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Pabota Ha nnatdopme. Moaynb
«CoBeLlaHus»
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Moaynb «CoBewaHna» No3B0OJIET OPraHN30BbIBaThb, YNPaBAATb U LJOKYMEHTMPOBaTb cobpaHus
KOMaH[bl NpoeKTa, rOTOBUTb MOBECTKY AHSA COBpaHUs BMeCTe CO CBOeN KOMaHAOoM, a Takxe
LLOKYMEHTUPOBaTb U 0OMEHNBaTLCA NPOTOKOAaMU COBpaHMI C y4aCTHUKaMn cobpaHna B O4HOM
MecTe.

Boibpas «CoBelaHusA» B MEHIO NPOeKTa C/ieBa, Bbl Noay4nTe 0630p BCeX BCTPEY KOMaHbl NPOEKTa,
OTCOPTMPOBaHHbLIX NO AaTe. HaxxaB Ha Ha3BaHMe COBeLLaHMWs, Bbl MOXXeTe NpocMoTpeTb bonee
noapobHy NHDOPMALINIO O HEM.,

YT00bl CO38aTh HOBOE «COoBeL,aHne», HaXXMUTE 3e/1eHyI0 KHOMKY «+ CoBellaHue» B NPaBoM
BEPXHEM yrny. BBeauTe Ha3BaHWe, MECTO NPOBEeAEHMS, AATy HavaNna U NPOLO/IKUTENbHOCTb
coBellaHns. BoibepnTe y4acTHMKOB U3 CMINCKA YYAaCTHNKOB NPOEKTa - Ha3Ha4MB CTaTyc
«MpurnaweHHble». BoibpaHHble Y4aCTHUKKN NpoekTa 6yayT aBTOMATUYECKW NPUriaLleHbl Ha
coBellaHne. HaxmnuTe CUHIO KHOMKY «Co3aaTb», YTOObl COXPAHUTb M3MEHEHUS.

ECnv Bbl XOTUTE U3MEHUTL CBELEHUSA O COBELLAHUN, HAanNnpuMep ero BpeMs Uanm MecTo, OTKponTe
mMoayJsib CoBellaHus, WenKHYB Mo 3aroJioBKy B CMUCKE, K HaXXMUTE KHOMKY «MpaBka» pagoMm C
Ha3BaHWeM coBeLLaHus. [10SBUTCA 3KpaH peflakTUPOBaHKSA, Ha KOTOPOM MOXXHO HAaCTPOUTb
nHGopMaLumio 0 coBewaHnn. He 3abyabTe COXPaHUTb U3MEHEHNS, HaXKaB CUHIOKD KHOMKY
«CoOXpaHUTDb».

Bbl MOXKeTe 106aBNATh Y4aCTHMKOB COBELLAHMS, HAXOASCh B peXUMe peaakTupoBaHus. MNpouecc
OOWH 1 TOT Xe, He3aBNCMMO OT TOro, CO3aeTe N Bbl HOBOE COBELLLAHNE UK peaakTmpyeTe
cyuwiecTBytollee. Kpome Toro, Bbl MOXETE OTMETUTH MOCE COBELLAHNSA, KTO Ha CaMoM Jene
NMPUHUMAN B HEM y4yacTue, BbibpaB CTaTyC «YHACTHUKKU»,

YBnaeTb CNUCOK BCEX Y4aCTHUKOB MPOEKTa Bbl MOXKETE B MOAYyNe «YYaCTHUKHN», Bbl6paHHbIe
YH4aCTHUKKN MNPOEKTa 6y)J,yT aBTOMaTU4eCKKN yBeaoMJ1eHbl NMPX CO30aHNN NOBECTKN OHA NN
MPOTOKOJ1a COBELLaHNA. CHaB CpJ'Ia)KOK, Bbl MOXeETe yNa/nTb Y4aCTHNKOB N3 COBELLaHWNA. Haxxmute
KHOMKY <<COXpaHVITb>>, 4TObbI COXPaHNTb BHeCEeHHbIE€ BaMN U3MEHEHNA.
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Mocne co3paHns «CoBeLLaHNs» MOXHO HacTpouThL MoBecTKy AHA cobpaHus.

1. Mepepn HavanoM coBeLLaHNA BCE YYaCTHUKN MOTyT f006aBUTb CBOW BKJ1aA B NOBECTKY AHSA, MPOCTO
Ha)kaB KHOMKy «MpaBKa».

2. C nomoLublo naHenn NWHCTPYMEHTOB MOXHO BHOCATb U3MEHEHNA B TEKCTOBbIN opmaT nnu
penakTnpoBaTb MaKpOChl, HaNnpunMmep oryiaBJieHNE.

3. He 3abyabTe COXPaHUTb U3MEHEHUS.

4. BCce n3MeHeHns, BHECEHHbIe B NOBECTKY OHS, OTC/eXNBATCA. Bbl MOXKeTe HaXaTb KHOMKY
«UcTopua», 4TObbI nonyynThb 0630p BCEX M3MEHEHWN, BKJIOYAsA 1L, BHECLLMX U3MEHEHNS.

5. HaXXMuTe KHOMKY «OTNPaBUTb HA peu.eH3upoBaHue», YTobbl ObICTPO YBEAOMUTbL Y4AaCTHUKOB O
COBELLaHNM 1 OTMPaBUTb M CChIJIKY Ha Hero.

6. B Hayase coBellaHNsi 3aKPOMUTe MOBECTKY AHSA, YTOObI NPefoTBPaTUTb Nobble Apyrie N3MeHeHus.
Mocne 3aKpbITUS NMOBECTKM [HA 0TOOPA3NTCS NPOTOKON COBELLAHWSA, B KOTOPOM ByayT OTpParkeHbl
pe3ynbTaTbl COBELLAHMS.

MpoTokon CoBellaHMst aBTOMATUYECKM CO3AAETCS NPW 3aKPbITUN MOBECTKU LHS B NPeACTaBNEHUN
CBELEHWIA 0 coBeLLaHMK 1 BbiIbope onuumn «3akKpbiTb».[10BECTKA AHS 3aKPbIBAETCS 1 KOMMPYETCs Ha
CTPaHMLY NPOTOKOa COBELLAHNS.

Bbl MOXKeTe HavYaTb pefakTMpoBaHMeE NPOTOKOa NPAMO cenyac. Tak e (hopMaTUpoOBaTb TEKCT,
CBSi3bIBaTb NPOTOKOJIbI C MakeTaMu paboT, JOKyMeHTaMu 1 gobaBuTb Anarpammy aHTa Yepes
MaKpOoChl.
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Bbl 6yieTe nepeHanpas/ieHbl Ha CTPAHULLY COBELLAHUS, e Bbl MOXETE:
1. peflakTUpOBaTb NPOTOKON (He 3abyabTe COXPAHUTDb [aHHbIE),
2. NPOCMaTPVBATh UCTOPUID N3MEHEHWN,

3. 0TNpPaBnATb NPOTOKO A4J19 O3HAKOMJIEHNS NPUrNALLIEHHBIM N Y4aCTHUKAM (a Takxe
HabnogaTenam un NHULUMNaTOPY coBeLLaHus).

4. 0OTMETUTb NOC/SIE COBELLAHNS, KTO Ha CaMOM [eJie NPMHNMa B HEM y4acTue, BbibpaB cTaTycC
<«YYaCTHUKUN>.
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