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HagaBaTtn KOXXHOMY KOpPUCTYyBayy ocobuncty pobouy
obnacTb, 6ibnioTeky UMGPOBOro KOHTEHTY Ta
obnacTtb ansa cnisnpadi

G 8 Topic 1: Create and use a Quick Step - OneNote E = - jm| X
Qarin OcHoeHe BcTaBneHHA KpecaeHna Kypran PeueHayBaHHA MoaaHHA Bonowwutxa TetAHa BonogumMupiena
—— 40569A_Outlook_Associate_2019 5 o
L1 Student - Welcome Course orientation Module4 .. + + Mowy (Ctrl+E) L~

of your team. You can select those team members the first time th Module 1
you use this option. You must name your team the first time that y muju:ei
. oaule
access this feature. IRl bes .
o Reply & Delete. Use this option to create a reply to the person wt Module 5 s and Quick Parts
sent the email and then delete the email from your account. Module &
. . Module 7
o To Manager. Use this option to forward a message to your manac c - file
. _ . . ) - 3 apstone project
The first time that you use this option, you'll specify your manager Media hodule pst file
o Done. Use this option to move an email to the folder that you specify, Topic 1: Create and use a Quick Step
mark the email as read, and mark the email as complete. Activity: Guess and tell
o Create New. Use this option to create a new Quick Step. Try-it: Create and use a Quick Step
Topic 2: Use Quick Parts
Create a new email by using a Quick Step Actiity: Switch
Try-it: Use Quick Parts

By using Quick Steps, you can make it much easier and faster to send an email

. - . . . Wrap-u
with a similar message to the same recipients multiple times. Frup

Learning activity resources

1. On the Home tab, in the Quick Steps group, select Create New. Lesson 2: Using rules to manage mail
Y4 Move to: 7 3 To Manager Warw—up
Topic 1: Create and run a rule
“ Team Email v Done AT D S
4 Reply & Delete N Try-it: Create and run a rule
Quick Steps 7 Topic 2: Manage rules

Figure 2 Quick Steps group Activity: Pose a challenge
Try-it: Manage rules
2. In the Edit Quick Step dialog box, in the Name box, enter a name for the Detach the module .pst file

Quick Step that you'll create. -
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S PEOATYBAHHA TECTY
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HatucHiTe JloaaTu BapiaHT, Wob gogatu
BiANoBiAi, BIAMiHHI Big ABOX CTaHOAPTHUX
BapiaHTiB. BcTaHoBITL Nnpanopeub NMpaBunbHa
BignoBiAb Nopy4y 3 NpaBUiibHUM BapiaHTOM
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@ [1na CTBOPEHHSI HOBOIrO ONUTYBaHHSA HEOBXiAHO HAaTUCHYTU +HoBe onUTyBaHHA —
CtBoputu chopmy
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BiANOBiAaTH
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(I Biaryk
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BonowwHa TeTana BonogvmupieHa

Bignoeiger: 234



epBic Forms

[Mpuknag oTpuMaHux signosigen
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[MpeaocraBneHHA aHaniTUKM

3asBa-aHKeTa AN OTPUMaHHSA KOPNOpPaTUBHOIO 061iKOBOroO
3anucy Microsoft Office 365 (224

12% wnapanv eignoeias Low Ha ue 2anutaHHs, | Binbwicts onuTyBaHWx Bignoeinu
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N ) 12% 83%
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JNonatkosi BigomocTi
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12% nananw sianosias Low Ha e 3anutaHHs, | BinbLWiCTe ONWMTYBAHWX BIANOBIAKX

CKaCYBaHHA OB/IIKOBOTO 3anucy 1 e e : " " g
OulHITb CBIW piBEHb BMIHHA CTBOPK Low" Ha 3anuTanHa 11"

NOHOBNEHHA OBAIKOBOrO 3anucy 71 — ) i

' [lonatkosi siaoMocti {Jr Ananituka £» 3aKkpinuTi Ao 3anuTaHHA NoknagHo
3MiHa OCOBMUCTUX AaHWX KopKCT... 16
BIJHOBNEHHA NapoAto 167
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CamoouiHtoBaHHs (ansa cryaeTis IT daxy) -

€ Hasag (2 Komn'iorep [ MoBinssumit Sy Biaryxn €D

CamoouiHtoBaHHA (a5 ctygeHTiB IT dpaxy) Biryon Cepepit oifinc: 260

(VJ CTtBOptoBaTU OLiHIOBAHHS

Jlaiite BIANOBIAI Ha NUTAHHA AHKETH ANA BU3HAUEHHA PIBHA BONOAIHHA IHGOPMALLIEHUMM TEXHOAOTIAMMK

6. BkaxiTb CBOI BMIHHA NPV CTBOPEHHI Npe3eHTauin
O6os'R3K0BO

1. BkaxiTb cneuianbHicTs 3a AKo10 By HaBuaetecs *

Komn'sotephi Hayxn Ta iHdopmaLtifini TexHonorii

@ CTBOptoBaTM ONUTYBaAHHA
(pedonekciqa), 3dupatu BiAryku

DiA NporpamMoro 3abesne

Komn'sotepra iroxenepia

2. BkaxiTb CBOI BMIHH#A Npyu pobOTi 3 TEKCTOBUM PesakTopom *

o I I I —— = @ AHanizysaTtu Bignosigi
PecrnoHOeHTIB

7. OuiHiTo CBil piBeHb BMIHHA CTBOPIOBATH Npe3exTauii

1QAZTXOBI BIAOMOCT o

234 2. 8.8. 8.8 1

Bigyanizauia signosigen @ Bisyanisauia

] V) .
Craopenns e-konTenty (U PECMOHAEHTIB pe3ynkLTaTiB TeCTyBaHHS
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CTBOpEHHA cnUcky —|—

| S @ MycTria cnncok

MycTwia cnncok 3 HaABHoro 3 Excel 3 dainy CSV I'a * e

CNUcKy
Poznoain zaBaaHb
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HaTUCHYTM +HoBUM cnUcokK Ta gani obpatu oamORIn BOneH 1 saBABHE NEOSKTY M MDaLIBHKaH Komma
CNOCib CTBOPEHHS: e
nbepiTe Konip

@ NMycTtumn cnucok ...........
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(V) 3 HasBHoro cnmcky o il @ v DU 94 ad
> ® @ A & W oa

@ 3 Excel |3:F=erruﬂa'
(VJ 3 daiiny CSV

< Hazaa
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CTBOpPEHHS CMUCKY

= 3 HafABHOr o CMUCKY

3 HansEHoOrO
cnucKy

Bubepithb icHytoUMiA cnncok
Bubepite CNMCOK, AKWIA BUKOPUCTOBYBATUMETLCA AK WaBAOH ANA HOBOTO NYCTOTO CNUCKY HA LbOMY CaTi.

Crosnuj, NOAaHHA Ta HOPMATYBAHHA CKOMIKOKITECA A0 HOBOTO CNUCKY.

Bubepite komaHay abo caidt Bubepite cnucok Ha caiiti "Moi cnmnckn”

Moi crimcku
Im'n Twn

Binw MerdTcm

O Event_17del4ca-1a%e-4183-9... Criecon
Bce ana maibyTHeOro MapkeTonora )

O Questionnaire_17del4ca-1a%... Crucok
MypTok "XmapHi cepsicu”

O Speaker_17de14ca-1a%-4183... Crivcox
ryprox IAT

@  MnaxysansHUK KOHTEHTY Crivcox

Nekanar IT, kadeapw, Bigginug
eK3ameH

Exkk-16036

(- - -

JKypHanicTuka AaHux

< Hazaa

s

3 Excel

BoctanHe aminet

25.04.2022 4:31

18.07.2022 3:12

Lists

3 Excel

3 Excel

Bubepite daun Excel 3i ceoro npuctpow abo 3 OneDrive.

Mepenat¥ 3 UbOTE NPUCTPOK

BubepiTe daiin 3i ceoro cxosvwa OneDrive

¢ Hazan

BrnaneHHa

Aowymenti

KYPCW MiABMWEeHHA KBanidikaui

HaeuaneHa pofioTta

Hayxosa pobora

Opranizauidna pobota

KHura 1.xlsx

Krura.xlsx

Mepeaatw daiin

28.04.2020

16.05.2022

Bonowwra Tetana BonoammupieHa

BonowwnHa Tetana BonoawmMupieHa

Bonowwnna Tetsna BonoawmupieHa

BonowweHa Tetana BonoarMupieHa

Boatcwwnma TeTaMa BonoagwMupiBHa

BonowwnHa TetRHa BonogwMmupieHa

Bonowwra Tetana BonoawMupieHa

Boncwwna Terana BonoammupisHa
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BapiaHTn wabnoHiB cnuckis

LA

BukopuctaHHa wabnoHy Po3knag noAin

LWa6noHun

Bia kopnopauii Maiikpocodbt Posknaa noaii

3 Balwoi opraHizauii =
ik

MpuegHaHHAa cnis...

Im'a ceaHcy Kog, ceancy Tun ceaHcy

BizHec-cHinaHoK i BiTaHHA MLOO1 MprAcM i
BiactexxyBau npobnem MpueaHarHsa cniBpobiTHUKIB Pozknapa noaii
Biactexyiite npobaemu Ta Kepyiite npouecoM NpueEAHaHHA YnopsakosyiiTe BCI BaXAUBI ) . P
3aKpMBaiiTe iX Y LIbOMY CAIMCKY. HOBOFO MpaLliBHVKa 3 NEePLOFO... BIZIOMOCTi NPO MOAI0 B OAHOMY... MpueiTanna i BcTynHe cioeo Kniouosa npomosa

/ [wuecnetuep pecyp...

-- g

CeaHcu 1-4 AnA BCTAHOENEHHA KOHTakTy BR72S Mepepea

3aMOBAEHHA NOA...

< Hazan

YnopsaaKoByIUTe BCI BaXJIMBI BiAOMOCTI Npo Nogito B ogHoMy Micli, wob yce Biabynocs 6e3 nepelukos

Onwc

CHIZaHOK Ana BCiX
YUYACHWKIB |
HedopManbHa 3yCcTpiu y
MicLi NpuByTTA

Bctynue cnoso
opradizatopa
KOHbEepeHUii Wwo
OUiKyBaTW NPOTArOM
HACTYMHWX ABOX [HIB; 9K
OTPMMATH MaKCUManbHY
KOPWCTb Big
KOHdepeHUiT

YuacHWKW AINATLCA Ha
rpynu no 4 4oNoBiKK Ta
rpawTe ¥ rpy
"Marshmallow
challenge™: Byayrots
HalBULLY CTPYKTYPY, AKa
BIIBHO CTOITh, i3
ManApHOro CKOTuY,
cnareTi Ta sedipy.

Bukopucratu wabnox CkacyBaTtin



CepsBic Lists

CTBOPEHHS HOBOIO EMEMEHTY B CMUCKY PO3TallyBaHHS [logaBaHHSA onucy A0 CrNCKY

Onwc
Microsoft Lists

Beenite 2HayeHHA TyT

+ Creopum B Peparyeatv B nopanni citkm |2 TMoginvtuca

r— Mol cnuckm . ) .
OnNWwiTe BMICT Y KINBKOX CNOBaXx
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Cepsic Power Bl
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CepBic Power Bl
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Bisyanisauia gaHux B Power Bl
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CepBic Stream
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CepBic Stream
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CepBic Stream
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CepsBic Stream
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CepBic Stream
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CepsBic Stream
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