KOMMNbOTEPE Mbl CTann B bosee
nosgHem Bo3pacTte. Ho, C Apyron CTOPOHbI, Ka)Xaoe U3MeHeHne B OyMakHOM
eXeOHEeBHNKEe - 3TO Bbl4EPKMBaHME N nepenncbiBaHme. B Outlook Ha nobbie
n3MeHeHnsa 06CToATENbCTB MOXKHO pearmpoBaTb MTHOBEHHO, MPOCTO NepeaBUHYB
COOTBETCTBYIOLLME BCTPEYMN.

I'Ipanma niaHNpoBaHMA Heaen

C pasnenom «KaneHgapb» HY>XHO paboTaTb eXXegHEeBHO. YTPOM npocMaTpuBanTe
CMNCOK rMbKmnx 3aday B maHenn 3agad cnpasa oT KasieHAaps (06 3ToM cnucke Mel
rMnoroBopuM B crieaytowen rnase). ECam Kakasa-To U3 HUX cTanla 4oCTaTO4YHO CPOYHOM
n TpebyeT He MeHee Yaca Ha BbINMOJIHEHME - CO3[aBaNTe BMeCTo rmbkon 3agaym

B0 )KeTnpyemMyto («niaBatoLLytos).

3akoH4uB noboe KpynHoe neno, 3arnaabiBante B «KaneHpapb». Bol yugnTe
npubnvxatrouwmecs XecTkne BCTpevn namn «niasatoLlime» 3agadm n onpegennTe, 4em
cenyac uenecoobpasHo 3aHATLCA.

OTBOAUTE Ha XKECTKMe BCTPeYn N nnasatoLwme 3agaqm He bonee 60 % pabovero gHs.
He meHee 40 % [0/HKHO OCTaBaTbCA Ha pa3/IMYHbie HenpeaBNaEeHHbIE
obcToATENbCTBA - U BHYTPEHHUE, N BHELUHKE.

Ecnn Bbl YacTo NoknpaeTe paboyee mecTo, HeobxoamMMo nobecrnokonTbCA

0 «MobuNbLHOM Bepcun» KaneHpgaps. HactponTe cnHxpoHmsaumio Outlook

C KasneHAapem Bawero MobusibHOro TenedoHa - cenyac 3To yMelT AenaTb
O0NbLWNHCTBO NPUINYHBLIX Moaenen TenedoHOB, HE FOBOPSA Y)Xe 0 cMapTdoHax
N KOMMYHUKaTOpax.



HOpyron BapnaHT - pacnedyaTbiBanTe pacnucaHne ni3 Outlook Ha nucT bymarmn popmaTa
A4 nnn A5. Outlook no3BonsieT 4OCTaTOYHO r’MOKO HacTpanBaTb BUA
pacreyaTbiBaeMOro oKyMeHTa. Hanpumep, Kakne gHM Bbl XOTUTE B HEM BUOETb;
HY>X€H /11 BaM TOJIbKO KaJleHO4apb UK KasieHO4apb BMeCcTe C NaHesblo 3a4a4; HY)XHO
I MeCTO 014 MOMEeTOK B TeyeHne OHA U T. . BoT, HanpuMep, Kak BbIrNaguT rnpu
BblJaye Ha nevyaTb KaseHfapb Hegenu ¢ nobasaeHHOW CrpaBa NaHesblo 3a4au.

KakK Ha3blBaTb BCTpe4un

Co3paBad BCTPeYM U «rsaBatowme» 3agadun, npuaepXxmBamtecb CTporo
onpeneneHHonm cnctemMbl 06o03HavdeHnn. Outlook - Ype3BblHANHO aKKYypPaTHbLIN
N UCNONIHUTENBHLIN CeKpeTapb-pedepeHT. Ho Npn 04HOM yCNOBUW: €CNn
pa3roBapuBaTb C HUM Ha A3blKe, KOTOPbIM OH CNOCODEH NOHUMATL.

Bce hopMynmpoBKKM A0IXKHbI HAYMHATLCS C ONpeaeneHHOro KJl4eBoro CJ10Ba, Bceraa
B UMeHUTesIbHOM nafexe. Kno4yeBoe CN10BO OTAENSeTCS ABOeTOYMEM; Noce
NBOETOYNS MOXXHO 006aBUTb NoAPOOHOCTU, CBSI3aHHbIE C 3aMnlaHUPOBAHHOMN
BCTpeyen. Hanpumep, Tak.

Takas cucTteMa Hy>XHa 419 MoucCKa Mo KJto4YeBbiM C/l0oBaM. Hanpumep, Bbl XOTUTE
Y3HaTb, CKOJIbKO BPEMEHU Bbl TPATUTE Ha obLleHne C Nog4YUHEHHbIM [leTpoBbIM. Nnn
B C/ly4ae KakKoro-To cropa BaM HY>XHO BOCCTAaHOBUTb UCTOPUIO B3aUMOOTHOLLEHWUA.

B okHe noucka B «KasieHOape» Bbl BBOAUTE KJ1l04YEBOe C/I0BO «[1eTpoB:» 1 nony4vaeTe
BbIOOPKY BCEX BCTPEY, KOTOpbIe Obl/IN C 3TUM YEeSIOBEKOM CBSA3aHbI.

O6bpaTuTe BHMMaHMeE Ha ABOETOYME B KJIIOYEBLIX CJIOBAX — OHO HY>XHO, 4TObObI NOMCK
BblJaBajl TOJIbKO Te BCTPeYU, rae cyoBo «eTpoB:» NCMOJIb30BAHO KakK KJII0YEBOE,
a He Te, B KOTOpPbIX MPOCTO NPUCYTCTBYIOT C/ioBa «[leTpoB», «[1eTpoBCKUn>»,



«lleTpoBKa» N T. n.

AHANOrM4YHO Bbl MOXKETE MOJIYYMTb KApTUHY BCEX MPOLLUAbLIX U By AyLIMX BCTPEY No
NPoeKTYy «PeHUKC:», KINEeHTY «beTa-NN3nHr:», No Ballen MNYHON Kito4eBo obnacTtu
«310poBbe:» NN «CeMbs:», «Xo066u:» n ap. OQHO U3 CaMbiX BaXKHbIX NMPEenMyLLEeCcTB
3JIEKTPOHHOIO MJIaHMPOBaHUS Nepen 6yMa>kHbIM: Bbl MOJly4aeTe OrPOMHbIN MacCuB
JaHHbIX 01 aHa/IM3a U TOYHOrO MOHUMAaHMS, Ha YTO peasibHO TPATUTCS Balle BpeMms.

Onsa Toro 4To6bl HANTK B KasleH4ape BCTpeYun no Kayvesomy cnosy, B Outlook 2013
HY>XHO NPOCTO BBECTUN HY>XHOE CJZI0BO B COOTBETCTBYIOLLEe NoJjie U HaXKaTb
n3obpaxkeHue nynbl Cripasa.

[MonesHoCTM ong pykosoauTens

(naBHOE NpenmyLecTBo npu nepexoge ¢ bymarun Ha Microsoft Outlook ans
KOMaHOHoON paboTbl - 6osiee BbICOKasi yrpaBAsieMOCTb NP MEHbLLWX 3aTpaTax CUJ.
Hanpumep, ¢ nomouwbio KaneHgapen B Microsoft Outlook 2013 Bbl MOXXeTe:

KoHel, 03HaKOMUTEeNbLHOro pparMeHTa.

notes

MpuMmedaHus



Bce nnntoctpaunn B KHUre cosgaHbl Ha 6ase nporpammbl Microsoft Outlook 2013,
copep>xawlen pag HoBbIX NOJIE3HbIX «TAUM-MEHEOXXEPCKUX» (PYHKLNNA.

Kynutb: https://tellnovel.com/ru/gleb-arhangelskiy/formula-vremeni-taym-
menedzhment-na-outlook-2013
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