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LNPPOBUIALINA BUSHECA

Co3gaavM eguMHoe NPOCTPaHCTBO
019 paboTbl BCeM KOMMaHnm

[TocTaBMM BCEM COoTpyAHMKaM
MODOUIbHOE MOUIoxXeHme

OpraHn3yemM KOpnopaTUBHYIO
couManbHyto ceTb

BBegém npaBumia obLeHnsa B
yaTax M BUOEO3BOHKAX

BBenéemM npasuia peryndapHblx
M1aHEPOK U COBELLaHMM

Hayuymmca npaBUIbHO COXPaHATb U
MCMNOMb30BaTb 3HAHMA KOMMaHUK

KOpPOTKO O TOM, YUTO Mbl
oyoeM c 3TUM genaTtb

Ecnu Bcé coenaTb rpaMoOTHO,
o06paTHO B odpUC AarkKe He 3axoueTcs

I7 HacTpouM NpoLecchl CornacoBaHus
OOKYMEHTOB, OTMYCKOB M OMnaTbl CHETOB

8 OpraHunsyemM paboTy
C 3apa4aMu 1 NpoeKTamMm

9 HacTponM crctemy
KOHTPOMA N OTYETHOCTU

'I O MNepeBegém B CRM
BECb OTaeN Npoaark

'I'I [lepeBenem B CRM Bce
KOMMYHUKaLMK C KITMEeHTaMU
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BbuUtpukc

[OTOBbI HAGOP MHCTPYMEHTOB

ona ynanéHHoMm paborTbl

— OHJTaMH-CcepBuUC ON4 yrnpaBneHnsa 6M3HecoMm

HasoguT NnoPALOOK B Ae/1aX, NMoMOraeT pa6OTaTb BMeCTE, BbIlMOJIHATb 3aa4Y1 B CPOOK U
o6cny>+<|/| BaTb KaxXXOOro K/I1IMeHTa KakK CaMOlo NtOOUMMOTro.

OHnanH-oduc

EonHoe
MPOCTPaHCTBO
019 o0LeHna U
COBMECTHOW paboThl
BCEeM KOMMaHUN.

3agayunm M NpoeKTbI

YOOOHbIV MHCTPYMEHT
Ona ynpasneHusa
npoeKTamMuy,
NaHVUPOBaHUA U
KOHTPpONS paboThl

[MONHbINM HabopP
MHCTPYMEHTOB O/14
aBTOMaTU3aLUUK
Npona)k, MapKeTUHra
W aHanUTUKK

KOHTaKT-UeHTpP

TenedoH, noyTta u
eouHbIV YaT Ang
PaboTbl C 3a9BKaMM
M oOpaLLeHNAMY
KNWMEeHTOB

CanTbl M MarasuHbl

[MpPOCTOM KOHCTPYKTOP
NPOOaOLLMX CAUTOB U
MHTEPHET-Mara3nHoB,
obbeanHEHHbIV C
CRM




Co3paemM egumHoe
MPOCTPAHCTBO
aona paborobl
BCeUN KOMIMaHUW
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Co3paéM egMHoOeE NMPOCTPaHCTBO
.I onga pa6oTbl BCce KOMMAaHUMU BMTPMKC24 C

HauyHéM c co3paHmna BUtpukc24

Bbl CMO)XeTe caMUu co30aTb Y HAacTpoUTh BUTpUKC24 6e3
MOMOLLM CNCAAMMHOB U APYrnx cneumanmctos. MNpocTo
nepenanTe Ha CanT U 3aperncTpupymnTtecs. [lanee cnegymre
NHCTPYKUMAM, N BCE nonydmntca!


https://www.bitrix24.ru/create.php?p=144093

'I ‘ Co3paéM egMHoOeE NPOCTPaHCTBO

anqa pabotbl BCe KOMMNaHUU EMTPMKCZ4®

Co3naavM BUPTYaNbHYIO CTPYKTYPY KOMMaHUU

PyKOBOOCTBO, AemnapTaMeHTbl, OTAeSbl C PyKOBOAUTENSMU —
BCe 3TO CTOUT co34aTb Ha MePBOM 3Tamne. 3TO MOMOXKeT

BaM ObICTPO HAaXOOUTb HYXXHbIX COTPYAHWUKOB U MpaBUnbHO
pacrnpenenaTb NpaBa OocTyna.

YT1o penatb

HanounTte B TeBOM MeHo pa3fen
«CoTpyOHWKM» 1 MepenamnTe.
YacTb nofpasgeneHmm

y>Ke co3aHa — Bbl MOXKeTe
oTpenakTMpoBaTb UX M 000aBUTb
HOBble. 3aTeM pacnpegenmTe
COTPYOHWMKOB MO OTAEeNaM, HO
CHadana nobaBbTe VX B BaLll
BUTpmKc24.



'I ‘ Co3naéM eAuHoOE NPOCTPaHCTBO EMTPVIKC24 C)

ansg pa6oTbl Bce KOMMnaHum

NMpurnacuvMm coTpyaHUKOB

CobepuTe BClO KOMaHy B BUPTyalibHOM oduce. Onpenenmre
KTO KOMY MOAYMHAETCA U B KaKMUX oTaeNnax Haxoautca. Koraa
CTPYKTYpa KOMNaHUU nepep rnasamMmm — fierye noHMMaThb, KTO
3a UYTO OTBEYaeT U K KOMY obpallaTbca.

YT1o genatb

B neBoM MeHto HamauTe pasanen
«[MpurnacuTb COTPYOHMKOBY.
BbibepumTe yooOHbI cnocob

npurnaleHmna v oTnpaBbTe
konneram. Napa MUHYT — 1 BCA
KoMaHOa B cbope!

UToObl pacnpenenmTb
COTPYOHWVKOB MO OTAeNaM,
MPOCTO NepeTaLlMTe aBaTapPKM
B HY)XHble MecTa.



[TlocTaBbTe BCeM
COTPYOHUMKaM
MOOUNbHOE
NPpUNoXXeHune
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NMocTaBbTe BCEM COTpyaAHMNKaM
2 ‘ Mo6unbHoe npunoXxeHume BMTPMKC24 @

CkauunBaemM npUuloXxXeHue

He Ka)XOoMy COTPYOHUKY AN paboTbl HYXXeH KOMMbloTeEp.
HanpuMmep, KTo-To paboTaeT «B Mossax», Ha CKnage Uin Ha OocTaBKe.
C HMMU TaKXKe BaXKHO NMoaaepyXmnBaTb CBA3b, 06CyKaaTb paboumne
BOMPOCHI U1, KOHEUYHO €, CTaBUTb U1 KOHTPO/IMPOBaTb 3aauM.

CoBeT

NocTaBbTE MOOUMBHOE
NPUNOXKEHME KayXOOMY COTPYOAHMKY.
CraBbTe 3agadu, NMLmTe B
HOBOCTHOW NeHTe, obLamTech

B YaTax M CO3BaHWMBaMTECH MO
BMOEOCBA3UM — BCE 3TO MNO3BONIUT He
npepbiBaTh paboymnii MpoLecc gaxke
eCc/i Moa PYKOW HET KOMMblOTEPA.

YTto genatb

MobunbHaa Bepcua BUTpUKC24

— 3T0 BecnnaTHoe NPUIoXKeHMe,
paboTatollee c iPhone, iPad 1
Android-ycTpomcTBamMu. Bbl MOXKeTe
ero ckadatb B App store 1 Google
play. [lanee co3nanTte cBOM opucC
33 CHUTAHHbIE MUHYTbI, MpUrnacuTe
KOMNer n HadMHamTe paboTaTb.



24

4  3arpysuTte B AJOCTYNHO B
@& App Store > Google Play


https://itunes.apple.com/ru/app/bitrix24/id561683423?l=ru&ls=1&mt=8
https://play.google.com/store/apps/details?id=com.bitrix24.android

OpraHunsyem
KOpPMNOPaTUBHYIO
CoLCeTb
KOMMaHUU
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3 ‘ OpraHunsyeM KOpnopaTUBHYIO

coLiceTb KomnaHMM butpukc24©

OennmMmca HoOBOCTAMM

[ep>knte Konner B kypce cobbiTUi. NMy6nmnKymTe HOBOCTHU

MU MPUKa3bl, MPOCTO AeNIUTeCb CBOUMU MbICIAMU B
KOPMOopPaTUBHOM CoOLMaNbHOM CETU. DTO YMNPOCTUT 0bCyXKaeHue,
C3KOHOMMUT Balle BpeM§ U YCKOPUT NMPUHATUE PeLLUEeHUN.

YT1o penatb

Co3pgaBanTe NoCThl B pasgene
«HOBOCTW», KaK B MPUBbIYHOW
coumManbHowm ceTn. [lobasnamTe
doTorpadum, OOKYMEHTDI

VI BUOEOPONMKKM. Korga
coobLlleHme bydeT roToBo,
BblOepuTe nonydatenew:

BCIO KOMMaHWI0, OTAEebl UK
KOHKPETHbIX COTPYAHWKOB.
OnybnukymTe )



OpraHM3yeM KopnopaTmnBHYIO
3 couceTb KOMnaHum 5”TPMKC24 @

NoBbilLaeM MOTUBALIUIO N BOBTEYEeHHOCTb

Bbloenamte coTpyaAHMKOB, KOTOPbIE Nyylle BCero oT/In4Ymnnmchb
B paboTte, n ny6nnyHo nobnarogapute nx. Jarke npocTon
NanK OT pyKOBOAUTENSA B KOpPMNopaTUBHOM colceTn byaeT

BOCNPUHUMATbCA C 601bLLON PaaoCTblo.



3 ‘ OpraHusyeM KoprnopaTUBHYIO BMTPMKCZ4®

couceTb KOMnaHum

MpoBoguTe BUPTYyasibHble COPEBHOBAHMA, YTOObI CNOTUTDb
Bally KOMaHAy. 9TO MOryT O6biTb COpPEBHOBAHUA Ha abCONOTHO
nobyro TeMy, CBA3aHHbIE KaK C OBU3HEeCOM, TakK U C ApYyrMuMm
HedopMaribHbIMU BeLLAMW.



‘ OpraHusyeM KoprnopaTUBHYIO
couceTb KOMMNaHUU

YT1o genatb

Ha>kmMunTe Ha Bawy paMuamio 1
MMA B MPAaBOM BEPXHEM YIY,
3aTeM nepengunTe B pasnen
«Mog CTpaHMLa» M BHeCUTe
MHPOPMaL IO, KOTOPOW Bbl
XOTUTE MOLENTUTBCA C KOJIJTEraMu.

butpnkc24©

3anonHaeM npodunb

Mpun Nnepexone Ha yaaneHHy paboTy nponagaeT IMYHbIA KOHTAaKT,
N COTPYOHWUKAM CTOXXHO 3HAaKOMUTbCSA. [NpeanoXXmnte MM 3anoSTIHUTb
NMNYHBIN NPOdUb B BUTPUKC24. DTO NMOMOXKET BalLMM KoSlleram
MokKa3aTb cebs, CBOM UHTEPECHI U HANTU €AUHOMBbILLTIEHHUKOB.



OpraHM3yeM KopnopaTmnBHYIO
3 ‘ couceTb KOMnaHum BMTPMKC24 @

YT0o6bl COTPYAHUKM Ny4ylle MOHUManu, KTo paboTtaeT B
KOMMaHUU, NpeasioxXmnte nM onybnmkoBaTtb NMOCT o cebe. 3TO

noMoraeT Jiydule 4YyBCTBOBaTb KOJIJ1€T, 6onbLue yBa>XaTb U ObITb
C HUMUN B KOHTaKTe.



BBegem
npaBua
oOLeHMa B YaTax
N BUOEO3BOHKAaX
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4 ‘ BBepnéM npasuna obLeHusa B
yaTax U BUOEO3BOHKaXxX

Kak obwaTbca B YaTax

Ha yoanéHKe KOM4ecTBO YaToB CUJTbHO BO3pacTaeT. ITO yO0OHbIN
MHCTPYMEHT, HO MOCTOAHHbIN MOTOK COOBLLUEHUM OTBNEKAET HE
MeHblLUe, YeM 6oNTOBHA coceaen no odpucy. NMosToMy BaXKHO BBECTU
HECKOJTbKO MPOCTbIX MpaBu/.

butpnkc24©

YTto genatb

MNepeBenunTe obCy»KaeHWa paboymnx
BOMPOCOB B bUTpMKC24.

3anpeTuTe 4Na 3TOro MCMNoNb30BaTb
MOCTOPOHHME MeCcCeHaKepbl. DTO
ybepexkeT Bac OT MyTaHMWLbl, Koraa
ofHa nepenwcka B Whatsapp, opyraq
B Telegram mnu Facebook.

Ecnuv obcykoeHue TpebyeT
HECKOMbKMX YY4aCTHMKOB, CO3damnTe
rpynnoBomn YaT. Ecriv »ke Bbl
obcy»KaaeTe CIOXHbIV BOMPOC UK
nepenucka NpocTo 3aTarnmBaeTca —
caenamnTe BUOEO3BOHOK.

Jiobble peleHna TyT e
npespallanTe B 3agadun. 14 310
BblOenunTe Hy)KHOe coobLeHMe B YaTe
W HaXXMUTE «CO30aTb 3a4a4y». DTO He
[acT BaM 3a0biTb O Ba)KHOM.

He nossonante GnyaonTb B 0OLLKX
yaTax, 3TO MOXKET Mapann3oBaTb
paboTy oTaena. [1na 3Toro MoxeTe
JaXke BBECTW cUCTEMY LUTPadOB.
19 caMblx OBLUMTENbHbBIX co3gamTe
oTOeNbHble OTKPbIThIEe KaHasbl.



BeBepném npasuna obweHua B
4 ‘ yaTax U BUOEO3BOHKaX BMTPMKC24 C

Kak o6LwaTbcya No BUOEOCBA3U

Bnoeo3BOHKU — 3TO U 3pUTESIbHbIM KOHTAKT C KOMINeraMm, 1 CoXxpaHeHme
KONNEeKTUBA, N egUHCTBEHHAA BO3MOXXHOCTb 6bICTPO NPUHUMATb
peLleHna B TEKYLLMX YCNTOBUSAX. Be3 yXKMBoro obueHna KoMMaHus

nepecTaéTt YyBCTBOBaTb ceba egUHOM KOMaHa0OM, a oTAeNIbHble
COTPYAHUKU YYBCTBYIOT OOUHOYECTBO U TepPAaoT MOTUBALMIO.



4 |

BBeagéM npaBuna o6LLUEHUA B
yaTax U BUOEO3BOHKaxX

butpukc24©

3BOHKMW OAUH-Ha-0OWH, FpynnoBble BUOEOKOHPEPEHLUUMN,
aganTUMBHOE KayecTBO BUAEO — BCE 3TO eCTb B «BUTPUKC24»
pa)ke B 6ecnnatHoM Tapude. OnnTeNnbHOCTb 3BOHKOB HUKaK

He orpaHm4yeHa.

YTto penatb

Hukorga He 3BOHUTE KoAMeram
6e3 npenynpexgeHna. 3apaHee
OOroBoOpUTECH O BMOEO3BOHKE,
a nydlle — nocTaBbTe BCTpeuy B
KaneHnape bBUTpnkc24.

MNepen coO3BOHOM BblbepuTe

NoaAxXoOALLIMM GOH M MPUMOOEHbTECD.

OTO MOMOXKET BaM MoaaepPXKm1BaThb
pabouyto aTmMmochepy.

Ob693aTe/bHO BbibepuTe
ModepaTopa CO3BOHAa, KOTOPbIM
OyneT perynmpoBaTb BCe BOMPOCHI.

CoBet

Bbicka3bliBamTech No odepenn. Korga
HECKObKO YenoBeK HadyMHatoT
rOBOPUTb OQHOBPEMEHHO,
BMOEO0CBA3b OapaxnT U CTaHOBUTCA
HEBO3MOYXHO MOHATL APYr Apyra.

1 He 3abbliBaviTe BbIkAtOYATb
MUKPO®MOH, CTN 3aKOHY NN
roBOPUTL. MIHaue Bbl MOXkeTe
nomMellaTb cobeceHMKam
MOCTOPOHHUMM 3BYKaMUK UM CTYKOM
KHOMOK KNaBwmaTypbl.

Co3BaHMBaMTECHh C KOoM/1eraMmm
nodalue!



[TpoBOOAUM
peryndapHbie
NJaHEePKN U
coBellaHuns
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B e coveumns Butpukc240
BBoaAUM eXXeAHeBHble MlaHePKAN

Kaxabl OeHb NpoBoaUTe coBelLlaHMa € Konneramm rno
BMOEOCBA3UN. DTO MOMOXXET BaM OCTaBaTbCH B Kypce CObbITUN, U
Bcerga NoHMMaTb, KTo YeM 3aHuMaeTcs. [la n BooblLue, BUOETb
Kofiner KaXabl peHb — 6ecLeHHO.

MpennoXXuTte KaXkgoMy COTPYAHUKY KOPOTKO pacckasaTb O

TOM, UTO OH cAefian 3a BUYepaLlUHUM OeHb, U KaKne 3agaym
ﬁ MSIaHUPYET BbIMONMHUTb cerogHsa. Ka)kabl Y4aCTHUK CMOXKET
MPOKOMMEHTMPOBATb PaboTy KoJsiJiern, BO3MOXXHO, YEM-TO
MOMOXET UMW NOOCKAXKET.

Ob64a3aTeNbHO BeauTe pe3toMe BCTPeUU, U NyOBNnKynTe ero
rnocrie obcy)kaeHud. 9To He OacCT y4acTHUKaM 3abbITb O
OoroBopeHHocTax. Ha cnenytouweM cobpaHmm nporanTech
MO CMUCKY 33434 U BbIICHUTE, Ha KAKOM OHMU CTaTyCce U KaKue
Npo6/1eMbl BO3HUKIIN.




5 ‘ MpoBoouM perynapHbie
nJaHepKU U coBellaHud

YTo penaTtb

MepenaunTe B pasgen «KaneHoapb» B
NIEBOM MEHIO M 3aTeM HaykKMUTE KHOMKY
«[106aBUTb». OTKPOETCH KapTouka
BCTPEYM, KOTOPYHO HYXKHO 3amnOHUTb.

[obaBbTe Y4aCTHMKOB BCTPEYM.
MNaHMPOBLLMK MOMOYET BbICTPO
HaMTK yaobHoe aNg Bcex Bpema.

YT0Obl COObITME CO3aBaNoCh KaXKabli
OEeHb, YKaXK1Te MoBTOPAEMOCTb
COBBITUA W HY)KHOE BpeMd. Ha BCAKMM
Cny4Yar noctaBbTe HanoMmMHaHMe 3a
4yac M NaTHaOLATb MUHYT — Tenepb o
BCTpeYe TOYHO HMKTO He 3abyaeT.

butpnkc24©

3aBOAUM BCTpeUYM B KaneHpape

BcTpeun — 3TO XOpOoLLUO, OAHAKO, €ClIM OTHOCUTBLCA K HUM Beccu-
CTEMHO, OHU MOTYT «y6UTb» BeCcb pabouuni aeHb. [I03TOMy oUeHb
BaYKHO BECTU pacrnucaHme, U PUKCUPOBATb KaXKayto pabouyto
BCTpeuvy B KaneHgape.



MpoBoauMm perynsipHbie
B e coveumns butpukc24©

CneouTe 3a TeM, UTO6bI KOMMern, KoTopble CTaBAT BaM BCTPeYM,
MUcanum BHATHble Ha3BaHUA U Bcerga no6aBnanm KopoTkoe
ornmcaHue, o YeM Bbl ByageTe roBOPUTb.

YTo6bl BCTPEUM HE LN CMIOLLHbBIM MNOTOKOM, AenamTe
nepepbiB MeXxay HUMU XoTa 6bl Ha 15 MUHYT.

CoBeT

He 3abynbre 0ob6aBuTh B
pacnurcaHue BpemMa ana obena,
MHaye ero ob6a3atenibHo 3ammeT
KTO-TO M3 COTRYOHVKOB.




CoxpaHaeMm

N UCNOJIb3yeEM
3HaHUA
KOMMNaHUU
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‘ CoxpaHaeM un mncrnonbsyeMm
3HaHMN4a KOMMNaHnm

Co3naémM 6a3y 3HaHUM

UTo penaTb, ecnuv AaHHble perynapHoO TepAaTCs N ncyesatoT
BMecCTe C ywenwmmm cotpygHnkamMm? U Kkak obydaTb HOBbIX
COTPYOHMKOB, €C/I BC KOMIMaHMSA nepeLluna Ha yganéeHky?
CoxpaHuTe HY)XHYI0 MHPopMauuno BHYTpU BUTpUKC24 — cosgaunTe

KpacuBYIO U yO0OBHYI0 «Ba3y 3HaHMM» U MOCTOAHHO €€ NornosIHAMnTe.

butpukc24©

CoBeT

[JobaBnamTe MHCTPYKLMK,
pernamMeHTbl 1 apyrme obydatoLme
MaTepuanbl, YTobbl X ObIN0
MPOCTO HaXOAWTb U MPVIMEHATb.

YTto genatb

[NepenonTe M3 MMaBHOMO MEH0 B
pa3gen «basa 3HaHuM». BbibepuTe
NOAXOOALLMI LIAOMOH, YKaXMTe
Ha3BaHWe, ONMcaHme 1 LIBETOBYHO
raMMmy. 3aTeM HaMoHUTe
CTRAHWYKM HYXKHbBIMK OaHHBIMU B
MPOCTOM KOHCTPYKTOPE.



‘ CoxpaHsieM U Ucnonb3yeMm
3HaHUA KOMNaHUU

YTto penatb

YcTaHoBUTEe BecrnnaTHoe
npunoxkeHwve ona Windows

Ny Mac, YToObl 3anyCcTUTb
CUHXPOHM3aLMIO 06NaYHOro

[uncka 1 pabourx Nanok Ha Ballem
KoMMbtoTepe. [1n4a aToro nepengmre
M3 IEBOITO MeHO B pa3sgen «1ncK»

1 BbibepuTe «gmnck gna Windows»
nnn «dunck ana Macs.

Tenepb Bbl CMOYKETe CO30aBaTb
dannbl Kak y ceba Ha KoMMbtoTepe,
TaK 1 BHYTPW CaMoro bUTpMKC24 —
BCe JaHHble OyayT aBTOMaTUYECKM

CUHXPOHM3NPOBAaHbI.

butpnkc24©

CoxpaHaeM dbannbl Ha AUCKE KOMMaHUM

XpaHuTe BCe paboume oOKYMEHTbI B €eMHOM MecCTe, a He Ha
AVCKaX COTPYOAHUKOB. Bce OKYMEHTbl OCTaHYTCHa B KOMMaHUU

N HE NOTePAIOTCH, AaXKe eCNU COTPYAHUKM paboTatoT U3 goma.
Hdenutecb pannamm c Konneramm, HacTpamBamTe npaBa 4OCTynNa
N pefakTupynte OOKYMEHTbI NPSMO B BUTPUKC24.



HacTpamBaem

npoLuecchbl corylacoBaHuUA
OOKYMEHTOB, OTNYCKOB

N onnaTbl CYETOB
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I7 ‘ HacTpanBaeM npouecchbl cornacoBaHus
OOKYMEHTOB, OTMYCKOB U ONJiaTbl CYETOB

ABTOMaTU3NpynTe 6MU3Hec-npoLecchbl

Bce npouecchl, KoTopble rMagko npoxoaunu B opuce, TyT
YXe NoMatloTcs Npu nepeBoae KOMMaHUM Ha yoaneHky. Kak
COr/1acoBbIBaTb JOMOBOPbLI, OMfa4ymMBaTh c4YeTa, HAHUMATb U
YBOJIbHATb COTPYAHUKOB, eCnn Bce paboTatoT 13 goma?

butpnkc24©

CoBeT

[NepeBenmTe PYyTUHHbIE MPOLECCHI
B BUTpUKC24. Bece 3aaBKn OyayT
MPOXOAUTb MO 3a4aHHOW BaMU
LLlernoYKe COornacoBaHMa, LWar 3a
LIaroM MeHad OTBETCTBEHH bIX

M Bbl0aBasg MM HOBble 3aaHNA.
CornacoBblBaTb JOKYMEHTbI MOXXHO
OyOeT Kak C KOMMbtoTepa, Tak 1
MOBWNbHOIO TenedoHa.

YTto genatb

HacTpolky 613Hec-NpoL.eccos
Nydlle NokasbiBaTb, YeMm
paccKasblBaTb. [103TOMY
npennaraeM BamM NOCMOTPETb

HebOoNbLIOW BUOEOKYDC.

[JocTynHo Ha NNaTHbIX Tapudax


https://helpdesk.bitrix24.ru/open/3092117?p=144093

I7 ‘ HacTpaueBaeM npouecchbl cornacoBaHus

AOOKYMEHTOB, OTNYCKOB 1 OoNN1aTbl CHETOB BMTPM KC24 @

Ha 6ecnnatHoM Tapude

HacTpoMKa bUsHec-MpoLeccoB
He noanep>XmnBaeTcs

CoBerT

Bbl MOXKeTe BKIOYMNTL BecnnaTHbIN OemMo-

pexkmnm Ha 30 gHen, YToObl MonpoboBaTh
3TOT MONE3HbIN MHCTPYMEHT.




OpraHunsyem
paboTty

C 3a0a4YaMm
N NpoeKTaMu
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OpraHusyeM paboty
8 ‘ C 3aga4YaMu U NpoeKTaMu BMTPMKC24®

CTtaBuM 3aaa4um COTPyAHUKaM

Ha yoaneHKe 3agaym CcTaBATCH KaK yrogHo — Mo TesiedoHy, B YaTax,
BO BpeM$s BUOEO03BOHKOB. KaK ObITb YBEPEHHbIM, UTO COTPYAHUK

MpaBUIbHO MOHAN ycroBMe 3ada4n? M Kak caenaTthb Tak, YToObl
COTPYAHMK BOBCE He 3abbl/1 0 HEN?

CoBeT

BBeauTe npaBumio, 4To BCe
334241 JOMKHbI ObITb B
BUTpmkc24! 310 MOMOXKeET
BaM YeTKO 3aPUMKCMPOBaATb
OTBETCTBEHHOIO 3a 3a4a4y
COTPYOAHWKa W €€ CPOKMW.



8 ‘ OpraHusyeM pa6oTty
C 3afjlayaMu N NpoeKTaMm

YTo penatb

MNepengunTe M3 rMaBHOMo MeHo

B pa3aen «3agadnt U MpoeKTbl».
KNMKHMTE No KHomnke «JobaBnTb
3adady», BBeOUTe Ha3BaHme
3a0a4uM. DTO MO3BOAUT BaM ObICTPO
OPUNEHTUPOBATLCA Cpean MxX
OOMNbLLIOro KoNMmM4yecTBa.

B onvcaHmm 3apadm nogpobHo
pacnunLIMTE OTBETCTBEHHOMY,

UTO HYXKHO caenaTh. YKarkmnTe
NPUOPUTET U KPaMHNI CPOK (ecnu
OH Hy>keH). OTBEeTCTBEHHOMY
COTRYOHMKY TyT e mpuaoet
yBeOoM/IeHre O MOoCTaBNEHHOM
3apave.

butpnkc24©

OnepaTMBHO OaBanTe Konseram obpaTHYI CBA3b — BCe
obLleHMe NPONUCXOOUT B KOMMEHTapUsaxX nopa, 3agadeint.

K KOMMEHTapUaM MOXKHO NMpuKiaabiBaTb ¢pannbl, KAPTUHKMU
N JOKYMEHTbI.



OpraHusyeMm paboty
8 ‘ C 3agayaMu 1 NpoeKTaMm EMTPMKC24 C

Pa6oTtante adpPpeKTUBHO HaA KPYNHbIMU 3apa4aMM

Pa3z6buBanTe 60/blUMe 3a4a4M Ha 3Tanbl, YTOObl yNPOCTUTb U
OopraHm3oBaTb pPaboTy AaXKe C CaMbIMU CNOXXHbIMU U 3aMyTaHHbIMU
MpoeKTaMMu.

YTto genatb

Bocronb3ymtech MHCTRYMEHTOM
«4eK-nncCT». B 3agade ogHUM
KNMKOM COOPMUPYITE YEK-TTUCT
N3 MO3TAaNHOro crnuvcka gen.
Ha3HaubTe B Ka)XOOM MyHKTe
YyeK-MCTa CBOEro MCnoHuTeny,
Habnoaatenen, onpenenumTe
Ba>XHOCTb.

He 3abbiBaliTe BOBpeEMH
BblYEPKMBATL BbIMOMHEHHbIE
MYyHKTbI!



8 ‘ OpraHusyeM pa6oTty
C 3afjlayaMu N NpoeKTaMm

YTto penatb

B butpmkc24 eCtb MHOTO
crnocoboB MpeacraBneHma 3anay,
BCe 3aBUCUT OT BalUUX Lienew.

B MOéM mnaHe Bbl MOXKeTe
Pa3HeCTM 3a4a4mM Mo
npunopmtetTaMm, B Crimcke

Bbl BUOUTE 3a0a4M,
OTCOPTMPOBAHHbIE MO
AKTUBHOCTU, B pexxmme CpoKu
yA0OHO MpoBepaTh AeanaviHbl.

butpnkc24©

Ypo6Hoe nnaHupoBaHue

Y Kaxxgoro n3 Hac eCTb CBOW BHYTPEHHWM MNJlaH Ha OeHb, Mo
KOTOPOMY Mbl paboTtaeM. YTob6bl HUYEro He nepenyTaTb, Mbl
BelLlaeM CTUKepPbl, 3aMM1CbliBaeM B exXxegHEeBHUKE NMPUOPUTETHbIE
3aga4yun. Ho BCé 3ToO He OYEHb-TO HaAAEXHO.



HacTpoum
CUCTEMY
KOHTpoONSA

N OTUETHOCTWU
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‘ HacTtpoum cucrtemy
KOHTPOJIS U OTYETHOCTU

OTcnexxmBaeM 3agavm COTPYAHUKOB

B bBUTpunkc24 pykoBoguTtenm BUOAT BCe 3a4a4UN COTPYOHUKOB

N UX KPaMHUM CPOK. DTO NOMOraeT OoLeHUBaTb Harpy3sKy Ha
Ka)X[Ooro MeHemkepa 1 NNaHnpoBaTh JallbHeNWLYyo paboTy.

butpukc24©

CoBeT

Kakayto 3agady MOYXHO MPOKOM-
MEHTMPOBATbL, HAMNPUMEP, YTOUYHUTD,
no4yeMy 3agada NnpocpodeHa, NoKpm-
TVKOBATb PAabOTYy UM MOXBaUTb.

KpoMe Toro, butpmnkc24 cam no-
cUnTaEeT 2PPEeKTUBHOCTb Kaykaoro
COTPYOHMKA, MCXOAA M3 KONMYECTBA
MPOCPOYEHHbIX 330au.

YT1o penatb

B pazgene «3agadv» HayXMuTe

Ha MYHKT «PyKOBOXY» B BEPXHEM
MeH0. TaM Bbl yBUOUTE CTaTUCTUKY
Mo 3agadaM COTPYOHWKOB. KNuk-
HMTe No Ntbon LUMbpe HanpPoTKB
COTPYAHMKa U1 Bbl yBMOWTE BCE MNOA-
pPOOHOCTW.



‘ HacTtpoum cuctemy
KOHTpONS N OTYETHOCTU

CoBeT

HacTpowTe paboyme oT4EThI 1 Bbl
TOYHO ByneTe 3HaTb, YeM 3aHAThI

BalW COTRYOHWKW, HE npuiaraqa
OOMOMHUTENBHbIX YCUIM K KOHTPOJTHO.

Camoe ygobHoe, 3To NpenioXKnTb
COTPYOHWKY HammcaTb OTYET B
cBoboaHOM popMe — Kakume 3aJaum OH
BbIMOMHW 33 HEOeNo M Kakre 3a0a4u
MAaHMPYET BbIMONHUTb Ha CeayoLlen.

YTto penatb

B neBoM MeHo BbibepuTe «KapTa
canTar» W Janee HanauTe NyHKT
«Pabouyme oT4eTbl». 34eCb Bbl CMOXETE
HaCTPOUTb MEPUMOANYHOCTb OTUYETOB:
OeHb, Hepensa, Mecsal, M 60bLNIA CPOK.

JocTynHo Ha NNaTHbIX Tapudax

butpnkc24©

HacTpanBaeM exxeHeaesnibHbie OTYETDI

Mony4danTe paboymne oTYETbI BOBpPEMS U 3abyabTe, UTO O HUX
HY>XHO MOCTOAHHO HaNoOMWMHaTb. KOppeKTUpymnTe naHbl CBOUX
KONMer n cBepamTe oT4Y€TbI C TEM, YTO 6bISIO 3aMSTaHUPOBAHO.



‘ HacTtpoum cuctemy
KOHTpONS N OTYETHOCTU

BBoaAUM YUYET paboyero BpeMeHm

MHorme coTpyaHMKM CHUTAIOT, YTO «paboTa Ha AOMYy =
cBo6oOHbIN rpadmnK», HO 3TO He TaK. HacTponTe rpadmk
paboTbl ANA Ka)XO0ro COTpyaAHUKa UM OTAENa, y4nTbiBamTe
oTpaboTaHHOE MU BpeMSA 1 BCe HapyLleHUs B BUTpUKc24.

butpnkc24©

YTto genatb

[na npoBepKn MHorga nmwmTe
COTPYOHMKaM B YaTe — eCc/in
OHW He OTBeYaloT B TeveHue 15
MUHYT, CKOpee BCero, OHM He 33
KOMMbIOTEPOM.

UToObl HAWTW CTAaTUCTUKY MO
paboueMy BpeMeHu, HanaguTte
B TeBOM MeHo «KapTy canTa»
1 BblbepuTe NyHKT «Pabouee
BpEMSAY.

30ecCh Xe Bbl MOXKeTe yKa3aTb
019 KayKO0ro CoTpyaHMKa Unu
oToena, BO CKOMTIbKO OH OOXKeH
HayMHaTb WU 3aKaH4YMBaTb
pPabouM OeHb.

JocTynHo Ha NNaTHbIX Tapudax



[lepeBOOUM
B CRM
oToen
npopa)Xk
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'IO Mepesoaum B CRM
oToen npogax

HacTpanBaeM cTaaun BOPOHKMU NpoaaX

NepeHecnte B CRM LUenouky npoaark, Mo KOTOpoOM BaLlum
MeHeO)Xepbl BeayT KIIMEHTOB K NMOKynkKe. Bbl 6bygeTe B
peanbHOM BpeMeHU BUAETb, CKOJIbKO COEeNOK B 06paboTke, Ha
KaKoOW CTaguun, U KTO UMM 3aHUMAETCAa B HacTosdLlee BpeM4.

butpukc24©

CoBeT

Co3paBaiiTe oTAeNbHble BOPOHKM
019 pa3HbIX HampaBieHn busHeca,
Y KaKO0ro 13 KOTopbIX ByayT CBOW
3Tanbl, HabopPbI NoNen 1 Npasa 4o-
cTyna.

YTto genatb

MNepenanTte B «HacTpoOnKM» 1
HaMOoWTe TaM MKOHKY C HaaMMCbo
«HanpaBneHua coenok». Bolbepute
HYYKHOE HanpaBieHre 1 HaxxMmTe
«PefakTrpoBaTb CTaauM». 30eCb Bbl
MOXKeTe ObICTPO 400aBNATb U yaa-
NATb CTaAuK, MEHATb MX MOPAOOK U
penaKTUPOBaTb, Kak BaM ya00OHO.

MonpobHee Ha
CTpaHWLLE NOAOEIKKMN.
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'IO ‘ Mepesoaum B CRM
oToen npogax

CoBeT

B butpukc24.CRM Bce npaBsa

UeTKO pa3rpaHmMYeHbl Mo PoNaMm.

Bbl MOXKETE PELLINTb, C KaKUMWU
KOHTaKTaMM 1 caoenkamm CoTpyaHmK
MOXeT paboTaTb, CKauMBaTb KX,
MeHATb UK yOanaTb. Tenepsb 3a
KITMEHTCKYO 6a3y MOXKHO

ObITb CMOKOWHbIM!

YTto penatb

B pasgene CRM nepenonTe B
«HacTpoMKM» 1 ganee HaXxxMuTe Ha
«[MpaBa gocTtyna». BoibepuTte ponb

COTPYLOHWKA, HamnpumMep, MeHeoxkep.
3aTeM onpenenuTe, Kakom ypoBeHb
JOCTynay Hero gosixkeH 6biTb 4n4a

OTOENbHbIX MOMEW, KOHTAKTOB,

cOoenoK 1 ctagui.

MNoapobHee Ha
CTPaAHMLLE NOOOE KK,

butpukc24©

HacTpanBaeM npaBa AocTyna

KomMnaHuun, koTopble BeayT 6a3y KNMeHTOB B Excel, puckytoT
eé notepaTtb. B Nto6oM MOMEHT COTPYOAHUK MOXET 3abpaTb
c cobon panmn 1 OTHECTU KOHKYypeHTaM. nm npocTo no
HEBHUMATENbHOCTU yaalUTb YTO-TO BaXKHOe.
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TO | coenmporan BuTpnkc24©

NMNepeHocum 6a3y knmeHToB B CRM

YTOObI BPYUHYIO HE MEepPEeHOCUTb Ba3y KOHTAKTOB U COENOK U3
Excel B CRM, Bocnonb3ymntecb «MMMNOpPTOM COENOKY.

OH aBTOMaTUYECKU NepeHeceT AaHHble N3 pansia B CUCTEMY.
2710 6bICTPO M NPOCTO!

YT1o penatb

B pasgene CRM HanguTe
M300parkeHme LwecTepeHKu (Kak Ha
KapTWMHKE Bbllle). 3aTeM BbibepuTe
«/IMMOPT COENOK». 3arpysunTe

Ball damn Cc KIMeHTCcKom 6ason,
3aMoNIHUTE HECKOTbKO Moemn 1
MOOOXONTE HECKOMTbKO MUHYT.

MNonpobHee MPo MMMOPT Bbl
MOYKeTe MpoYnTaTb Ha
CTPaHWLLE MOANEDIKKN.
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[lepeBOOUM

B CRM Bce
KOMMYHUKaLUnNn
C KJIMeHTaMWM
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'I'I ‘ Mepesoamum B CRM BMTPMKC24®

oTaesn npogax

MopknioyvyaeM TenedoHUIo

YTo menaTb, eCnn COTPYOAHUKU NepeLusiv Ha paboTy 13 goma, a
BCe CTauMOHapHble TenedoHbl ocTanmcb B opuce? Kak nrogam
3BOHUTbL? Kyaa nepeBoanTb 3BOHKN? N KaK pyKoBoOOAUTENIO

MPOKOHTPOMINPOBATb, UTO COTPYAHUKWN TOBOPAT K MeHTam?
CoBeT

MpocTto nogknto4vmTe TenedoHmo
B BUTPWKC24. 3BOHKM K

3aMncK PasroBoOpPOB Yepes
rapHUTYPY UK cMapTdoH byayT
aBTOMAaTUYECKM COXPaHATHCA B
CRM v pacnpenenatbCa Mexay
MeHempKepamMm rno npasBniam
oyepenn.

YTto penatb

YToObl NOAKNIOYNTE TENEPOHMIO,
HaMaWTe B TEBOM MEHIO MYyHKT
«KapTa canTa», 3aTeM BbibepuTe
«MOAKTOYUNTE TENeDOHMIO». B 3TOM
pasfesne Bbl CMOXKETE apeH10BaThb
HOMEP M MOMOSTHUTL CYET,
NOAKMOYNTb TenedOoHHbIV annapar,
obnayvHyto Unm odumcHyto SIP-ATC.

MolwaroBble HaCTPOMKM CMOTPUTE
Ha CTpaHWLLEe MOANE KK,
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| | iy BuTpnkc240

MopkKnioyaeM NoYTy, COLCETU U MeCCeHaXepbl

NMoaoknoumnTe BCe NonyndapHblie KaHanbl Npoaaxk K bUtpukc24
n paboTtamTe C KNMEHTaMM TaMm, rae uM yaooobHo. Bce Bxoasawime
obpalleHna N Nnepennuckn byayT coxpaHaTbeca B CRM. H1 oguH
MOTeHUMaNbHbIN KNUEHT He ByaeT noTepsaH!

CoBeT

Hanpumep, KNMeHT HanuweT

BaM B Viber nnu Facebook.
CoobLUeHMe aBTOMaTUYECKM
nonageT B bUTpUMKC24 1 OTNpaBUTCH
K CBOOOOHOMY MeHemyKepy.
CoTpyaHWK OTBETUT KIMEHTY 13 YaTa
BUTPWKC24, @ KNWMEHT MOMyYnT OTBET
TaM, roe oH obpaTtumnica.

YT1o penatb

B neBoM MeHIO HaXKMnTe Ha
KHOMKY «ELLe» M HaranTe Tam
pasnen «KOHTaKT-LeHTP». 3aTeM
NOOKHOYMTE KaHallbl Mpoaarx, C
KOTOPbIMW Bbl paboTaeTe. [NpocTo
KIMNMKHNTE MO HY)XXHOMY U CliefyiTe

NHCTRYKLWMI.


https://helpdesk.bitrix24.ru/open/7954623/?p=144093
https://helpdesk.bitrix24.ru/open/7954623/?p=144093

BUTPUKC nNoMoraetr
6usHecy pab6ortaTtb

7 000 000 KOMMaHUM BO BCEM MUpE
y)XKe paboTatoT ¢ BUtpmkc24

BHeOpsaeTca 3a HECKObKO YacoB. He Hy»KHO HMYero ycTaHaBMBaTh
N BHEOPATb. 3apermcTpupymTech Ha cante BUTPUKC24, NpurnacuTe
COTPYOHMKOB, 1 Brepéa!

Pa3bepéTtca Kaxabln. Y BUTPUKC24 NpoCTon MHTepdenC — COTRYAHUKWM Cpasy
NPUCTYNatoT K padoTe. NMogpobHOCTM 13ydanTe B [loaaepxkel4.

[aHHble B 6e30MacHoOCTW. LaHHble XPaHATCH B 3aLIJl/IC1)pOBaHHOM BMae Ha
HECKOJTbKNX CepBepPax B Poccunn.

TexHUYeckaqa nogaepixxka. Hawm cCoOTpyOHWMKM OTBETAT Ha BCe BOMPOCHI MO
noyte N NPAMo B bUTPNKC24.

Ob6yueHune. 3anninTeCh Ha becnaTHbIM BeOrHap, Mbl pacCKa)keM, Kak Bce
paboTaeT.
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HeT BpeMeHM pa3bupaTbcs
CaMOCTOATEJIbHO?

Mbl MoMoXem!

3anofHuTe 3a9BKY, YTO6bl MOMYYUTb HaCOBYIO
KOHcynbTauuto oT Cy6KOHTO coBeplLUeHHOo 6ecnaTHo.

Bbl Mony4unTe coBeTbl NO nepexoay KoOMNnaHUM Ha paboTy m3
noMa. MHgmBuayanbHO gns Ballero 6mMsHeca v noa Baluum
Ou3Hec-npouecchl.

C CYBKOHTO

LNOPOBUSALINA BUSHECA

Ecnn BaM 31O HY>XHO
° Mbl MOMOYXeM BaM U C

HACTPOMKOW BUTPUKC24.
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butpukc24©

Pa6boTtanTte Kak B oduce.

TONMbKO U3 AOMa.

BecnnaTtHo. HeorpaHn4yeHHo. OHMauH.

Bitrix24.ru

[ ]

HAYHUTE NPAMO cenyAc!
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