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BBEJIEHUE

Pabota ¢ TEKCTOBBIMH JOKyYMEHTaMH — HauOoyiee THUNHMYHAs M Haubojee 4YacTo
npuMeHsieMas WHQGOPMAIMOHHAs TeXHOJorus. IloArOTOBKOM TEKCTOBBIX JOKYMEHTOB
NPUXOAUTCS 3aHUMATHCS KakKaoMy. KOMITbIOTEpHBIE TEXHOJOTHMH MO3BOJISIIOT CYIIECTBEHHO
HOBBICUTH 3P PEKTUBHOCTH PAOOTHI C TEKCTOBBIMHU JTIOKYMEHTAMH Ha BCEX JTaIlax.

TexcroBeiii mporeccop Microsoft Word — »3T0 crneumanbHas mporpamma,
UCTIONBb3yeMast Ul BBOJA M PeITaKTHPOBAHHS TEKCTOBBIX JIAHHBIX.

Microsoft Word 2007 maeT BO3MOXHOCTh CO3/1aBaTh U PEIAKTUPOBATH JOKYMEHTHI,
N00aBIATh B HUX TaOJMIBI M PUCYHKH, TOTOBHTH JOKYMEHTHI K medaTd. JlOmOoIHUTEIbHBIC
Moxynmu Microsoft Word mO3BONAIOT BBINOJNHATH TakuWe OMNEpalyd, KaK IpOBEpKa
opdorpaduu u rpaMmmMaTHKH, GOPMUPOBAHUE OTIIABIICHHIA.

B MeToamyecknx ykazaHHSX PacCMOTPEHBI OCHOBHBIE MPHEMBI pabOTHI B PeIaKkTOpe
Microsoft Word, B Tom umcne co3maHue, peIakTHpOBaHUE W (HOPMATHPOBAHUE TEKCTOBBIX
JOKyMEHTOB, TaOJIHII, AUArPaMM, PUCYHKOB, CO3[aHUE TOKYMEHTOB CO CIIO’KHOM CTPYKTYPOH.
3amanus pabOT W METOAMYECKHE YyKa3aHWs K HUM TMO3BOJSIOT CTYICHTY IPHOOpPECTH
NpaKTHYECKHE HaBBIKH CO3JaHMUs JIF0OOTO JOKyMEHTa U JOKYMEHTA JIeJIOBOW TIEPETIUCKH.



TEKCTOBBII ITPOIIECCOPMSWORD 2007

Microsoft Word (uacto — MS Word, WinWord unu npocto Word) — TekcTOBBIi
IpoIIeccop, TMPEIHA3HAYCHHBIA I CO3JIaHUs, MPOCMOTPA U PEIAKTHPOBAHUS TEKCTOBBIX
JOKYMEHTOB, C JIOKQJIbHBIM TNPUMEHEHHEM TMPOCTEHINX (OpPM TaOIMYHO-MATPHUHBIX
anropuTMoB. BeimyckaeTcst kopnopanuein Microsoft B cocraBe makera Microsoft Office.

Microsoft Office Word 2007— oOHOBIeHHass BepcHsi TEKCTOBOTO IPOIeccopa
Microsoft Office Word 2003, xoToperlii pa3paboTaH sl CO3AaHUS, PEIAKTUPOBAHHS M
dopmaTupoBaHus TEKCTa. B OOHOBJIEHHOW BEpCUU CTAJIM TOCTYIHBI MHOXECTBO (PYHKIIUIL, B
TOM YHCJE BO3MOXKHOCTH 3alllUTHI Ballero IOKYMEHTa, NMPeoOpa3oBaHHsS €ro B pasHbIC
dopmatbl. MHCTpyMEHTBI MakeTa TMOMOTYT OBICTPO, KAUYeCTBEHHO M KPAacHBO H3MCHSTH
BHEIIHUH BHUJ TEKCTa, J00aBISATH B HEro rpaduyecKue 3JIEMEHTHI, (QHUTYpHI, TaOJIHIIBI,
rpaduKu ¥ JHarpaMMBbl.

OCHOBHBIE TEPMUHBI U ITOHATUSA

JoKkymMeHTBI

Kaxnprii nokymenT Word MOXeT coiepaTb TEKCT Hapsimy ¢ TrpaduKoid, 3ByKamH,
IOJISIMH, TUIIEPCCBUIKAMH U T.J.

Word no3BossieT npocMaTpuBaTh JOKYMEHT B IATH PA3JIMYHBIX pEeKUMAaX:

OObIYHBINH peKMM - TI03BOJSET CKOHLIGHTPUPOBAaTh BHUMAHUE HAa TEKCTOBOU
UH(POPMALINH, COICPIKAIICHCS B IOKYMEHTE.

Pe:xkxum Web-1okymMeHTa - 103BOJISI€T YBUIETh, Kak OyJeT BBIMVIAAECTh JOKYMEHT IpH
npocmotpe B IHTepHere.

Pe:xum pazMeTkH (peXHUM 110 YMOJYAHUIO) - TO3BOJISIET YBUIETh, KaK TOKYMEHT OyJieT
BBITJIAJICTh HA [T€YaTH.

Pe:xkum  cTpyKTYpbl - OTOOpaskaeTcss cXema, MCIoJb3yeMas Jjsl CTPYKTYpPHOI
OpraHM3aliy JOKYMEHTA.
Pe:xkumM uTeHMsl - T0O3BOJISIET BBINOJHHUTH MAacIITaOMPOBAaHUE JIOKYMEHTa JUIs

00JIeryeHus ero YTEHUs UM pa3MEeIleHUs Ha 3KpaHe MOHUTOPA.

Pe:xkumbl Web-10KymMeHTa M pa3METKM HCHOJIB3YIOTCA JJsl BCTAaBKU TpaduKH,
TEKCTOBBIX PaMOK, U300pakeHUI, 3BYKOB, BUJIE0, TEKCTA.

CuMBoJIBI

Kaxnas OykBa TekcTa, pa3MellaeMoro B JTOKyMEHTE, Ha3bIBaeTCsi CUMBOJIOM. Dopmar
KaX/I0r0 CHMBOJIa MOXKET OBbITh 3a/laH WHAMBHUIYaJIbHO, HO 4Yalle (opMaTUPYIOTCS ILielble
CJIOBa, CTPOKM WiM ab3ambl Tekcra. s Kaxmoil OyKBBI MOXET OBITh M3MEHEH HIpUQT,
HauepTaHue, pa3Mep, IOJIOKEHHe, MHTepBad, LBeT. Kpome TOro, kK TEKCTy MOTryT OBITh
IPUMEHEHBI HEKOTOPBIE CenUaNbHbIC () (EKThI, HanmpuMep, Meplanne win et oerymen
CTPOKH.

A03a1b1

JlokymeHT paszzensiercss Ha ab3anpl. [ig kaxaoro abd3ana B OTAEIBHOCTH MOXKET OBITh
3a1aH TpeOyeMblil OTCTYII, BEIPaBHUBAHKE, TIO3UIIUH TAOYISIIUA M MEKCTPOUYHBIA HHTEPBAJ.
Kpome Toro, a63am MoxerT ObITh odopmiieH oOpamiieHHeM, OTTEeHeH (OHOM WU
oThopMaTHPOBaH KaK MapKHUPOBAHHBINM, HYMEPOBAaHHBIM WM MHOTOYPOBHEBBIH CITUCOK.

CrpaHuubl

[TeyaTHble MOKYMEHTBI pa3feNsAlOTCs Ha CTpaHUnbl. DPYHKUMU (OpPMATHPOBAHHS
cTtpanul; B Word MO3BOJIAIOT ONpEAENATh pa3Mepbl IOJEH, KOJOHTUTYJIbI, HYMEpaLUIo
CTpaHMII, KOJIMYECTBO KOJIOHOK U MPOYHUE NMapaMeTphbl CTPAHUIIBL.

Pa3gennl

B ClI0KHBIX TOKYMEHTaxX MOXKET BOZHUKHYTh HEOOXOJIMMOCTh B UCIOJIB30BAHUU OoJiee
OJIHOW Tpymmbl MmapaMeTpoB (opmatupoBaHusi. Hampumep, sl pa3iaudHBIX — YacTei
JOKYMEHTa MOXET TIOHAJ00UThCS pa3IMYHBIA TEKCT KOJOHTHUTYJIOB WM IMOTPEOyIOTCS



CTpaHUIIbl, HA KOTOPBIX TEKCT opMaTHpPyeTCs Kak B OJIHY, TaK U B HECKOJIbKO KOJIOHOK. B
3TOM cily4ae JJOKYMEHT CIIeyeT pa30ouTh Ha pa3aensl. KaxxaoMy pa3aeny COOTBETCTBYET CBOU
Habop mapamMeTpoB popMaTUPOBAHUS.

HIa610HBI

B Word ma6ioHbl ucnonb3yoTes sl coXpaHeHus uHbopmauu o GopMaTUpOBAHUU
JOKYMCHTOB, TOpsSYUX KJIaBHUIIAX, I[MOJIb30BATCILCKUX MCHIO, MAHCIAX HWHCTPYMCHTOB U
npoueild nHpopManuu. Bce HOBBIE TOKYMEHTHI CO3AAI0TCS Ha OCHOBE 11a0J0HOB. B KOMIUTIEKT
IIOCTaBKHU WOI'd BXOOAT ACCATKH MPEAONPCACICHHBIX IJ.I&6J'IOHOB AJI pa3jIMYHbIX THUIIOB
JOKYMEHTOB, BKJIOYas CIy)XeOHble 3alHCKH, MHUChbMa, OTYETHl, pe3loMe, OIOJIeTeHH U
IOpUANYecKre TOKyMeHTHI. [lonb30BaTens MOKET U3MEHSITh UMEIOIINECs: U CO3/1aBaTh HOBBIE
11a0JI0HBI B COOTBETCTBUHU C TOTPEOHOCTSIMH.

CTuiiu ¥ TeMbl

Word mnpemocTtaBnsieT JeCATKH  Pa3NUYHBIX  (QYHKOUH  (QOpMaTUpOBaHHSA, a
UCIIONIb30BaHUE CTWJICH M TeM NpU3BaHO OOJErYUTh OJHOBPEMEHHOE MpPHUMEHEHHE
HECKOJIBKUX TMapaMeTpoB ¢opmarupoBanus. CTHIM MOTYT coaep)kaTh (opMaTbl Kak
CHUMBOJIOB, Tak M a0zaneB. Bo Bcex mabioHax IOKYMEHTOB XpPAaHSATCS OIpe/eleHHbIE
MCXOJIHBIE HAOOPHI CTUIICH, OTHAKO CTHJIM MOTYT OBITh JOOABIICHBI, yIAICHBI WK H3MEHEHBI
H0JIb30BATEJIEM.

Tembl mpencTaBisitoT co0oi HAOOpPHI CTHIIEH, COTJIACOBAHHBIX MEXIY COOOM st
o0ecrieyeHHs €IMHOTO BHUJA BIO-CTPAHHUI U MPOYMUX DJICKTPOHHBIX IOKYMEHTOB. TeMbl
coJiepKaT CTHJIM CUMBOJIOB U a03aieB, (POHOBBIE PHCYHKH W rpaduKy ans BeO - CTpaHHIl U
COOOLIEHUH 3JeKTpPOHHOM mouThl. B kommuekT mnoctaBku Word BXOISAT AECATKU
IPEONPEEIIEHHBIX TEM JUUIsl UCTIONb30BAHMSI B CO3[JaBAEMBIX JTOKYyMEHTAX.
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ITo ymonuanuio oHa pacmojoxkeHa psgaoMm ¢ kHomkoi "Office" Bwime nentel. Ha Heit
pa3MelIeHbl KHOIKM YacTO BBINOJHUMBIX onepauuid. Ilo ymomuanuto sto: CoxpaHMTS,
Otmenuts BBOA, I[loBTOpuTh BBOA. HacTpouTh [aHHYHO MaHEIb MOXKHO, Ha)XaB Ha
HEOOJIBIIYIO CTPETIOUKY, CIIpaBa OT MaHEIH.
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Jlna noGaBieHus HY>KHOM KOMaHABI B TMaHENb OBICTPOTO JIOCTyINa HEOOXOAUMO ee
BBIZICJINTh B JIEBOM YaCTH CIMCKAa W HaxkaTh KHOMKY "JloGaButh". JIyist ynaneHus HEHY>KHOM
KOMaH/Ibl, €€ HaJ0 BBIIEIUTh B MPABOM CIHCKE U HaxaTh KHONKY "Ymanute". Kpome Toro,
3/1eCh K€ MOXXHO YKa3aTh, OyJeT JIM TaHeJb WMETh 3aJaHHBIM BHJ TPH OTKPBITHH BCEX
JTOKYMEHTOB, BbIOpaB M3 cmucka NOyHKT "Jlisg BceX MAOKYMEHTOB", WM TOJNBKO s
OTIPEJIETICHHOTO JIOKYMEHTA.



Crparnua 636 | Yucno cnos: 271426 \“9 pycekmit

CTtpoka cocTosiHUA

Haxoautcs B HIKHEN 9acTu OKHa mporpaMMel. [1o ymonadaHuio B 3Toi cTpoke (B JIeBOi
YaCTH) YKa3bIBAIOTCSl KOJUYECTBO CTPAHMI] 1 HOMEP TEKYIIEH CTPAHHUIIBI, KOJTUYECTBO CIIOB,
SI3BIK BBOJIA TEKCTA; (B MPABOl YACTH) - PEKUM MPOCMOTpPa TOKyMEHTa, MacIlTao. .
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MonzyHok Macwraéa

Tus?
1,2em

1

1
1433
Ownsku
pyCCknil
OTKNYEeH
OTrnyeH
OTkNYeH
Brikn,
OTknYeH

Brraska

HeT zanucu

116%

YToOBI M3MEHUTH Ha6op OTO6pa)KaeMBIX 9JICMCHTOB, HCO6XOIII/IMO IICIIKHYTh HpaBOﬁ
KHONKOM MBIIIKK Ha CTPOKE COCTOSHHUA. Cuumas
COOTBCTCTBYIOIINX IYHKTOB MCHIO, MOXXHO HACTPOUTL BUJA CTPOKH COCTOAHUSA IO CBOCMY

KCIaHHIO.
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PABOTA C JOKYMEHTAMMU B MS WORD

Bce ocHOBHBIE KOMaH[IbI IS Oniepaluii ¢ daitnamu coopansl B MeHio kHonku "Office".
Jnst co3maHusi HOBOro JOKYMEHTa MpeAHa3HadyeH caMblid MepBbl MyHKT MeHo "Co3nmats'.
[Ipu ero BrIOOpe mosBisiercst okHO "Co3mnanue nokymeHTa". B ero jgeBoit yactu He00X0AUMO
yKa3aTh KaTeropHio adI0HOB, HA OCHOBE KOTOPBIX OyAeT co3fiaH JokyMeHT. [1o ymonmuanuto
croutr BapuaHT "Ilyctele m mocnegnue". s 3aBeplueHUs CO3AAHHMS HOBOTO JOKYMEHTa
HE0OXOAMMO B MPaBOM HIDKHEM yriy HaxaTh KHONKY "Coszmate". [IoSBHUTCS OKHO HOBOTO
IIyCTOI0 JOKYMEHTa. TOUHO Takoe K€ OKHO BCErja CO3AaeTci MO YMOJYaHUI0 B MOMEHT
OTKpBITUS camoii iporpammbl Word 2007.

Co31aHue HOBOTO JOKYMEHTAa

| Watnonm o
MycTeie ¥ NOCNESHWE
¥CTaHOBNEHHEIE ﬂyr:rble W nocnegHue
wasnoHel
Mou wabnoHs... L
Wz qywecreyowero Q
AOKYMEHTA...
Microsoft Office Online Haesiii Haogas sanuce

OKYMEHT Bnora
FoToBkIE st

EnaHewn

Boowmpsl

[TynkT "M3 cymecTByoOero J0KyMeHTa" MpeHa3HaueH Ui CO3/IaHusl HOBOro ¢aiina
Ha OCHOBE y)K€ MMeIolIerocs: 1okymeHTta. [Ipu BbIOOpe 3TOro myHKTa MOJIb30BATENb J10JIKEH
yKa3zaTh Ha AHMCKE YK€ MUMeromuiics AokyMeHT. [Ipu 3ToM comepxumoe ykazaHHOTO (aiina
OyJeT pa3MelIeHO B HOBOM CO3JJaHHOM JJOKYMEHTE.

CoxpaHeHne JOKyMeHTa

Word 2007 mo ymonuaHuio coxpansieT ¢aiiel B gopmare .docx. DT1oT dopmar He
MOTYT YHTaTh CTapble BEpCUH IMporpammbl. [103ToMy, YTOOBI TOKYMEHT OBLI COBMECTHM C
npeasiaynmMu BepcusiMu Word, Heo0X0aUMO COXpaHATh (ailm B "pekuMe OrpaHHMYCHHON
dyHKIHOHATBHOCTH". DTO NenaeTcs ¢ moMomisio MeHro "CoxpaHuTh Kak..." kHomku "Office".

eﬁ_dtﬂ- L e e

Y COXPaHHTE KONMIO JOKYMEHTA
CozaaTE e Ao

e v, &y Ackymert Word

- CoNpasenie JOKYMENTA B HINOALIYEMOM NO YROAYIHWD
DTEpPETE popuate

LWatnon Word

v
c —. Caxpakeine JOKYMERTE KaK LIBEATHS, KOTOPS MOXHO
ConpanuTs )
H = T MENoAs10EaTe AN HOPUATUPOBAHIA SAYLME ADKYMEHTOE:
3 J ﬂ Aokymen] Word 57-2003
ufl.. COMPAHNTE KBK JER o Komm B HopuMaTe,
— COBMECTIMOM ¢ Word 97-2003
R P HafiTi HagcTpodine Ans APYTux GopuaTos daiinos
| i © CoeAsHiNg © HAACTROMKAY, MENONBSYEMBX A0S COXPAHENNS &
ADyri GopMaTaX, TaKMK KBk POF  XPS,

1 Noarorommre I l Apyrwe Sopuars

.T., OTepumie JManorosoro okna “CoXpanenue A0KyMenTa” anA

- " nwEopa hopuata aiis !
53 Ompasyre

OnySnmeosars  *
2L |

Jaspurs

) Dapaserps Word | | X Bywog ws Word |

Eciu BBl OTKpoeTe MOKyMEHT, CO3JIaHHBIM cTapoi Bepcuer Word, To daitn Oyxer
3allyIleH B PeXUME OrpaHMYEHHON (PyHKUIHMOHANBbHOCTU (00 3TOM OyAeT CUTHAIU3UpOBaTh
CTpOKa 3arojioBka). B Takom pexxume pabOThl HEKOTOpBIE (DYHKIMH TPOTPaMMBI OymIyT
HeloCcTynHbl. YTOOBI MMETh BO3MOXKHOCTH HCMOJb30BaTh Bce ¢yHkuun Word 2007,
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HE00X0AMMO KOHBEPTHpOBaTh (aitir. st aToi nienu ciryxut meHto "[IpeoOpazoBars" KHOIIKH
"Office".

B Word 2007 cymecTByeT cHenMalbHBIA peXUM BblaeneHus Tekcra! Jlms
MEPEKITIOUEHUS B 3TOT PEKUM HE0OX0IuMo Haxath kinaBuiny F8. [lociae 3TOro TeKCT MOXKHO
BBIICTISATh KJIABHUILIAMHU YTIPaBJICHUS Kypcopa (WM IIETYKOM MBIIIM B HYKHOM MECTE) MpHU
3TOM HCIONB30BaTh KHOMKY Shift He HyxkHO. [l BBIXOZA M3 ATOrO pekUMa HEOOXOIUMO
Haxath knaBumly Escape. Heckonbko Haxkatuii F8 mocnemoBaTenbHO BBIACISIOT CIIOBO,
npeyIoKeHne, ad3all, BECh TEKCT.

dopmaTupoBaHue

OCHOBHBIE HMHCTPYMEHTHI (pOpMaTHUpOBaHHMS pa3MEIIeHbl Ha JICHTE BKIAJIKH
"I'nagnasa'':

Bygep oomena

HlIpugm

Aob3zay

Cmunu

Peoaxmuposanue

Bygep oomena

Ha mnaHenum pacnosokeHbl UEThIpe OCHOBHbIE KHONKU: BcraButh, BoIpesarTs,
Konuposate, @opmart 1o odpasiy.

Knonka "Bcmasump" akThBHA M B TOM cliydae, eciu B Oydepe oOMeHa ecThb
Kakoii-To 00bekT. COOTBETCTBEHHO, KHONIKU "Buipesams' "Konuposamp'' axTHBHBI, eciu
€CTh KaKOH-THOO0 BBIACTICHHBIN (PparMeHT TEKCTa, PUCYHOK, IUarpaMma u rmpoyee.

e

=}

Borasute |,
£ deopMaT no o6pasiy

Bydep oBmena

Bydep obmena (2 nz 24) s

(L BerasuTs sce
5% OuncruTs Bre

BribepuTe BCTABNAEMEIN DOBEKT:

I@Ij Bytep ofimeHa LpndT
Abzay CTimm
PegakTposaHue Bydey..

hi’n] Ecnu Bel OTKPOETE
HOKYMEHT , COZAEHHBIA
cTapoit Bepoiei Word, ...

[To ymomuanuio Oydep oOmeHa paboraer ¢ omHuMm ¢parmenrom. Ho cymectByet
CIIENUATILHBIN PEXUM, MPU BBIOOpE KOTOporo B Oydep MOXHO momMemath 10 24 0OBEKTOB.
UroObl mepeTu B 3TOT PEKUM HEOOXOOUMO Ha TMAaHEIH HaXaTb B MPABOM HU)KHEM YTIIy
HEOOJIBIIYIO CTPENOUKY (B JalibHEHIeM- Ha)kaTh KHOIKY BbI30Ba OkHa). Ilpu HaBeneHuu
yKaszaTensi MBI Ha KaKoW-TOO 00BEKT, Haxojsmuiics B Oydepe oOMeHa, MOSBIsETCS
BCILTBIBAIOIIEE MEHIO TIPE/IJIararoIiee BCTaBUTh, TMO0 yIaluTh 00BEKT u3 Oydepa.

Kuomnka "@opmam no oépazyy'’ nepeHocUT napaMmeTpbl GOpMaTUPOBAHUS YKa3aHHOTO
o0beKkTa Ha BbLIENsAeMbId ¢GparmMeHT. Hampumep, y Bac ecTh OTIEIbHBIM a03all, KOTOPHII
otrhopMaTHpoBaH 0coObIM 00pa3oM (HE TaK KaK OCTalIbHOM TekcT). UTOOBI mepeHecTH Bce
napameTpsl HopMaTUPOBAHKS HA HOBBIN a03a1 HEOOXOIMMO MPOIEIaTh TPH IIara:

- YCTaHOBUTH KypCOp B JJI0O0OM MecTe ad3alia, mapameTpsl (opMaTupoOBaHUsI KOTOPOTO
MBI XOTUM UCIOJIb30BaTh;

12



- HaXXaTh KHOMKY "®opmart no obpasiy" (ecau HeoOxoaumo (hopMaTHpOBATh 3a OAUH
pa3 HECKOJIBKO Pa3HbIX ()ParMEeHTOB, CIEAYET ClIENaTh IBOMHOM MIEIYOK HA KHOIIKE);

- BBIICNIUTH TEKCT, HA KOTOPBIM HAJO MepeHecTu GpopMaTtupoBaHue (eciau ObUT clenaH
JIBOMHOM IIeT40K Ha KHomke "®opmar mo o0pasiy", To MOKHO BBIJICNIATH MOCIIEA0BATEIEHO
HY’KHbIe ()parMeHThl TEKCTa; MO 3aBEPILIEHUU BCeW orepanuu (GopMaTUPOBAHUS HATO OJUH
pa3 1menkHyTh Ha KHomke "dopmaTt 1o obpasiry”, yToOs! "oTKaTh" €e).

Hpudpr

Times Mew Roman = 12 A A2
K & U -abe x, X Aa~||®- A~

WpwnT F]

C mnomompio uHCTpyMeHTOB Tpymmel Lpudt MOKXHO U3MEHSATH pa3Mmep, THN |
HauepTanue mwpudra. [lpu npumenennn s¢pdexra nmoTuepKkuBaHUs MOKHO Cpas3y yKa3aTb BUJ
JWHAW. 3AeCh K€ HAXONATCS KHOIKH, TIT03BOJIIONINE YBEIUYHUTH/YMEHBIIUTE pa3Mep
mpUQTa; IPUMEHUTH 3(P(HEKT HAJCTPOYHOT0/ MOACTPOUHOTO HAYEPTAHUS; U3MEHUTh PETUCTP
TEKCTa; €ro LBET; BET BbIACICHHOTO (parmeHTa. KHomka "Ounctuth opmar” mo3BoisieT
yIaJISTh U3MEHEHHbIE TapaMeTpbl (POpMaTUPOBAHUS.

Ecnu, Bce ke, yka3aHHBIX KHOMOK ()OpMaTUPOBAaHUS HEIOCTATOYHO ]ISl BBHIOJHEHUS

3agaun, npu nomom okHa "UIpudT" MOXHO HACTPOUTH IONOIHUTEIBHBIE MapaMeTphI
(dopMaTHUpOBaHUSI.

WpndT | UHTepsan

Wpud: HaqepTarie: Pasmep:
Times New Roman OfibIuHbIR 12

Symbal type B -~ g ~
Symbal type B {plotter) Kypats 9
Tahoma MonyipHelit 10
Tempus Sans ITC MonyipHei Kypae 11
Times New Roman |2 Ll
LseT TekcTa: Moa4eprrBaHIe:
ABTO w | | (HeT) -
BMAOMIMEHEHME
[ zauepkryTen e rereo [ mansie npormcHsie

[] asoiiHoe sauepriBane [ | koHTyp [ Bee npormcHse
[ HancTpousii ] npunoangTeii [ experreii
[ noacrposisii [ yronnertisii

Ofipasey

Times New Roman

WpmdT TrueType, OH MONONL3YETCA ANA BEIBOAA KaK HA SKPaH, Tak W Ha MPMHTER.

Word 2007 mnpenoctaBisier yIOOHYIO BO3MOXKHOCTH OBICTPOTO (hOpMATHPOBAHUS
Tekcta. Korga Beimensercss kKakoW-mu0o (parMeHT TEKCTa, PsIOM MOSBISAETCS MPO3pavHOe
okHO (opmaTupoBanus. [lpu HaBeneHMHM Kypcopa Ha 3TO OKHO OHO TpHOOpeTaer

HOpMalibHBIH 1BeT. OKHO COJEpXKUT HauOojiee YacTo BCTPEYAIONIUECs KOMAaH[bl
(dopMaTHUpOBaHUSI.

yug] Times New - 112 - A" o7 Aje oy

pal K &£ EW - A-E 3

YH(TA: TIPHMEHHTE 3QPERT
Anan

CIp
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A03an

['pynmna kHomok nanenu "A63a1" npeaHasHadeHna s adzanHoro ¢popmaruposanus. Ho,
CI0J1a, K€ BOIILIM ¥ KHOIKH JIJIsi PaOOTHI ¢ TaOIHIIaMHU.

-

(=~ == E

[EER

AB3ay, F]

[lepBble TpU BBINAAAIOMMX CIUCKA B BEPXHEM psly MNpeAHa3HAa4deHbl AT PaboOThl C
MapKUPOBAHHBIMU, HyMEPOBAHHBIMU 1 MHOTOYPOBHEBBIMHU CIIMCKAMHU.

Jlanee uIyT KHONKHM yBEIMYEHMs/yMEHbLICHHA a03allHOro OTCTyna (Tak Ha3blBaeMas
"KpacHas cTpoka').

Crnenyromasi KHOIMKA WCIOJB3YETCS JJIi COPTHPOBKHM TaOIMYHBIX 3HAYCHUH TIO
andaBury.

[Tocnenusisi KHOMKAa B BEPXHEM PsiIy BKIIIOYACT/BBIKITIOUACT HETeYaTaeMble CHMBOJIBI.
WHorma oHM oOueHb MOJE3HBl JUISL  BBIABICHHS  Pa3HOOOpPA3HBIX  IMOTPELIHOCTEH
(dopMaTHUpOBaHUSI.

B HmxHEM psay HaXOoAATCS KHONKHU BhIpaBHUBAHUS TEKCTa B ab3ale (10 JIEBOMY Kparo,
TI0 LICHTPY, 110 TIPAaBOMY Kpalo, 110 IHUPUHE).

3a HUMM UJET BBINAJAIOMUI CIIMCOK YCTAHOBKU MEX/1yCTPOYHOIO HHTEpBaIa.

[Tocnennue qBa BBIMAIAIONINX CITHCKA, OISTH JK€, OTHOCATCS OOJIbIIEH YacThio K padoTe
C TabJIMIIaMU: 3aJIMBKA sIY€EK ¥ YCTAHOBKA BUJIUMBIX TPAHUII.

Knonka Bb13oBa okHa '"A03an'" Mo3BOJSIET MPOU3BOAUTH OOJ€€ TOHKHME HACTPOMKHU
dbopmaTupoBanus ab3ana

Abzay E @|
OTCTYNbI M MHTEDBENS | [ONoMEHWE Ha CTPEHULE
Obme
BipasHHEaHHe: v
YpoBeHb: OcHOBHOM TeKkeT e
arcryn
Cnesa: [1}) £ MepBas CTPOKa: Ha:
Copasa: o |3 oreTyn v [1em |3
[ 3epransHsie oTeryns
WHTepsan
Nepen: ont % MENAYCTPOSHEI: SHAYEHME:
MNocne: ont Es CauHapHeli - Es
[ He noBasnaTs uHTepsan mexny afisaUam oaHoro CTinA
Obpazey
Tabynauma... ] [ Mo yMonYaHKue. .. ] I QK ] [ OTMeHa
PenaxkrupoBanue

[Tocnenuss maHens ['1aBHOrO MEHIO MpeAHa3Ha4YeHa JUIsl OBICTPOro MOMCKa (3aMEHBbI)
HY’KHOTO (pparMeHTa TeKkcTa. Bce 10BOJIBHO MOHATHO pacMCaHO B MOJCKA3Kax.
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4 Haiiti -
2 ac JAMEHUTE

i Bbigennte ©

PedakTHUpOBaHWE

Padora co crniasgsmMu

[Tapametpsl hopmaTupoBaHus CUMBOJIOB U ab3arieB Word MO3BOJNSIOT U3MEHATH BU
CO3/1aBa€MbIX JOKYMEHTOB B IMIMPOKUX MpeAeiax, OJHAKO YHUCIO BO3MOYKHBIX BApPHAHTOB
dbopMaTUPOBaHUS CTOJIb BEJIHMKO, YTO YCTAHOBKA BCEX ITHUX MApaMETPOB BPYUHYIO MOXKET
3aHMMATh 3HaYUTENIbHOE BpeMs. [l pemenus 3toi 3agauu ciyxar CTUIIN.

Crunu mpencTaBisioT co0oit Habopsl komMaHa GopmatupoBanus. [Ipu co3ganuu cTus
MOJIb30BaTENIh YKa3bIBACT 3HAYCHHS OTHCIBHBIX IMapaMeTPOB (OPMATHPOBAHUS, KOTOPHIC
JOJIKHBI OBITH BKIIFOUEHBI B CO3/1aBA€MBbII CTHIIb, AJIS MMOCIIEAYIOIIEro MPUMEHEHHSI BCEX ITHX
napamMeTpoB COBMECTHO TOCPEJCTBOM BBIOOpa MMEHH A3TOro cTwisd. CTUIU ONpeAessiioT
dbopMaTupoBaHUE CUMBOJIOB, TEKCTOBBIX (PparMeHTOB, ab3aleB, CTPOK TaOIUI] UM ypOBHEN
CTPYKTYpHI TokyMeHTa. CylIecTBYET JIBa pa3IMUHbIX TUTIA CTUJICH:

» CTuib CUMBOJIA - COACPIKUT MapaMeTpbl (GOpMaTHPOBAHUS CUMBOJIOB, BKITIOYAsI
mpudT, pa3mMep, HaYepPTaHHUE, TIOJIOKEHUE i HHTEPBAITBI

» Cruip ab3ama - COACpXHT MapaMeTpbl GopMaTUpOBaHHS a03aleB, TaKUe Kak
MEXyCTPOYHBIC HHTEPBAJIbI, OTCTYIIbI, BRIPABHUBAHUE U TTO3UIIUN TAOYJIAIIUN

Ctunu ab3aieB Takke MOTYT COJIEpKaTh CTWJIM WU TapaMeTpsl (hopMaTUpOBAHUS
CHUMBOJIOB. BOJIBIIIMHCTBO CTHIICH, UCTIONB3yeMbIX B Word, SIBIISTFOTCS CTHIISIMH a03a11eB.

B kaxmom mrabioHe JOKYMEHTa HMMEETCSl 3apaHee CO3/JaHHbIM Habop cTuiel, uimu
OuOIMOTEKA CTUIICH, HO MOXKHO CaAMOCTOSATEILHO CO3JaBaTh HOBBLIC U M3MCHATH MMEIOIIUCCS
B Ima0noHax cTwid. Kpome TOro, cTuiam MOTYT COXpaHSAThCS HEMOCPEICTBEHHO B
JIOKYMEHTAaX.

JIkcnpecc-ctuam Word

AABBCCT AaBhCeDd AaBbCeDd AaBbCeDd  AaBbCcDé %

13aronos.. 1T3aronos.. 73aronos.. 73aronos.. 1 Hassadw., - VIEMEHWTE
CTHAN ™

CTHAK P

Jlist mpuMeHeHusI CTUJIS U3 CIHCKA SKCIpecc-CTHIIeH HE00X0AUMO:

» BBLICNUTH (PParMEHT TEKCTA;

» wHa manenw "Crtwmm" (neHta "[naBHas") HakaTh ClpaBa HIDKHIOKO KHOIIKY B
CTpOKe C TpadUYeCKUM MPEACTABICHUEM CTUIEH (MOXKHO Ha)KaTh KHOIMKY B
camoit ctpoke "Crmm");

» B MOSIBUBIIEHCS Tajepee Hall0 BbIOPATh HYXKHBIA CTHIIb, IPU 3TOM BBIJCICHHBIH
dbparmeHT Oyzaetr mpuoOpeTath (popMaTUPOBAHUE TOTO CTHIISI, HA KOTOPBIM MBI
OyJZeM yKka3bIBaTh KypCOPOM MBIIIN
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AABBCCTI AaBbCcDd AaBbCcDd  AaBbCcDd  AaBbCcDé y

“ii-| | T3aronos.. T3aronos.. T3aronos.. T3aronos.. 7 HaseaHu.. !

toman 12 MR S =T

- abe %, X A,-..avvgn |
Wondr 5 | ABbCcDe AaBbCDe AsBbeend QD 4aBbee
AT,

i Eﬂ t3cr g s 5 s 6 T B SO0 OfpyHeid T Bes WHTe,., 3aronoso.. Ha3eanwe  Mogzaron..

S A R s Sy
HO MOZKHO CAMOCTOATEIIRHO CO3TABATE HOBRIC H H3MEHSR .. 2:0:0: 4aBsCeD: AaBbCcD: AaBhCeDd  AaBbCcDc
. CTHTH MO]"YI COXPEHHTECH Henocpe,acrsemm B 'JOKYM Cna6oe 6.. Bugenenwne CunsHoe... CTporui Uurata 2

DKCIpece-CTHIH| AeB5CcDi AABECCDI | AABBCCD) | AABBCCD | AaBbCcDé

BoigenerH... CnabaR cC.. | CMAbHAA ¢... HaseaHwe.. | TAB3aU C..

COXPaHUTE BLIAENEHHLIA HPATMEHT KaK HOBHIA KCNPECC-CTHAB. .,
AABBCCI  AaBbCcDd AaBbCecDd  Aal &, ouncrurs popmar

7 3aronoe.. T3aronoe.. T3aronos.. T3 43-' OpuMeHuTs cTunu....

Crunu ]

JI719 MPHMEeHeHHd CTHIA H3 CIHCKa 3KcOpecc-cTHIeH HeoGX0IHMO:
# BEIISTHTL (DparMeHT TeKCTa:
# Ha nagemH "CTHIH" (TeHTa "TNaBHAT") HAKATH CIPaBa HIDKHIOKW KHOIKY B CTPOKE ¢ Tpadmie-
CKHM IPeICcTaBIeHHeM CTHIEH (MOZKHO HaXaTh KHOIKY B caMoi c1poxe "CTHIH");
» B HOFBUBINENCACAJEPEE HALO BEIEPATE HYKHBILH CTILIb, [IPH STOM BRIIEIEHHBI ®PACMEHT BY-
JET NPHOBPETATh $OPMATHPOBAHHE TOIQ CTHIA, HA KOTOPBIM MbI BYIEM YKA3BIBATD KYPCOPOM
MBIIITH

[lpy HEOOXOIMMOCTH NEpPEHMEHOBAaHMS CTWISL, HEOOXOAMMO IIENKHYTh Ha
COOTBETCTBYIOIIEH €My KHOIKE MPAaBOK KHOIKOM MBIIIK M BBIOPATh U3 KOHTEKCTHOTO MEHIO
nyHKT "IlepenmenoBats".

COpocutp Bce mapameTpsl (hOpMaTHPOBAHUS BBIIEICHHOTO (pparMeHTa MOXKHO, HaXaB
KHOMKY "OYuCTUTH CTWIIB'" B Tajiepee CTUIIEH.

OO0mui cnucok cruyied Word

B skcnpecc-ranepee oTodpaxkaroTcs UMb HAMOO0JIee YacTO MCIIONIb3yeMble CTHIIN. Ecmu
BO3HHKAECT HEOOXOTUMOCTh MPHUMEHUTHh CTHJIb, KOTOPOTO HET B Tajepee, HEoOXOIUMO
OTKpBITh Tallepero CTHIEH W HaxaTh KHOMNKY "llpumeHutsh ctunu". B mosBUBILIEMCS OKHE
Ha/I0 BHIOpATh HYXKHBIA CTHJIb WJIM yKa3aTh ero ums B monie "Mms crus". s 3Toi nenn
MO>KHO HCTIONB30BaTh couetanue kinasum Ctrl+Shift+S.

Crwnm - =

CUMcTMTE Boe

Body Text 2

Body Text Indent 2
Saronosorx 1
Saronosox 2
Saronosok 3
SaronosoK 4
TMACTIAHN NporpamMMs!

Hassanue obbexTa

]

MepeMeHHble
DopMyna
HepTemHen
Bez mHTepeana
Saronosox 5
Hassanne
Moasaronosor

Cnaboe selaeneHme

pokBEEA24a4442042420242

BelasnexHne

[ MpeasapuTensHeii npoaioTp
[] oTemiosmiTs ceBAsaHHbE cTima

MNapameTpbl...

BykBoit "a" 0603HaYeHBI CTUIIN TEKCTA, Y- CTHIIH ab3alia, COOTBETCTBEHHO, T'/I€ €CTh 00a
3Ha4Ka,- 3TO CTUIM U TEKCTa, U ab3ala.

Jlnst HacTpoMKM criMcka OoToOpa)kaeMbIX CTHIIEH mpenHa3HaueHa ccbuika "[lapamerpsr”
(okno rpymnsl "Ctunu"). Ilpu menuke Ha HeH KHONKOW MBIIIM OTKPHIBA€TCS OKHO
"TTapameTpsr o0macTu cTunen".
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NapameTpbl 061acTH CTHAEH

OTofpaKasmsie cTUM:

|PEKDMEHD.DBEHHbIE W |

MopanoK COPTHPOBKK CNIMCKa:

|CDFJ‘IBEHD perOMEHO AL W |

OTobpaaTe KaK CTHUAK:
[] wopmaTvposare afsaues
[[] mopmaTiposarme TexcTa
[] wopmaTiposaHue ciuckos

Cnocod oTobpaskeHia MMeH BCTPOSHHEIX CTHNSR
MoKaskIBaTE CEAYIOWMA 33roNos0K, KOrAa MCNoNbSYETCH NPEAbIAYLMA YPOBEHE
[[] CrpbieaTh BCTpOEHHOE MMA, ECAM MCNONL3YETCA ANBTEPHATUBHOE

() Tonbko B 3Tom fokyMeHTe () B HOBbIX AOKYMEHTEX, MCMONb3YIOWMX 3TOT WafinoH

——

C03I(a1me N U3MEHEHHUE CTHIIA

CoznaBaTh 1 U3MEHATH CTUIIM MOXKHO JIBYMsI CIIOCOOaMUu:
1. OnpenenenueM (mepeonpeacaeHUEM) CTUIIS
» Ilpunaiite pparMeHTy TeKCcTa HCOOXOAMMBINA BU/T
» OTKpoiiTe dKCTpecc-raliepero CTHICH U MISIKHUTE KHOMKOW MbIIH "COXpaHHUTh
BBIJICICHHBIA (DparMeHT KaK HOBBIH JKCTIpecC-CTUIL" (MpU U3MEHEHUU CTHJIIA -
"OOHOBUTH CTHJIb B COOTBETCTBHH C BBIJICICHHBIM (DparMEeHTOM )
» B nosiBuBIIEMcs OKHE BBEUTE UM HOBOTO CTHIIS B HaxkmuTe OK
2. Co3nanueM (M3MEHEHHEM) ero mapaMeTpoB
» Orkpoiite okao "Crun"
» Haxwmure kHonky "Co3nath cTiiib" (1Be OYKBBI A)
» B mnosBuBmemcs okHe "Co3maHume CTWIA" HACTPOWTE BCE HEOOXOIUMEIC
napameTpsl  (popmatupoBaHus (MPU U3MEHEHUU CTHIIA, COOTBETCTBEHHO
"N3menenue ctuiia")

==
o 9@
% &4 Haiitw -

a
fac JAMEHWTB

M3meHnTe
CTHAN ™ k¢ Boigennte

A HaBop ctunei ¢
n n LigeTa »
N WpudTel 4

[

Oo ymonyanw
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HameHenue cTHaa

[2)x|

Cegiicraa
Vs | Ot
Cruns cneayouero sbsauz: | AT bt

DopMaTHpoBaHHE

e e R

OBpasex Texcra OSpasen TexcTa

OBpasen Texcra OSpasen Texcra OSpasen Texcra OSpasen Texcra OSpasen Texcra Opasen Texcta OSpasen Texcra
OBpasen Texcra Ofpasen Texcra OSpasen Texcra OSpasen Texcra Ofpasen Texcra Opasen Texcta Odpasen Texcra

T

Wpdar: (o ymanriia) Times New Reman, Mo icsomy ikparo, Mewayerp. HHTepsan: oaurapHsi, 3anpeT Buca-Hx cTpaK, CTins: Skanpecc-

[¥] Aobasnts B crncor kcnpecc-cTrneit

(%) Tonbko & sTom pokymerte () B HOBbIX [OKYMEHTAX, MCNONS3YHOWMX STOT WalnoH

CozpaHMe cTHAA

ek L -
= _

-
[0}
re
[0}

CeoiicTea
Ui |crane1 |
Crune: 46320 |
QCHOBaH Ha CTHNE: | T Afsau crmcka vl
Cruns oneayouero ghaus: | 7 Cram1 |
DOpMATHPOBaHME

» B nosememencs oxge "Cozganne cTuirs” HacTpofiTe Ece HeoOX0JHMEIE TaPAMETPH
hopMaTHPOBaHHA (IPH HAMEHEHHH CTHIA COOTBeTcTEeHHO "Hanenenue cruma’)

LUpucT: 12 7, OTcTyn: Cnesa: 1,63 cw, BeicTyn: 0,63 cm, Mos.Tabynaiym: 12,13 oM, N0 NEBOMY KPakD, MAPKMPOBEHHsII + YpoBeHb: 1+
BoipoBHATL no! 1,63 cM +OTcTyn: 2,27 v, CTMAL: SKCNpecc-CTAL, OHOBEH Ha cTune: Af3all cicka

HofiasnTe & cicox gkanpecc<Tinedl [ ] OfHosnaTe asTonaTHIcM

(%) Tonbko B 370M gokyMenTe () B HOBSIX AOKYMEHTEX, UCTIONB3VOWMK 3TOT WABOH

Jlst obnierdeHust paboTel co cTWsiMU B Word CyIecTByeT CrieliMaIbHbI MEXaHHU3M -
HHCIICKTOP CTPIJICI>'I, KOTOpBIfI MO3BOJIACT OTCJIC)KMBATL HCIIOJIB3YyCMBIC B HJOKYMCHTC CTHJIN
ab3ama u Tekcra. [ BEI30Ba MHCIIEKTOPA CTHIICH CITY)KUT KHOIKA C M300pakeHUEeM OYKBBI

"A" 1 yBEIMUYUTENIBHOTO CTEKIIA.

Jlnst 601€€ TOHKUX HACTPOEK CTUJICH CITY»KUT KHOMKA "YTpaBieHue CTIisiMu'

| BelaeneHue

[ NpensapuTensHsii npocoTp
[] oTknoumTe ceazaHHele cTim

MNapameTpbl. ..

Odopmienue cTpanun

-
TnaeHan Bcraeka PasmeTka crpaHnusl Ceeinkn Paccuinkmn PeuenzvpoBaHne Bua Hagcrpoikn

SO E DEE= B a0

Temal
- [0]

Temel MapameTpel CTPaHMLE s DOH CTPEHMLEI

MNons  OpuexTauna Pasmep KonoHkW MNoagnoxka Lset IpaHuusl

bd™ Paccranoeka neperocos ~ - CTpaHHUEl ~ crparmy || =€ Cnpaga: 0 cm

WHTepean
zz Ao 0nr

:: Mocne: O nT

- B

il

MonoxeHue

L4 Ha nepegrwid nnan
24 Ha sagHuii nnan
[ O6Tekarme TekcTom

¥nopagounTe

@
|2 BuposnsTe ~

Erpynnhpusam'

“h NosepryTs

Ilocne co3maHus HOBOIO JOKYMEHTa PEKOMEHIYETCS Cpa3y yCTAaHOBUTBH IapaMeTpbl
CTpaHHULbl (€CIM CTaHJApTHbIE YCTAHOBKM HE MOAXOIAT Ul penieHust 3agauun). s
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HAaCTPOMKHU MapamMeTpoOB CTPaHUIBI CIYXUT JieHTa "Pa3MmeTka cTpaHuipl', cocTosiias H3
cnenyrommx maneneit: Tewmsi; [lapamempwr cmpanuyvl;, Don cmpanuyvl;, Ab3ay;
Ynopsoouume.

IIapameTpbl cTpaHUILBI

) L ] N G
([T [T ———
of" Paccramomea nepenoco:

1o el (0 ARIOBATE Al KOS SHASERE

H B

Mo

- —

¥Yuoe

Kuonka "Iloms" ciyXuT A yCTaHOBKM 3HAa4eHMH mojiel JnokymeHTa. Ecmu w3
NPEUIOKEHHBIX ~ CTAaHJAPTHBIX BapHAHTOB HU OJUH HE TMOAXOJIUT, HEOOXOAUMO
BOCIIOJIb30BaThCsl MyHKTOM MeHio "HacTpauBaemble moss..". B mosBuBIIEMCS OKHE MOXKHO
MpOU3BECTU 00JIee TOHKUE HACTPOMKH TMOJIEH TOKYMEHTA.

Knonka "OpuenTarus" 3a1aeT pacnoiioskeHrue TeKcTa Ha aucte: KarmkHas, Ainp0oMHas!.

Knonka "Pasmep" 3amaer pasmep Oymaru mpw BBIBOAEC Ha rmedarh. [[ins BwIOOpa
HECTaHJAapPTHOTO pa3Mepa Ciaykut onuus "Jlpyrue pazmepsl CTpaHuil..".

Crnenyromias kHonka "KomoHKH" CITyKUT 171 pa30MBKH TEKCTA CTPAHUIIBI HA HECKOJIBKO
KOJIOHOK (10100HO Ta3eTHOM Bepcrke). Ommwmst "J[pyrue KOJOHKH.." CIYXUT Ui THOKOU
HACTPOIKU KOJIIOHOK. Bce GyHKIMM HAacTpOWKM MHTYUTHUBHO TMOHSTHBI, K TOMY €, B OKHE

"Obpa3zen" cpasy MokazaHo Kak OyJeT BBIIJISIJIETh CTPAHUIIA.

Tun

Opra

Yicnowonorior: (1 (%

LLinpiia 1 MpomEskyToK Ofpaseu

HOMED:  WWDHHa: MPOMERYTOK:

L | (1846 %

TIpUMERITE: | KO SCENY AOKYHERTY ¥

Pa3ppIBbI cTpaHUIBI U pa3aesia

[Ipu pabote ¢ AOKyMEHTaMH 3a4acTyl0 BO3HHUKaeT HEOOXOIUMOCTb HauyaTh HOBYIO
CTpaHUIly, B TO BpeMs Kak MpeAblIAylIas elle He 3al0JHEHa OJHOCThI0 TekcToM. Hanpumep,
B KHUT€ TaK HAYMHAETCS HOBas IJ1aBa. Pa3pbIBbl MOKHOJAENATh C MOMOULIBI0 HEOOXOAUMOTO
KOJIMYECTBA HaXaTUH KinaBuilu "BBoj'", ogHaKo, K TAKOMY METOAY HU B KOEM CIIydac HEJb3s
npuberatb! CTOUT TOJBKO BHECTH HEOOJBIYIO MPAaBKY B TOKYMEHT (BCTaBKa WU yAalleHUE
BCEr0 IMapbl-TPOMKM CJIOB), KaK BCS BepcTKka JgokymeHTa '"cbener'. Ilpupercs
"mepenonaynBath" BeCh JOKYMEHT (OCOOCHHO, €CITM OH COCTOUT W3 HECKOJIBKUX IECATKOB
IJIaB U COTEH CTPAHMUL) 711 UCTIPABICHUS Pa3METKH.

UtoOb1 HauaTh HOBYIO cTpaHuIily B Word ecTh criennanbHast onius - "Pa3pbiBbr”.
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- Crontey
YEAIGIBBET, NTO TEXCT, CALRy U X
SYAET NEPEHECEH B MEUEND CIEL0
O renanme TeniToM

O6Texanine TELCTS BOKDYT OEBEXTOR HA BEE-TTDAHMLAX

Paipmnm paraencs
CeayrOwan CTpanmLa
Bora pasa

» pa PARAENE M HAUBAG HOBOTO PALAEAS €O

Texyulas cTpansia

v Borasea PAIDNSS PAIALAA K NASAA0 HOBOTO DALLEAR
| oM me CTparmL.

| Yernan crpaniya
oy Berasca B

AEA2 ¥ NAYAAD MOBOTO PASAEAS

Heuernas crpanmua
Borasus pAIpeSa pAIREns K NASAAC HOBOTD DAIAEA

eNETHON CTRAMMLE

Ha stoii Bkianke coOpaHO JOBOJIBHO MHOTO Pa3HOOOpPA3HBIX BapUaHTOB pa3pbiBa He
TOJIbKO CTpaHUI], HO U pa3zenoB. Tak, HalpuMep, ¢ NOMOIIbIO pa3pbiBa CTPAHULIBI MOXKHO
HNPUHYIUTEIHHO IEPEHECTH TEKCT B IPYTYI0 KOJIOHKY (BapuaHT "Cronben").

YroOsl 3a7aTh 00TEKAaHHE TEKCTa BOKPYT IpadUuecKuX OOBEKTOB WIIA HIIEMEHTOB BEO-
CTpaHUIl, HEOOXOANMO BOCIIOIB30BATHCS MyHKTOM "OO0TeKaHUe TeKCTOM".

WMHorma BO3HHMKAeT HEOOXOMUMOCTh  HCIIONB30BATh  PA3NIMYHBIE  MApaMETPHI
dopmaTupoBaHUs U pa3HbIX CTPAaHUI] JOKYMEHTa (HampuMmep, OAWH U3 JIMCTOB JOKyMEHTa
JIOJKEH MMETh allbOOMHYIO OpHEHTAINI0). B 3TOM citydae TOKyMeHT He00X0auMO pa3ouTh Ha
pasznensl. Kaxnplit pazgen MoxxkHO Oyzner (opMaTHpOBaTh COBEPLICHHO HE3aBHCHMO OT
JIPYTHUX pa3/iesioB.

[Ipu ypaneHuu paspbiBa paszfena HPEIIECTBYIOUIMA TEKCT CTAHOBUTCS YacTbIO
CJIEIYIOIIETO pa3jieia U MPUHUMAET COOTBETCTBYIOIIEE (POpMAaTUPOBAHNUE, A MOCIEIHUIN 3HAK
ab3a1a B JOKyMEHTe onpezenseT GopMaTHpOBaHUE MOCIEIHETO pa3Jiena B JOKyMEHTE.

Word 2007 mnpemocraBiseT 4YeThHIpe BapuaHTa paspbiBa pazgenoB: Criemyromas
cTpanuua; Tekymas; YerHas crtpanuna; HewerHas crtpanuma. YToObl BHIETH pa3pbIBbI
pazzenoB (Kak, BOPOYEM, U CTPaHMIL), HY’)KHO BKJIIOUUTH OIMLHUIO OTOOPa)KEHUSI HEMEYaTHbIX
cumBoIIOB. Jlnig aToro Ha neHte "['naBHas" Ha manenu "A63an" HE0OXOIUMO HaXKaTh MPABYIO
BEPXHIOI0 KHONKY C HM300pakeHHMeM 3Hauka ab3ama wiam coderanue kiaBum Ctrl+Shift+8
(Ctrl+*). ns ynmaneHus pasnena HEOOXOIHWMO BBIICIHTH €r0 3HAYOK M HaXKaTh KHOIKY
Delete.

Ommus "Homepa crpok" mnpeaHasHaueHa [Uuisi HyMEpallMM CTPOK JIOKyMEHTa B
Pa3IUYHbIX BapHaLUsX.

ITo ymonmuanuto Word paGoTaeT B pexxuMe aBTOMaTHUECKOTO pa3MeLeHHsI TeKCTa: €CIIH
CJIOBO HE MOMEIIAETCSI B CTPOKE, OHO MEPEHOCUTCS Ha cienyromyto. Ho, nporpamma ymeer
paccTaBiATh M HepeHochl cioB. [ 3Tol menu ciyxut onuus "PaccTtaHoBka mepeHOCOB".
Bosmoxnbl naBa BapuaHTa: ABTOMAaTH4YecKas HacTpoika; Pywnas Hactpoiika. IlyHKT
"ITapameTpsl pacCTaHOBKH NMEPEHOCOB" MO3BOJISET CAETIaTh TOHKYIO HACTPOWKY MapaMeTpoB
paccTaHOBKH NEPEHOCOB.

¥=, Pasprisel - ;i PaccTaHoEKa NEPEHOCOE '? E|

#5 Homepa crpok =

- []:ABTOMETHYECKAR PACCTEHOBKS MEPEHOCOB!

e — || Nognoxea
Ih%‘ PaccraHoBKa MNEPEHOCOE ™ | M. npla.l.t MNeperocel B cnosax w3 MPOMWCHLIX BYKE

'1 Het

V|| AsTto

LLMpMHa 30HEl NEPEHOCa CNOES: 0,75 M

¥4

MaKC. YUCno NocneloBaTENsHEIX NepeHocos: | (HeT)
Py4Has

-_ bt | [apameTphl paccTaHOEKW MEPEHOCOE.., ’npﬂHyﬂ”TE"bHo'“ ] I &if l [ s

—— T Py y—y—
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DoH cTPpaHULBI

B Word2007 umeeTcst BO3MOXKHOCTh JOOABIIATh MOJUIOKKY Ha CTpaHMIbL. B kauecTBe
HOJIOKKH MOYKHO MCIOJIB30BaTh TEKCT MM PHCYHOK.

gopa 2007 meroania - Microsoft Word

By

| [ oreryn HHrepzan
Al @ L] - =t
> At Cresa: 0w - | emAs Omr

fognoseal  User  fpasisum

erparivus > cpany, || EE Cnpasat |0 o s | 13 Nace amr
i
E
|
a
OBPASELLL OBPASELLZ GEPHOBVK 1
4
i
YEPHOBHK 2
<
1
HE KONWPOBATE 1 HE KOMWPOBATE 2 CEKPETHO 1 -

& | Hacrpamsacuss nogroxea..

A gaanwre nograxey

| BCTAENTS B TEKYUYO NOINUAID B A0KYMEHTE

d

YEPHDBWK 2
Cexpetno

HE KOTMPOBATEL A M3mennTs COOFCTEA..

| ¥NopaADYNTE W YAAINTE,.,
A Hacrpansaeman nognomo & a  iae

.‘:-. YAaniTe nogtaEy AoGasyTe EONNEKLIND Ha NaKens EMcTPOro 40CTyna

Ecnu He mojonuia HU OJlHA U3 NPEUIOKEHHBIX MMOAJIOKEK, MOXKHO CO3/1aTh CBOKO. Jlis
3TOro NMpeaHa3HadyeH NyHKT "HacTtpanBaemas moioxkka..".

MeuatHas MoanoxKa

O Teker

OTMeHa
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st co3naHus TEKCTOBOM MOAJIOKKHM HA/J0 YCTAHOBUTH INEPEKIII0YATENh B MOJOKEHUE
"TekcT", BBECTU HY>KHBIH TEKCT, HACTPOUTH HEOOXOAUMBIE MApPAMETPHIL: SI3BIK, IPUPT, LIBET U
pacnosioKeHue HaAMKCH, MPO3PAYHOCTb.

Jnst  co3manus TpadUUYecKOW TOJIOKKMA HAIO0 YCTAHOBUTH IEPEKIIOYaTellb B
nosioxkeHue "PucyHok" W Haxkath KHONKY "BpIOparh". 3aTeM yka3aTh MECTO pa3MEIICHUS
HYKHOTO (paiina n300paxeHusl.

MoXHO OTpelakTUpOBaTh MpEACTABIECHHbIE B rajepee CTaHIapTHbIE MOJUIOKKHU. J{is
9TOTO HAJIO MIEIKHYTh Ha BRIOPAHHOM BapHaHTE MPABOW KHOMKON MBIIIX U BEIOpATh KOMaHIy
"U3meHuTh cBOMCTBA". YAQINTh MOIJIOKKY W3 Tajleperd MOXKHO C TOMOIIBIO MyHKTa
"V nanuTh NoaI0KKY".

Knonka "l[Ber cTpaHuibl" TO3BONSET YCTAHOBHUTH MPAKTUYECKH IIO0OW IBET s
CTPaHHUIIBI.

10ERHIE Ena

A

Uset Tpasm
Opanuys ~ opassny | == LAl
! Uiseta Tesss |
HE EEEEEEE
1

c.IlllllIII.-

[ Cramgaprmse uysera |

OpHako, cleayeT YYHMTHIBaTh TOT (DaKT, YTO MJaJeKO HE KaXIbIi IIBET MOXKET
BOCIIPOM3BECTH HPUHTEP BO BpeMs IeuyaTH AOKyMeHTa. [losTomy, mydile HCHOIb30BaTh
CTaHJapPTHYIO MaJUTPy LIBETOB. B 3TOM ciiyyae MOKHO ObITh YBEPEHHBIM, UTO LIBET HA SKpaHE
MOHHUTOpA U Ha nevatu OyayT coBmagaTh Taxke 3/eCb MOKHO BBIOpAaTh U CIOCOO 3aUBKU
¢oHa crTpaHunBl (TpajWeHTHAs, y30pOM, TeKCTypHas). Wmm >xe BbIOpaTh Kakoe-immbo
n300paxeHue st poHa CTPAHUIIBL.

Kuonka "I'panuupbl cTpaHun" yCTaHAaBIMBACT BHUAMMBIMU II€YAaTHBIE T'PAHMIIBI
CTpAHMIIBI.

Ha manenm "AG3an" pacroyioxKeHbl JBe ONIuu GopMaTupoBanus ad3ama: "Otctyn" u
"UntepBan". KoTopeie perymupyrT CBOOOJHOE IOJIe MO TOPU3OHTATHM M BEPTHKAIH

COOTBETCTBCHHO.
areryn WHTepEan

3= Cnesa: |0 m he omr

4k 4k
4k 4k

?E Cnpaga: 0 cm 12 Mocae: |0 nT

l

AbB3al
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B Word 2007 no6aBiena emie omHa (YHKIHMS - TeMbl OOPMIIEHHUS, KOTOPhIE MOKHO
IPUMEHATH K TEKCTOBBIM JokyMeHTaM. Ha Bkiaake "Tembl", HaxaB kHONKY "Tembl" MOXXHO
HIOTIACTh B FaJIepero, COAEPKALLYI0 HECKOIBKO BApUAHTOB O(POPMIICHHS JOKYMEHTA.

TeMbl MOKHO yJaJsiTh U PEIAKTUPOBATH C TOMOIBIO KHOMOK rpymmbl "Tembr": [[BeTa
tembl; Ilpudrter Temsr; DPdextsr Tembl. Crnenyer WMeTh BBHIY, YTO NPU H3MEHEHUU
napamMeTpoB MpUPTOB OyIyT MOAUPHUITUPOBAHBI UCTIOIB3YEMbIE B JOKYMEHTHI CTHIIA. UTOOBI
COXpaHUTh HOBYIO T€My B BHJE OTIEIbHOro (aiiya, HyKHO HaxaTb KHONKy "Temsl" u
BbIOpaTh NyHKT "CoxpaHuTh Tekyuryro Temy'. Tema no0OaBUTCS B Trajepero, B KOTOPOH
nosiBUTCs obnacts "[lonb3oBarensckue".

Buja v meyathb HAOKYMECHTA

[To ymomrganwro HOBEIH 1oKyMeHT B Word2007 coznmaercst ¢ macmrtadbom 100%. J[Buxok
U3MEHEHHUsl MaciiTada JOKyMEHTa HaXOIUTCS B MPAaBOM HUXKHEM YIIy OKHAa JOKYMEHTA.
Hactpouts Hy>KHBIM 00pa3oM BUJ OKHa MOHO C IMOMOIIBIO JIEHTH! "Bug" - aTo mocneanss
JICHTA B CTPOKC.

—/ rnaexan Beraska PasmeTka CTPaHHLB! [ T Pacceinkn PeLEHIMPDBAHKE Bua HapcTpoiikn
J J_‘J 5 Be-goryment | [V Nuweiika Cxema AokymeHTa © ] ) oapa crparnua 33 Hosoe okHo Pan =
4 Crpyxrypa Cerka Sckusel b @ (13 fse crparmue = vnopagouuTs sce CUMXPOHHAR NPOKPYTKS ==02
PasmieTka | Pexcim __ - i Macwraé 100% B Mepeims | Makpocs
crpanuL uternu = YepHOBNK aHeNb COOBUIEH =l Mo wnpure crpannusl | ] PasgennTe BOCCTAHOBNTE PACMONOXKEHME OKHA | gpyroe okHo -

Pexyit NPOCHOTRa AQKYMEHTa MokasaTs wan ckpLITe Macuraé Oxro Marpocst

[Tanens "Macmtad" nentsl "Bun" comep XUt 5 KHOTOK.

Knonka "MacmTab" comepUT BCe HHCTPYMEHTHI OBICTPOH M TOYHOW HACTPOMKHU
maciTa0a.

OcTanbHble YeThIpe KHOMKH MacIITaOUPYIOT JOKYMEHT CIEAYIOIIHUM 00pa3oM:

Knomnka "100%" - oroOpaxkaet qokymeHr 1:1;

Knomnka "Onna ctpanuna’ - Ha skpaHe Oy1eT 0ToOpakeHa CTpaHuIIa IETUKOM;
Knonka "JIBe ctpanumpl" - Ha 3KpaHe OyJeT OTOOpakeHO JBE IOJIHBIX
CTpPaHMIIbI JOKYMEHTA;

Knonka "Ilo mmpune cTpaHulpl" - U3MEHEHHE MaciTada JOKyMEHTa TaKuM
00pa3oM, YTO MIKMPHUHA CTPAHUILIBI JOKYMEHTa OyeT paBHA IIUPHUHE OKHA.

>
>
>
>

Pexum nmpocMoTpa 10KYMeHTa

JlanHas maHens KpaiiHsis cieBa Ha jeHTe "Bun'.
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[lo ymomuanuto AOKyMeHT oroOpaxkaercsa B pexkume "Pasmerka crtpanuubl’, T.e. B

'ar

=

E Beb-goKyMeHT
|5] crpyktypa

PazmeTra | Pexkum

CTRAHWLBI YTEHWA =] Yeprosuk

PeXWMMEl MPOCMOTPA AOKYMEHTA

TaKOM BHJIC B KaKOM OH 6yz[eT Hare4yaTaH.

"Pexxum uteHns" - MpocMOTp TOKYMEHTA B MOJHOAKPAaHHOM pexkuMe uTeHus. [Ipu stom
13 OKHA MCYE3al0T MOYTU BCE 2JIEMEHThl MHTep(elica, Ha dKpaHe HaXOIUTCS OJUH TEKCT U

HCCKOJIbKO KHOIIOK YIIpaBJICHHA.
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AROEIISE 8 TP CTHTY 0K SaTH

Kuonka "ITapamerpsl mpocMoTpa' CIy>KUT Ui HACTPOWKHM IapaMEeTpOB IPOCMOTpa
nokyMeHTa. llpu ee HaxaTuM MNOSBIAETCS OKHO C [JONOJHMUTEIBHBIMH BO3MOXHOCTSMU

HaCTPOMKHU.

"YepHOBUK" - pexXHUM Uil OBICTPOrO peJaKTUPOBAHUS JOKyMEHTa. B 3ToM pexume He

| L napamerpu npocoTpa < ¥ acpus

L e

He oTxpoinate BaomcHrE Ha Boch JKpan
3anpeT aTEPLETHA BAOKEHIA MEXTPOHHOR NOYTH W ADKYMEHTOS
B46-y318 Windows ShArePoinl SENICes 8 NOAHOMAAHHOM DEXMME.

YBEMWUHTL PASMED TERCT3

Yoemnuerne PATVERa TERCTE A5R JADGCTDA YTenuA. Mpn XToM spesetto
VIMEMRETCR KOAWYECTES TEKCTE, KOTOPOE MOMELETIS MA CTRAMMLLE,

Toxasatn DAY CTPAsALY
YTeHme N 0AH0R CTPaMMLE.

Moxasaty ABE CTPaHIGM

OanospesenHsi NPOCMOTP AByX CTRAHMLY.

[HOXIATL NEHATHYIO CTPAHALY
|| Menonnsosarme darTiseckoi pasmeTen B pexime STerE.

| NapameTps noneR
CrpsTie NOALH NEYATHON CTPAHMUS, HTOEH HE JPAHE NOMETIAOLE J

Gonvwe TexcTa,

Paspewwrs ssos

Pazpewewme EEDS3 B0 BPEMA UTEHMR, YITAHOBWTE ITOT GAIMOK, HTOEM

nanyauTE

Henpasnesna

33MHCE BHECEHMEX B JOKFMENT AITPAESENMI. ’

IOME33TS NEWMENEHNS o HIMERERIA

£0 EpEME WTEHHA.

Butop Twna
AokymEnTa,

[T e pee——p—

Meosro MPOCMOTRETE KOHESHEIT HAW MDA ADKYMEHT ©
MIMEMEHUAMEN Wi £83 MIMBsEHMA,

mpn ¥

.

0TOOpaXaroTCsl HEKOTOPHIE 3JIEMEHTHI TOKYMEHTA.
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CymecTByeT emie OOUH OYeHb YJIOOHBIH pEeXHUM paboOTHl BO BpeMs IOATOTOBKH
JOKyMEHTa, KOTJIa MEXIy CTpaHWIAMH JOKYMEHTA CKPBITHI MPOOEIBHl M HE MOKa3bIBAIOTCS
KOJIOHTUTYJIbI. UTOOBI BOWTH B 3TOT PEXHM, HEOOXOAMMO YCTaHOBHUTH KypCOp MBIIIM Ha
CHHEE T10JIe MEXX/y CTPaHUIIAMHU JOKYMEHTA U CIeTIaTh IBOMHON IEITYOK MBIIIBIO.

T Bufion Tena wcnpasscms, STOSDIXSCMMT NN BEgtatuposImn
A

v Mo
=

"JeproBuE" - PEsEHM 719 ORICTPOr0 PEJAKTHPOBAHHA JOKYMEHTA. B 3TOM pesiiMe He 0ToOpakatoTes
HEKOTOPEIE JIEMEHTEL JOKYMEHTA.

CvimecTeveT ele 0OHH 09eHE VIOOHEIH PesHM pa00TEH EO EpeMd IOSTOTOBKH JOKVMEHTA, KOTOa Me-
MV CTPAHHIIAME JOKVMEHTA CKPEITEI TTPOOETEL M He IOKA3BIBAK0TCA KOTOHTHTYALL. UTOOR BOHTH B 3TOT

DEXIM, HE0OX0IHMO VCTAHOBHTE KVPCOP MEIIIH Ha CHHEE IIOJIe MEXIV CTPaHHIaAME JOKVMEHTA H COEIaTh
TEOHHOH MeTI0K MEITIER.
JonoMHATENEHEIE 3TeMEHTEL

&

IpaxTageckan padora Nel

Cozganne, 00mee dopMaTapoEaEne, coxpadenne Jokyvmenta NS Word

Z[OHO.]'IHI/ITEJIBHLIE 3JIE€MEHTBbI

Ha mnanenun "Iloka3aTh MM CKpBITH" MYTEM YCTaHOBKH/CHSTHSI COOTBETCTBYIOIIHMX
(1a)KKOB MOKHO TTOKa3bIBATH/CKPHIBATH JTOTIOJIHUTEIHHBIC 3JIEMEHTHI OKHA:

>

>
>
>

Jlunelika - CIyXHT JUis OBICTpOM HACTPOWKM TIIOJIEH, OTCTYIIOB, TaOYJISAIHH
(04eHb PEKOMEHIYIO BKIIIOUUTH);

Cerka - momoraer (opmarupoBaTh ITOKYMEHT, COACpX AU TaOMUIBl |
PHUCYHKH;

Cxema JOKyMEHTa - UCTIOJIB3YETCs MPH paboTe ¢ OOMBIINMHU TOKYMEHTAMU;
DCKU3bI - MPOCMOTP OOIIEro BUJIA CTPAHUL] BCETO JOKYMEHTa

| NunHeia Cxema gokymeHTa
CeTka SCKW3hI
MaHens cooBLiEHWA

MokazaTe MK CKPBITh

PabGora ¢ HeCKOJILKMMU TOKYMEHTaAMH

Knonku manenu "OxkHO" mpenHa3Ha4YeHBl YNPOCTHTH pPabOTy TMONB30BATENs IPHU
OJIHOBPEMEHHOMH ero paboTe ¢ HEeCKOIbKUMU JTOKYMEHTAMH.

75 Hosoe okHo 1 1 Pagom
g YnopAgoYMTs Boe | 4] C

MeperTH B
=] Pazgenute + 4] DMEHNE OKHA | gpyroe okHo =

» HoBoe 0kHO - CO3aaC€T HOBOC OKHO JIA TPOCMATPHUBACMOI'0 IOKYMCHTA,
> YHOpfl):[O'-II/ITI) BCC - pasMCHIACT pAAOM OKHA BCCX HOKYMCHTOB, OTKPBLITBIX Ha

I[aHHHﬁ MOMCHT,
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Paznenuth - paznenser OKHO JOKyMEHTa Ha JiBe 4acTH. [Ipu 3ToM B Kaxmaoil u3
yacTeld MOXXHO JUCTAaTh JOKyMEHT He3aBUCUMO OT apyroid. OdeHp yao0HO,
KOT/ia MPUXOUTCS YaCcTO paboTaTh B Pa3HBIX YaCTAX OOJBIIOTO TOKYMEHTA;
PanoMm - pacnosiaraeT OKHa OTKPBITBIX JOKYMEHTOB PSZOM [UIsl CPaBHEHMS MX
COJIEPKUMOTO;

CuHXpOHHasi TPOKPYTKAa - CTAaHOBMUTCA AaKTHBHOM, IpPU HAaXXaTOW KHOIIKE
"Psimom" ¥ O3BOJIIET CUHXPOHHO MPOKPYYUBATh JOKYMEHTHI,
BoccTaHOBUTH  pacmojOXEHHWE OKHA - UW3MEHEHUE IIOJOKEHUS OKOH

CPaBHHMBAEMBIX PSAJIOM JIOKyMEHTOB TakUM 00pa3oM, 4TOOBI Ka)xJ0€ U3 HUX
3aHUMAJIO MTOJIOBUHY HKpaHa;

[lepeiitu B aApyroe OKHO - TIEPEKIIOUYEHHE MEXKIY OKHAMH OTKPBITHIX
JIOKyMEHTOB.

IleuaTnb AOKYMCHTOB

[Tocne Toro kak HOKyMeHT HaOpaH u oTdopmarupoBaH B 99% ciydaeB €ro HY>KHO
BBIBECTH Ha me4arb. [y 3Toro ciy:xuT nyHKT "[ledyars", HaXOAsIIUICS B MEHIO KHOIKU
"Office" (coueranue knasum Ctrl+P).

@dﬂ‘ujg;-j;? .

n Z W NevaTs

Coxagme
— ik Meuats
=T Bufop npunTepa, SMCAA KONWIE W APYTHX NapaMeTpos
OTepuTs MeYaTH Nepes NeYaTso,

(B BeiCTpan nevars

kel cowonm oD I N ARy

l ; s MpegpapuTenshsii npocMoTp
E‘I‘.\,_ CoxpannTe gax  * 4 Npocuotp CTRAHML, NEPEAR NEUATEIO M BHECEHNE

HEOBXOANMEN MIMEHEHME,

_,I_H;_J MNesars »

A NoaroTosnTo »

ﬂ OTnpaeuTe »

OnyGavcosale *
g Jakpeite
t] Napamerpu Word | X Bewog w3 Word
Onuus "beicTpas mnewaTs" - mNpegHa3HaueHa JUIsl ciydas, KOrjJa I10Jb30BaTeib

MOJIHOCTHIO YBEPEH B MPABUIBHOCTH TMOATOTOBKH JOKYMEHTAa M HACTPOWKAaX MPHUHTEpA IS
nevyaty JoKyMeHTa "mo ymomdanuioo". JIOKyMeHT cpa3y ke OTIpaBisieTcs Ha Te4aTh.
Omuust "Tledats" - MO3BOJIIET MPOM3BECTH HACTPOWKM TPUHTEpaA TMEpes MedaThio

AOKYMCHTA.

26



MpuHTEP

8 [

CeoiicTea ]

BEeAUTE HOMEPE MMM AMENES0HE! CTPEHMLL,
Pa3AENEHHbIE 3aNATLIMKW. HYMEPALMA CTPEHULL
HE4MHAETCA OT Ha4ana AOKYMEHTa WNKM pasaena.
Hanmpumep: 1, 3, 5-12 wnm plsl, pls2, p1s3—p8s3

HMA: -_.,g HP Photosmart C4200 series

coctosHme: Ceofionen

THM: HP Photosmart C4200 series

nopT: USBEOO1

3EAMETKM:

CTpaHuus! Komm

@ pee YMCIO KOMMWiA:
O Terkywan

~
>
paz0fpaTk No Konuam

HapeyaTtaTs: |,D,oKyMeHT w | Macwrab

BRAOYMTE: |Bce CTpaHWLLl AMENasoHa w | HMCNO CTPEHKLL HE NWCTE: | 1 cTpaHuua E¥ |
No PAsMEPY CTPEHMLI: |Ten<yu.|.m|71 v |

o] [ores ]

HaiTh npuHTEp. ..

[ nevats & daiin

[] asycropomHas nevats

"NMsa npuHTepa" - aKTyalbHO, €CIIM K BallleMy KOMIBIOTEPY MOJKIIOYEHO HECKOIBKO
IPUHTEPOB HJIM K€ KOMIIBIOTEp MOJKIIOYEH K CETH, COAEprKalled HECKOJIbKO HMPUHTEPOB.
Torma w3 BBIMAAAIONIETO CIHCKAa HEOOXOAMMO BHIOpPATh TOT NPHHTEP, Ha KOTOPBIA OyIer

BBIBOAUTHCA JOKYMCHT.

[Tanens "Crpanuna" - npenHa3HaueHa JUIsl BBIOOpa KOHKPETHBIX CTPAHMIL JOKyMEHTa

(I/IJ'II/I ,Z[I/IaHa?»OHa), KOTOPBIC HAO BBIBCCTH HaA II€YAaTh.

Cnucok "BxmouuTs" - mo ymoim4aHUIO CTOUT 3HaueHue "Bce cTpanuibl auama3oHa'.
Eme noctynnsl 3Hauenus: "UetHsie cTpanunpl"; "HedueTHsle cTpaHuibl".
Ha nanenu "Konuun" M0OXHO yka3zaTh KOJIMYECTBO M€YATAEMbIX KOIUH TOKyMEHTA.

[l HacTpOMKM NPUHTEPA CIIy>KUT KHomka "ColicTea"

(cmemyer UMeTh BBHUY, YTO AJIS

pa3HBIX MOJIEJICH MPUHTEPOB OKHO OYIET BHITIISIETH MTO-Pa3HOMY ).

4% Croiictea: HP Photosmart C4200 series - foKymeHT

Mpoune | MNevaTs Apnekoe |q2qu_w|v| Leet

Aprkik nevamt - 370 HaGop COXPEHEHHEX NaPaMETROE
MEYATH, KOTOPHE MOXHO MPMMEHMTE OOHAM WEMHKOM

Apneik anA nevam:

~
Oflwan NoBoeHEEHaR NEYaTs

PopMaT CTPaHHLLE

210 = 257 mm

H MeyaTte doTorpaguil, 6es pamok |
Ad

]

[p—] Tun Gymana:
E MeyaTe @oTorpagmil, ¢ Senoi pamioii |05HHHER Bymara
: 3

h KauecTeo nevam:
h

LeycToporHAR NeyaTs (Rynnexc) |06uane

MeyaTs Ha ofenx cTopoHax

= |Bu>cn

—— | BwcTpar/sKkoHoMuuHER NevaTe
] OpeHTaLWAR:

Kimsrian

‘ =_E MeyaTk NOYTOBLX KAPTOYEK

(O]

YacTo ucnonb3yroTcss HACTPOMKHU KadecTBa rnevyatu u popmarta Oymarm.
Haubonee >xe TOHKHME HACTPOWKM IOKyMEHTa Iepe] BBIBOAOM Ha Ie4aTh MOXKHO

HacTpouTh B oniuu "l[IpeasapurenbHbiil mpocMoTp.
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31ech HarJIAAHO MOKA3aHO Kak OyeT BBINIAAETh JOKYMEHT Ha Oymare.
C OOJBIIMHCTBOM MHCTPYMEHTOB HACTPOMKU MbI yke 3Hakombl. KHomky "CokpaTuTh
Ha CTpaHUILy"-CJleayeT PacCCMOTPETh OTAEIBHO.

L

Ikl COKPaTHTE Ha CTPaHWLY

C ee OMOIIBI0 MOYKHO HECKOJBKO YXKaTh JOKYMEHT ITyTeM HEKOTOPOTO YMEHBIICHHS
pa3MepoB M HMHTEpBAJOB TeKcTa. [lemaercs 5To C Ienbl0 yOpaTh MOCIETHIO CTpPaHUILY
JOKYMEHTA, €CII OHA COJIEPIKUT BCErO HECKOIBKO CTPOK TEKCTa
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IHPAKTUYECKAS PABOTA Nel
Co3nanue, o0mee popmaTupoBanue, coxpanenue 1okymenra MSWord

Heas padorsl — u3ydeHue (YHKIMOHAIHHBIX BO3MOXKHOCTEH TEKCTOBOTO MpoIeccopa
Word 2007 wu mnpuoOpeTeHHE HABBIKOB MPAKTUYECKOH pabOThl MO CO3JaHUI0 H
PEaKTUPOBAHHIO TEKCTOBBIX JOKYMEHTOB.

3ananme Ne 1

/na  6HO6b C030aHH020 OOKYMEHmMA, UCROIL3YA  6bIOEICHHbIE NOJIYHCUPHBIM
wWpupmom KomManowl, yCMaHo6UmMd cledyloujue napamempol:

1.Pazmetka ctpanuiisl — [Tomns - HactpauBaemsie moss (mosie ciesa: 3 cM, MoJjie crpasa:
1 cM, mone cBepxy: 2 cM, MOJe CHU3Y: 2 CM, KOJIOHTUTYJI CBEpXY 1 CM, KOJIOHTUTYJ CHU3Y: 1,2
cm);

2.Pa3meTtka ctpanuisl — Pazmep (pasmep Oymaru: A4, 21 x 29,7 cm);

3.Pa3merka ctpanuisl - OpueHTanusi (OpueHTALMs IUCTA: KHU)KHAS);

4.I'nasHas — pudr (mpudr: Times New Roman, pasmep: 14 myHKTOB, HaUepTaHUE:
OOBIUHBIH);

5.Pa3zmerka crpaHuubl - PaccraHoBKa MepeHOCOB (YCTaHOBUTb aBTOMATHYECKHUN
MIEPEHOC CJIOB).

6.I'maBHas-A63an — OtcTyn (mepsas cTpoka Ha 1,25 cm)

3aganue Ne 2

Haobpamv ¢hpacmenm mexcma:

YroObl BBECTH B JOKYMEHT TEKCT, JOCTAaTOYHO HA4aTh €ro reyarath Ha KIaBUAType
KOMIIBIOTEPA.

BBonuMble CHMBOJIBI TOSIBIAIOTCS B TOM MECT€ 3KpaHa, TJIe HAXOAUTCS Kypcop,
KOTOpBIA CABHUTAeTCs BIIPABO, OCTaBJAs 3a cOOOM Ienouky cumBojioB. [Ipu noctukeHuun
MIPaBOTo MOJISI CTPAHULIBI KypPCOp aBTOMAaTUYECKU MIEPEMELIAETCS B CAEAYIOUIYIO CTPOKY. DTOT
IPOLIECC Ha3bIBAaETCsl MEpEeTEeKaHWEM TEKCTa, a HaxkaThe Ha kiaBuily Enter co3maer HOBBII
a03ar1, a He HOBYIO CTPOKY.

TekcT, KOTOpBI 0TOOpa)kaeTcsi B OKHE TOKYMEHTAa, XpPaHUTCS B ONEPATUBHON MaMATH
KoMmmbioTepa. Ero MOXKHO OTpegakTUpoBaTh M HaledyaTraTb, HO MPHU 3aBepUICHHH PabOThI C
Word on Oyner yrepsiH. [To3Tomy, 94TOOBI COXpaHUTH BBEACHHBIH TCKCT, HYXKHO 3aIlHCaTh
JOKYMEHT B (paiisl Ha ’KEeCTKHI IUCK KOMIbIoTepa. Toraa ero MoxHO OyJIeT OTKPBITh MO3KE U
MIPOJIOJDKUTH PadoTYy.

UToOBI COXpaHHUTHh JTOKYMEHT, BOCIOJIb3yiTech KoMaHaoi CoxpanuTh kHomku Odwuc.
[Ipn nepBoM coxpaHEHMH JOKYMEHTa OTKpPOETCS AMAIOroBoe OKHO CoxpaHEHUE TIOKyMEHTa,
MO3BOJISIIOIIEE YKa3aTh uMs (aitia u ero mosnoxkeHue (manky). Daidibl, OTHOCSAIIUECS K
OJTHOMY TPOEKTY WIH OOBbEAMHEHHBIE MO KAaKOMY- JIMOO MHOMY MPHUHIUILY, PEKOMEHAyeTCs
XpaHUTh B OJIHOH mamke. DTO MO3BOJIAET YHOPSAOYUTH MH(DOPMALMIO M YIPOCTUTH MOUCK
JTAHHBIX.

Bce nocnenyromue Bepcun JOKyMEHTa OyIyT COXpaHATbCA B TOM ke (paiine, mpuyem
HOBasl BEepcHUs JOKyMEHTa 3aMelaeT npeasiayiyio. Eciam tpedyercst coxpaHuTh 00e Bepcuu
JIOKYMEHTa (MCXOJIHYIO M COJEpKAIlyl0 MOCIeIHNE U3MEHEHHS ), BOCIIOIb3yHTeCh KOMaHI0M
CoxpaHuTh, yKa3aB UM U MOJIOKEHUE HOBOTO (aitia. JJoKkyMEeHT MOXKHO COXPaHUTh B TOH ke
MaIKe, OTKPBITh APYTYIO MANKY WIHA CO3aTh HOBYIO.

3amanue Ne 3

Ilepeo kasicovim adzauem naopannozo Bamu mexkcma ecmasums pazpuiévl, max, 4mo
0bl Karcowlil ad3ay HAYUHAICA C HOBOU CIPAHUUDL.
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Coxpanump naopaunstii Bamu ookymenm ¢ ¢haiine Rabota 1.docxna oucke Dé nanke
¢ Homepom Baweii zpynnet.

3adanue ons camocmoamenbHo20 8bINOIHEHUS
Haopamv u omeopmamuposams mexcm 6 cOOmeemcmeuu ¢ YKa3aHuAaAMmu,
CoO0epIHCauUMUCA HENOCPEOCHBEHHO 6 MeKCme:

A03a11 ¢ BIpABHHBAHHEM 10 JIEBOMY KParo, OTCTYI BCero
a63amna ciaena 7 cMm, mipudt TimesNewRoman, pazmep 12
NIT, HAYePTAHUE MOJIYKUPHBI, IIBET TEKCTA CHHUIA.

Ab3au ¢ ebipasHUB8aHUe no WwupuHe, ebicmyrn nepsol cmpokKuU,
wpugpm Arial, pasmep 16, HayepmaHue Kypcug, meKcm
noo4YepKHymabiIdl.

03aI1] ¢ BEBIpaBHUBAHUEM I10
JIEBOMY Kparo, OTCTYII CIIpaBa 3
CM, MEXyCTPOYHBIM MHTEPBAII

noJiyTopHbii. Pazmep 20, Hauepranue

A4
OOBIYHBI.
KonTpoJsbHBIE BONPOCHI
1. Haznauenue nporpammsl Word u Kak OCyIIECTBISICTCS €€ 3arpy3ka?
2. Ilepeuncnure OCHOBHBIC 3JIEMEHTHI OKHA Word.
3. Kakumu cnocobamu oCylIECTBIIETCS BBOJ KOMaH[?
4. Kaxk coxpaHuUTh TEKYIIUN JOKyMEHT B (haiine?
5. Kakue pa3nuyaror pexuMbl 0TOOpaXeHUs JOKyMEHTa Ha SKpaHe?
6. CozgaHue HOBOTO JOKYMEHTA U MEPEX0/ U3 OJJHOrO OKHA B Ipyroe.
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PEJAKTUPOBAHUE, PEHEH3UPOBAHUE JOKYMEHTOB
PenensupoBanue

WNuorna cimydaercs Tak, 9TO C OAHAM M TEM JK€ JIOKYMEHTOM IPHXOIMUTCS
OIHOBPCMCHHO paGOTaTB HECKOJILKMM MOJb30BaTelIsiM. B asToM ClIy4a€ HaM TIIOMOTYT
CpE/ICTBA PELEH3UPOBAHUS U PEAAKTUPOBAHUS TEKCTOBOTO PEIAaKTOpa, COOpaHHBIE Ha JICHTE
"PenenzupoBanue”.

- InaeHas Beraeka PazmeTka CTPaHULs! Ceetnkn Pacceinkn PeyeHIHpOEaHWE Bua Haaerpoiikn
&4, Cnpasourmen §24- ; A YaanuTs _—_2 a } 2| Mcnpasnerns & usmererHom gokyuenTe  ~ @, %} OTknonmTs - j By,
>3 = = - % :
o Tesaypyc & A - j MokKasaTe MCNPaBAEHWA ™ = g} Hazag — ﬂ
Mpasonncarne e Cozpats B Wcnpasnesna BeHockm Mpunare Cpasrute MowogHeie || 3awuruTe
iy Mepesog 123 || npumeuarme . Creayowee - - [B] oBnacts nposeprm - ~ %} [fanee v pokymeHTs " || pOKyMEHT T
MpasonueaHue Mpumeyanua OTCnexKuEaHNE MzmeHeHua CpasHuTE 3aWHTHTE

Ha nanenu "OrtcnexxuBaHue" HaxoIATCS MHCTPYMEHTHI IO3BOJISIOLINE OTCIIECKUBATH
W3MEHEHUS, BHOCUMBIE B TOKYMEHT. JlJis 3TOro Hajgo0 ycTaHOBUTH KHONKY "McnpaBnenus" B
"Haxxatoe" COCTOsIHUE.

=D ] J(_L WenpagneHna B USMEHEHHOM JOKYMEHTE 7

= =] MokasaTb MCNpPaEneHns =
IM(I‘IDEBJIEHMQ‘B!:IHOCKM

E OBnacTe NPOEEPKN ™
OTCnexnEaHmne

Knormnka "BeiHocku":
» "lloka3bIBaTh WCIIPABJICHUS B BBIHOCKAX' - MPUMEYAHHUS W UCIPABIICHUS OYIyT
0TOOpaXkaThCsl B BUZIE BHIHOCOK;
» "lloka3wpIBaTh BCE HCIIPABJICHUS B TeKCTe" - BCE WCHPABICHUSA W TMPUMCYAHHS
OyayT 0TOOpakaThCsl HETIOCPEACTBEHHO B TEKCTE;
» "lloka3pIBaTh TOJILKO TpPHMEYaHUs M (QOopMaTHpOBAaHHUE B BBIHOCKax" - B
BBIHOCKaX OyIyT OTOOpakaThCsl TOJNBKO MpHUMEYaHHs U (HopMaTHpOBAHUE

FUEHINPOBAMNE Bng Haacrpoicn
) 24 Mienparnemis B wImeHenHOM JoKymenTe  * LT 1
n . ¥
] NMokasare wenpaenernn = i
Brimockm| Npuwere
. ,‘_:'| OfARCTS NPOBEpEN = . *)
[okasuBaTs HCNPABAEHIA B BRINDCKAX
[l0KAIHEATS BOE MENPABAEHIA B TEKCTE
v | [lokazsears ToNsKo NPUMEUEHWE W SOPUMATHROBAHNE B BHOEKA

Knonka "OGmacTh mpoBepkH" OTKpPBIBAECT JOMOJHUTENBHYIO NaHedb, Ha KOTOPOM
O0TOOpa)karTCsl B XPOHOJIOTMYECKOM IOpSAAKE BHECEHHE HCIpaBIeHU U 100aBiIeHUs
IIpUMEYaHu.

& & VICNpaEneHua B USMEHEHHOM JOKYMEHTE ™
=] MokasaTe MCNPaBNEHMA ~
E Oénacre npasepmq

E ﬂEpTMKEﬂbHEﬂ NaHene PEUEHIMPOEIHKMA..,

my

& [opuzoHTaNEHaA NaHEeNk PELEHIND OEAHUA. .
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= 2 lesaypyc 3 ) Ipegsigyee =a =] IlokasaTe nenpasneHna =
Mpagonuaanne ., = Cozgate ~ Wenpaenenna BaHockn -
dg Mepesog 123 npumeuanme —d Cheayouee - - ‘E Q6nacte nposepmq

MpasonucaHue MpuMedaHUA OTcnexusaHue

Ceoaka: 0 ncnpasnerit E}’ﬂ" T ‘|--_-|U-;el-;-|l‘;‘ s

Bcraeri: 0 Ynanenus: 0 Mepemewenns: 0
DopMaTHposaHie: 0 MprmesaHis: 0

Her) : KHomnka "O51acTs MPOBEpPKH"

| ‘ 5 XPOHOIOTHIECKOM IIOPAIKE BHECEH
HET)

HET) —"

HET) =

HeT) -

- C TIOMOIITBIO BEPXHETO BRINAT
= IeHTE:

HET)

\ u

C mnoMOIIbI0 BEPXHErO BBIMAJAIOUIETO CIHCKA MOXHO HACTPOUTh OTOOpaxKeHHe
VW3MEHEHUH B JOKYMEHTE:
WCXOJIHBIN JOKYMEHT;
WCIIPABJICHUS B HCXOIHOM JJOKYMEHTE;
M3MEHEHHBIN TI0KYMEHT;
UCIIPABJICHUS B U3MEHEHHOM JIOKYMEHTE.

Jns BbIXOJA W3 peXHMMa OTCICKHBAHUA M3MEHEHMM Hano "oTkark' KHOIKY
"Ucnpasnenus".

Ecim HEoOX0IWMO CKpBITH HCIIPABIICHUS, CIACTaHHBICE B JOKYMEHTE, HAJ0 CHSITh
COOTBETCTBYIOIINE (hIaKKH B BhIMagaromieM crnucke "lloka3aTs ucnpaBieHus".

YV VYV

Ha manenu "V3meHneHus" coOpaHbl KHOIKH, TO3BOJISIONIUE IMEPEMEIIATECS MEXKITY
BHECCHHBIMH B JOKYMEHT IMpaBKaMH, a TaKXKe MPUHUMATh WA OTKIIOHATH CJHEJaHHbIE
A3MEHEHUS.

O OTENOHWTE
Q/? W
— ﬁ}Hasa,q

MpwuHATE
P - u?d}ﬂ,aﬂee

HzmeHeHnA

Job0aBienune npuMe4aHui

Jns  nobGaBieHus (M TOCIEAYIOUIETO YIpPaBICHHUsS) TNPUMEUaHUH B JTOKYMEHT
npeaHazHadeHa naHenb "llpumeuanus”. UToObl co3maTth nmpuMeuyaHue, HaJAO YCTaHOBHUTH
Kypcop B HY»HO€ MECTO JOKyMEHTa U HaxxaTb KHOIKY "Co3nate npumedanue”. Ilpu 3Tom
(parMeHT TeKCTa BBIJENAETCS KPacHBIM LIBETOM, a Ha MOJSIX MOSABISAETCSA IoJe Uil BBOJA
npuMeuanus, a Ha na”enu "llpumedanus" CTaHOBATCA JOCTYIHBIMU KHOIKM HaBUTALUU U
yJaJeHUs IPUMEYaHUM.

(H HOCIELY KIIELO YUPABICHHA ) LIPHMEHAHHH B JOKYMCHT LPCIHASHAYCHA LdHSb |
[ C031ATH MPHMETAHHE, HATO YCTAHOBHTE KyPCop B HYJKHOE MeCTO JOKYMEHTA i Ha- |
» pHMedarne” . TIpH 3TOM (ParMeHT TeKCTa BbLIETAeTCH KPACHBIM HEETOM, 2 Ha TIo- |
11 BBOJA IIPHMEYAHHT, & Ha MaHeTH "TIpHMeTaHHA" CTAHOBATCA JOCTYIIEEIMH K.Hon-§

HIF [PHM e AHEH ¢ Nipnmenanme [i1):

3amuTa 10KyMeHTa

Jnst 3a1uThl JOKYMEHTa OT MU3MEHEHUM CIyKUT naHens "3amututh". [locie Haxatus
Ha KHOIKY "3alllMTUTh HOKYMEHT'" y MpaBOTO Kpas OKHA MOSBIAETCS BEPTUKAIbHAs MaHEb
"Orpannunthb popmaTupoBanue’.
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L | 5
2 =5

AHbIE 3aWNTHTE
EHTHI AOKYMEHT =
JAUMTUTE

?‘T; OrpannanTe dopMaTuposann ¥ X

1. OrpanMuenna Ha
thopMaTHpoBaHue

[] orpanmunTs Habiop
PaspeweHHEIX CTURER

HacTpoiiku, ..

2. Orpanmuenns Ha
PEOAKTHPOBAHKE

[] Paspeiumts Tonbko yrasarHsi
cnocof penaKTHROBaHHA
AOKYMEHTa!

3. BRNMOUAT b SALNTY

MPHMMEHNTE YKE3EHHEIE HACTDOMRKN?
(MosaHee Mx MoHo ByaeT
OTHIHOUMTE)

YcranoBure ¢raaxok "OrpaHuuuTth HA0Op pa3penieHHBIX CTWICH" W B ONIMSIX
"Hactpoliku.." yKaxure, Kakue 3JIe€MEeHThl 0(OpMIICHUSI MOXKHO OyJeT (opMaTupoBaTh MpU
JanbHEHIIeH paboTe ¢ TOKYMEHTOM.

(OrpaHmueHms Ha (hopmaTHpoBaH1e |2‘ _|

Crunm

[¥]i0rpani-uTs Habop paspelIEHHbIX CTURE

OrpaHiyeHie Habopa paspeleHHsIX CTURER YCTPEHAST ONacHoCTL
WZMEHEHISA CTHNEI M NDUMEHEHIAA NDAMOTD HOPMATUPOSIHIA K
A0KYMEHTY. BoilepUTe CTUAK, KOTOPEIE AOMYCKSETCA MCNONE30BATE B
AOKYMEHTE,

ToMEHEHHEIE CTHNM ABMAIOTCA PAsPEIIEHHEIMN:

~
1/aji =
Afzau cmcka (peKoMEHIDBEHD)

Appec HTML (pexomeHaosaHo)

Agpec Ha KoHBEpTe (DEKOMEHAOBEHA)

[¥] Arporim HTML (pekomeHnosaro)

Bes wHTepsana (PEKOMEHAOBAHD)
[w]Bef-Tabniua 1

Bef-Tafnuua 2 v

[ Bce ] [EEKUMEHDUBEHH:.\GI MUAHMMYM ] [7 Her

DOpHATHPOBaHWE
[ He yunTBIBaTS 3TH SrpaHUH4EHHs MM SBTOMATHHECKON BOPMATHROEAHN
[ 3ampeTts cvety Temsl uan cxemsl
[ 3anpeTe cvewy HaBopa skenpecc-cTuneii

Jlns orpaHMuYeHUs] PEAAKTUPOBAHUS HEOOXOJIMMO YCTaHOBUTH (iaxok '"Pazpemmtsb
TOJILKO YKa3aHHBIA CHOCO0 peNakTUpOBaHHSI ITOKYMEHTa" W W3 BBINAJAIONIETO CITMCKA
BBIOpaTh MYyHKT "3amuch WCHOpaBlICHU". DTHUM caMbiM MBI paszpemaeM T00aBIsITh
KOMMEHTApUU K JOKYMEHTY, yAaJATh, BCTABJIATh U NepeMeniaTh TeKCT. Ecau ke Mbl XOTHUM
JPYTUM TOJB30BATENSM Pa3peUINTh TOJIBKO OCTABIATH MPUMEUYAHUS, TO HAJO0 BHIOPATH MMyHKT
"IIpumeuanus".

Jlnst BKITIOUEHMS 3alUThl HAXKMUTE KHONIKY "Jla, BKIIIOUMTH 3a1uTy".

YroObl CHATH 3aIIUTy, HEOOXOAMMO HaXKaThb KHONKY "3alUTUTh JOKYMEHT" H B
MOSIBUBIIIEMCS CITUCKE CHATH (Pitaskok "OrpaHnuuTh (popMaTHpOBaHUE U peIaKTHPOBaHME" .

] )
pREsTY Saugrrute
= ADKyMenT ©
¥ | Ofpasusans &  pesax
QrparuumT, paipewesmn

17 [T ———

Ofpasmssraa AocTyn

IMDastEnME uETH



CpaBHeHHe JOKYMEHTOB

[Tanens "CpaBHUTB" mnpenHa3HadeHa [UIsl CpPaBHEHHMS JOKYMEHTOB, B KOTOpBIE
BHOCHJIMCh U3MEHEHUS Pa3HBIMU MOJIB30BATEISIMH.

Jlist oObeTMHEHNS UCTIPABICHUH HA0 BHIOpaTh onmuio "OO0beIMHUTS..", yKa3aTh ¢aiii-
OpUTHHAJ, IOKyMEHT C HCIPABICHUSIMH, BHIOPATh B KAKOM JIOKyMEHTE OyIIyT O0TOOpa)kaThCs
U3MEHEHUS.

Jns cpaBHeHUs NOKyMEHTOB BbIOepuTe ommuio "CpaBHuth..". Ilociie aHamOTMYHBIX
HACTPOEK OyIeT CO3[aH TPETUW JOKYMEHT, B KOTOPOM OyIyT HAXOTUTHCS BCE HUCIIPABIICHUS,
BHECEHHbBIE B UCXOAHBIN TOKYMEHT.

IIpaBonucanue
JIns mpoBepKM IpaBONMCAaHUSA B JOKYMEHTE CYIIECTBYeT Bkianka IIpaBonucanue Ha
nenre PenensupoBanue

ﬁCHpEBOHHMKH :EI'

@Tesaypyc &
MpagonucaHue sEC
g Mepesog 23]

MpasonucaHue

KHonku nanHOM maHenu WHTYUTUBHO MOHSTHBI, TO3TOMY paccMaTpUBaTh MOJPOOHO UX
(GYHKIIUU HE UMEET CMBICIIA.

Ko10HTHTY /1Bl M HyMepalusi CTPaHULL

W3 nOnoIHUTENbHBIX BO3MOXKHOCTEH ()OPMATHPOBAHUS HauOOJIEe 4acTO UCIOJIb3YeTCs
BO3MOXHOCTh CO3JaHHMsI KOJOHTHTYJIOB. KONOHTUTYJIBI NpEACTaBISAIOT cOoO0H o0macTy,
PacCIOJIOKEHHBIE Ha BEPXHEM M HW)KHEM IIOJISAX CTPaHUI] AOKyMEHTa. B KOJIOHTHTyIax, Kak
NpaBUJIO, pa3MellaeTcsl Takas MHpopMalus, KaKk Ha3BaHHE JOKyMEHTa, TeMa, MMs aBTOpa,
HOMEpa CTpaHHLl Miau fAara. [Ipy HCIOIB30BaHUM KOJIOHTUTYJIOB B JOKYMEHTE MOYKHO
pa3MelaTh B HUX Pa3IW4HbIA TEKCT JUIs YETHBIX WJIM HEUETHBIX CTPaHUL, AJIs INEPBOU
CTPaHHULbl JOKYMEHTA, M3MCHSATH IIOJIO)KCHHE KOJIOHTUTYJIOB OT CTPAaHMLBI K CTPaHMUILE U
npodee.

" TnasHaa Bcraeka PasMeTKa CTPAHMLE! Cesinku Pacceinkn PeLieH3UpOEaHNE Bua Hagcrpoiiku €

2] Turynenan crpanmua - j ElE "TJ) Zj ﬂﬂ B, rvnepeceinka j j j A =l 3kcnpeceBnoku ~ [ Crpoka nognucn ~ | TT dopmyna ~
] Nycras crpannua [oa] el 1 = 4 3aknagka = = z Al wordart - (53 Aara u epema §2 Cumeon ~
TaGnuua | Pucyrok Knum Quryper SmartArt Juarpamua Bepwrwit  Hikwwii  Howmep | Hagmues .

') NepeKpecTHan CChlNKa || kopoHTHTYN ™ KOAQHTTYN = CTPEHILIE! ™ "gd OBvexT -

¥=\ PaspHiE cTpaHULE

Crpatmys Ta6nuus: Vianiocrpauim Ceazn KonoHTutynt: Texer CumEons:

Jns pabotel ¢ konontutynamu B Word 2007 npeanasnadena nanens "KomoHTUTybr"

JeHTs! "BeTaBka'.
— 7

BepxHui HuscHWA Homep
KOMOHTUTYA = KOAOHTUTYA ™ CTPEHMLLE

KonoHTWTY AR

[Tocne BCTaBKM KOJIOHTUTYJI JOCTYIEH ISl PEAAKTHPOBAHUS, IMPHU ITOM MOSBISETCS
koHTeKkcTHas neHTa "Konctpykrop" (Pabota ¢ KONOHTUTYIaMH).
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T BORR 007 MeTORaE
= sopa 200 Ll
a Pasuetua crparmius Cosmn Paccmmom Peuerauposamae

e
4 Kax B npesuyuen pastene| ¥ Morssate T

[Baezurre Texct]

Bepossl konoeraryn Pazgen 2- HHOH NAHETH HHTYHTHBHO IOHATHERL MO3T ACCMATPHBATE NOAPOGHD HX HET Kax 8 npeasiaywen

OTpenakTUPOBAHHBIN KOJIOHTUTYJ MOXXHO J00AaBUTH B Talepei0 KOJIOHTUTYJIOB IPHU
nomomu onuuu "COXpaHUTh BBIACICHHBIA (PparMEHT B KOJUICKIIUIO BEPXHUX/HUKHUX
KOJIOHTUTYJIOB".

HacTpoiika KOJOHTUTYJIA

Jlenta "KoHCTpykTOp" KOHTEKCTHOTO HWHCTpyMeHTa '"PaGota ¢ komoHTHUTymamu"
MO3BOJISIET OBICTPO MPOU3BECTH TAKHUE HACTPOUKHU KOJIIOHTUTYJIA, KaK:
pa3nyHble KOJIOHTUTYJIbI 111 YETHBIX U HEYETHBIX CTPAHHUIL;

OTJEJIbHBIN KOJIOHTUTYJI VISl IEPBOM CTPAHULIBI;

CKPBITHE OCHOBHOTO TEKCTa BO BpeMsl pabOThI C KOJIOHTUTYJIAMH;

BCTaBKa U PEIAKTUPOBAHUE HOMEPA CTPAHUIIBI;

yIIpaBJIEHUE NOJI0KEHUEM KOJIOHTUTYA;

BCTaBKa B KOJIOHTUTYJ pa3MYHBIX OOBEKTOB: TEKYyIIME Jara WU BpeMs,
PUCYHKH, CTaHIAPTHBIC OJI0KH, 00heKThI ClipArt.

KonoHTUTY Bl MOKHO HAaCTpauBaTh OTACIBHO JJIsl pa3IMYHBIX pasnenoB. Ho, ams atoro
HY>KHO pa3opBaTh MEXKJy HUMH CBA3b, T.K. 10 YMOJTYAHHUIO BCE KOJIOHTUTYJIBI CBA3aHbI MEX Y
coboii. Jlns 3TOro HaAo0 MEpPEeHTH K TOMY KOJOHTHTYIY, KOTOPBIH Hamo O(pOPMHTH IIO-
npyromy, u "omxkats" kHONKy "Kak B mpeasiayiemM pazzaene'.

Ecnu xe, Ha060poT, €CTh HEOOXOIUMOCTh MTPUBECTH KOJIOHTHUTYJIBI B Pa3HBIX pa3zeiiax
K OJJHOMY BH]y, TO KHomKa "Kak B nmpeapimymiem paszaene’ nomkHa ObITh "Haxkarta'.

BricTphlif Iepexo MeXay KOJOHTUTYJIAaMU MU OCHOBHBIM TEKCTOM JOKYMEHTa MOKHO
OCYUIECTBIIATh JIBOMHBIM IIETYKOM MBIIIM Ha HYKHOM OJJIEMEHTE (BEpXHEM/HHKHEM
KOJIOHTUTYJIE WJIK HA OCHOBHOM TEKCTE).

Jns ynaneHuws: KOJIOHTHTYJIOB TpeIHA3HA4YCH NyHKT "YIaauTh BEPXHUN/HIKHHUMA
KOJIOHTUTYJ" COOTBETCTBYIOIMX KHOMIOK KOJIOHTUTYJIOB.

VVVVYVYY
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Hymepanusi ctpanun
Jns Hymepanuu crpaHul ciaykuT kHonka "Homep crpanuubl" (ieHta "BeraBka',

nanens "Komontutyner").

Ppcrod
Npociod woses 1

ipocrod wossep 1

HEIE B OpH Heodxommoc

Mpocsoi nessep 3

oot wossep
L el

Beprweamm sonryp |

HeoOxonumo BbIOpaTh BapHaHT pa3MeEIICHHs HOMEpa Ha caMOW CTpaHUIE U IpHU
HE0O0XOIMMOCTH HACTPOHUTH (hopMaT CaMOro HOMEpA.

[Tpu HEOOXOAMMOCTH 3JIEMEHTHl HOMEPOB CTPAHULIBI MOYKHO COXPAaHSATh, J00aBIss B
KOJUICKIHIO CTAaHAAPTHBIX 6JIOKOB. I[JISI 9TOro, BCTaBUB U HACTPOUB HOMCP, HAXKKMUTC KHOIIKY
"Homep crpanunsl" u BbiOepuTe KOMaHay "BBepxy/BHuzy crpanuiisl"-"CoxpaHUTh

BBIJICJIIEHHBIN ()parMeHT KaKk HOMEp CTpaHHILIbI".
Ecnu BO3HUKHET HEOOXOIUMOCTh yOpaTh HOMEP TOJIBKO C MEPBON CTPAHMUIIBI, HY>KHO

CENaTh CIEAYIOLIEe:
» OTKPBITH JIeHTY "Pa3MeTka cTpaHuIbl";

» OTKpBITH OKHO Tanenu "[lapameTpsl cTpaHuIb";
» Ha Bkiajake "Mcrounnk Oymarn" ycTaHOBHTH (Diiakok "Pa3mndarh KOJOHTUTYJIBI

NEepBON CTpaHULbI".

MapamMeTphbl CTPaHHLbI EJ&
Mona Pasmep Gymarn | WMcTouru Bymaru
Pasgen
Hauare pazgen: Co cneayiowen CTpaHMLE! v
PasMA4aTS KOMOHTUTYIb!
[ e 1 HeveTHEIX cTRaHAL
[“]inepEaii cTpariis
10 BEpXHErD KonoHTUTYna: |1,27em 5
OT kpas:
A0 HKHErD KONOHTUTYNa: 1,27 E:
CTpaH1ua
BepTukansHoe seipasHisanve: | Mo BepxHemy Kpata -
OBpasey
Mpnesarre: | eyweny pasaeny | | [ Hymepaum crpor... | [ Mpare... |
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IHNPAKTUYECKAS PABOTA Ne 2
®opMaTHPOBAHHE TEKCTOBOI0 J0KyMeHTa.PadoTa ¢ KOJIOHTHTYJIaMH

Heanb padoTbl — n3ydeHne (yHKIUOHATBHBIX BO3MOXKHOCTEH TEKCTOBOT'O MPOIECCOpa
Word 2007 u mnpuoOpeTeHHE HaBBIKOB NPAKTUYECKOH paboTel 1O (PopMaTHPOBAHUIO
TEKCTOBBIX JOKYMEHTOB.

W3menenue napaMeTpoB (popMaTUpoBaHMsI CHMBOJIOB BO3/IEHCTBYET Ha!

a) BBIJICJICHHBIN ()parMeHT TEKCTa;

0) HEBBIJIEJICHHOE CJIOBO, HA KOTOPOE YKa3bIBAET TEKCTOBBII Kypcop;

B) CHUMBOJBI, KOTOpble OyayT HaOpaHbl cpa3y Toclie HM3MEHEHHs MapaMmeTpoB
dbopmatrpoBaHus (€CITU HE POU30UIET IEPEMEIIICHUE Kypcopa).

3amanne Nel
Omkpoiime co3oannstii panee ¢haiin Rabota 1.docx
Bo emopom ab3aue npouszeedume ciedywoujue uzMeHeHUs, UCHONb3YA PA3TUYHbBLE
603MOMCHOCIMU  (hopmamuposanua(mpedosanua K popmamuposanuro yKazanvl 6
CKOOKax):

Beooumvie cumsonvi(TimesNewRoman, 14,K)ressasoresB-Fommeeredxpana (Arial,
12,xpacHblii, 3a4epKHYTHIN),rae Haxomures Kypeop,( ArialNarrow,10,moquepkayThiif) < P

cABHracTCA PIPER%:(TimesNewRoman, 12, HAJICTPOUHBIN )ocranmss s coboi —
envsonos.(TiImesNewRoman, 12,  moactpounsnid)lIPy _ JTOCTUKEHUKU _ IPABOTO  10O.JIs
CTPAHUILLI(TimesNewRoman,10, MOAYEPKHYThIH, K, TeMHO-KpaCHBIN,MaJIble
PONUCHBIE,pa3pekeHHbI Ha 0,250T)Kypcop aBTOMaTHUYECKU MEPEMEIIAETCsl B CAEAYIOLIYI0
cTpoky.(MonotypeCorsiva,3anuBka 1userom - okentelil, 12) 39TOT HNPOLECC
HA3BIBAETCHS (ArialUnicodeMS, 12,K,Bce nponucHbie)/ lepemexariiem

Texcma(TimesNewRoman, 12,K,xpacHblii,Mallble TPOMHCHBIC), A Ha)dcamue HA K1AGUULY
(ComicSansMS, 20)E ¢ (TimesNewRoman,12, wuHTEepBaNM —pa3peKCHHBIH Ha 21T,
e
r

CMEIIeHHe KaXKIOro 3HaKa BHU3 Ha 3MT,0THOCUTENBHO TMPEIbIAYIIETO)CoRIAeT HOBbIA
ama,(TimesNewRoman,12,  uHTepBan-yIuloTHeHHbl  Ha 1,5  NT)s—sre—sromymo
WTimesNewRoman,lZ, JBOMHOE 3a4epKUBAHKE,yTOIIJICHHBIN)

B umoze Bawi mexcm 00131cen gvienisidems ciedyouium oopazom:

Beodumble cUME0TL! ROABARIOTCA B TOM MECTa 3KPAHA- (1o naxouTes kypepp, E°7OPRI CTEWrascs Epe
BO: erernan oa eofioit memoumy emsonos. LIPH JTOCTH/RFHHE IPABOTO 014 CTPAHHIIBL KYPeop GSmOMINIUHECKY TEPEMEUGENCR

s credowyo cmpory. STOT MPOLUECC HA3LIBAETCH [Tepemexanuen Texema, @ HAXKATHE
Ha Kfasuwy E%g? COFRETHERIA0AN, s

3aganme Ne 2
Tpemuii aod3ay mexcma paszodeiime Ha 06e KOAOHKU. B umoze mexcm oonsxcen
8vI2/1A10emp C/1e0yIOUUM 00pazom:

_ TexeT, KOTOpPEIH 0TOOpAKARTCA B OKHE J0- | TeHHEIH TEKCT, HYXHO 2aIHCaTh JOKVMEHT B

KVMeHTa, XPAHHTCA B ONEPATHEHOH MaMATH KOM- | hafiT Ha KECTKHI JHCK KoMIERTepa. Toraga ero |
neioTepa. Ero MOKHO 0TpeJakTHpOBATE H Hame- | 2:\10:-1;1{0 DVIET OTKPEITE HOBKe H IPOJOCKHTE Pa-
%'IE.‘IE.‘H:: HO IpH 23EepIIeHHH padoTsl ¢ Word on SoTy

ovaer vrepan. [losTomy, 9ToDR COXpAaHUTL BBE- |
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3amanne Ne3
Bcmaevme 6 0okymenm nomepa cmpanuy:
BcraBka-Homep crpanunbl- Bepxy crpanunbl- Ctpanuma X w3 Y- [lomyxupHbie

HOoMepa 3

3aganue Ne4
Bcmagvme ¢ 00Kymenm Kononmumyinol:
BcraBka- HuxHuil konoHTUTy - KoHCEpBaTUBHBII

B KOJlOHmumyJie yKasicume d)amuﬂulo aemopa u HaumeHoeanue 001<ymeuma

3amanue Ne 5
B nauane uemeepmozo aozaua ycmanosume bykeuuyy. B pesynomame Bovt nonyuume

cedyiouwuil U0 mexcma:

b s

00BI COXPAHHTE J0KYMEHT, BoCIOMbayHTeck Kovangol Coxpamnte xuormks Oduc. Ilpn nep- |

OM COXDAHEHHH I0KYMEHTA OTKDOETCH JHanoroeoe oxso Coxpanenme J0KyMeHTa, H0380-

MEe VEA3aTh HMA q:oaﬁ'la H ero modowenne (mamxy). Paiiae, oTHOCAIIECA K OZHOMY TIPO-|

SKTY H/IH 00BEIHHEeHHEIE [0 KAKOMY- H00 HHOMY [PHHIHIY, PeKOMEHIVeTCA XPAHHTE B 0JHOM Ianke. 310@
TI03B0MAET VIIOPSI0IHTE HH(DOPMALHIO H VIPOCTHTE IOHCE JAHHEIX.

Coxptmume U3MEHEHUA 6 OOKmemme.

3aoanue onsa camocmoamenbHo20 8bINOIHEHUS
Co3zoaitme cnedywuiee o0vas1eHue:

SIPMAPKA
Pabomaem ¢ 11 00 0o 19 00 Kocmpoma, yn.Epoxosa, 4
B0CKpeCeHbe — 8bIXOOHOU men. 331-442
8x00 C8000OHDIL 2-i 9TaxK-0/1eXk1a, 00YBb, HOAAPKH

3-H sTaxk-Bce I JoMa

Bce, uTo Bam ceiiuac HyKHO!

KoHnTpoJibHBIE BOIPOCHI

Kak Bbiiensitores (pparMeHThl TeKCTa (CJ10Ba, CTPOKH, a03albl, BECh TEKCT)?
Kaknmu koMaHIaM#u MOYKHO U3MEHHUTD Pa3Mephl M BHIIBI TIPUPTOB?

Kak ycTaHOBHUTBH TapaMeTphl KOJIOHOK M ITapaMeTpbl CTPaHUL?

Kak ycTaHOBUTH KOJOHTUTYJIBI?
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CTPYKTYPA JOKYMEHTA

g mepexona B peKUM CTPYKTYpPbl JOKYMEHTa CIIyKHUT KHomka "CTpykTypa" maHenu
"PexxuM npocMoTpa fokyMeHnTta" nentol "Bun'".

TnasHan Bcraska Pa3meTka cTpaHmLsl Ceainkm Paccuinkm PeyeHInpoBaHme Bua Haacrpoiiku
| G Beb-gorymer || [V Nuneiina CxeMa AoKyMenTa (%) ) 0gna crpannua = Hosoe okHo 11Pagom =
J M [E Crpyxtypa CeTka 3CKK3Ll —8 ----- 20 @ﬂ,ae CTPAHHLE ﬁ YNopAgoYMTE BCE Ci OHHaR Npo TKa g ==
PasmeTia | Pexcum _ Macwtaé 100% Mepeiitn 6 Makpocel
Crpamyel urerms = YepHOBUK Makens cooBLLEHMi =] Mo wupwHe crpannuel | ] Pasgennte. A4 2 | gpyroe okio - -
Pex1Mbl NpOCMOTPa 4OKYMEHTa Moka3aTe WAK CKPbITE Macwas Okho Makpocsl
J | ._J Sg Be6-gokymeHT
= Crpyxrypa
PazmeTea | Pexum
CTPAHWLBl YTEHWUA =l Yeprosuk
PesiMEl NpOCMOTPa A0KYMEHTE
n n
HpI/I 3TOM IOABIIACTCA KOHTCKCTHAsA JICHTA CprKTypa .
-
CTpykTypa naeHas BcTaeka PazmeTEa cTpaHHLE Ceulnkn Pacceinemn PeueHInMpoBaHKE Eug
e - o [ @j— MNokazaTe ypoEeHs: = T
|~k 5@ || OCHOBHOW T.. ™ || 3¢ 8¢/ = 3
=
V| MokazaTe GopMaTHROBaHME TEKLTA
|l & &= = Mokazate CEEpHYTE ENOXEHHEIE || 3aKPBHITE PEXIM
MokasaTe TOABKD NEPEYID TPOKY AOKYMEHT AOKYMEHTE CTPYKTYPHI
PaBoTa co CTPYKTYP O TNEBHBIA 4OKYMEHT JakpeITE

B pexume mpocMoTpa CTPYKTYpbl JOKYMEHTa OTOOpa)KaeTCsi MepapXusl AJIEMEHTOB
opopmienus Tekcra. Ho, mpexae YeMm HCMONb30BaTh JaHHBIA PEXUM, HEOOXOAUMO
orgopMaTHpoBaTh JOKYMEHT C TPUMEHEHUEM CTaHIApPTHBIX 3aroioBkoB. [Ipu 3TOM,
"3arosioBok 1 ypoBHA" SIBJISIETCS CaMbIM IJIaBHBIM, "3arojloBOK 2 ypoBHs'" clielyeT 3a HUM U
T.J.

-
S e — fnasHas  Boaska  PasmeTka crpaHMus  Cbku Pacctnkw  Peuenuposanme  Bag  Hagcrpoiikn
—— 97 MokasaTs yposeHs: - 5
“a 8| ypoeerel - | o | = ~ E
=
¥ TMoxasate GOpMATMPOBAHME TEKCTA
= | Mokasats Caef & 3akpeiTs pexin

MokasaTe TONEKO NEPEYIO CTPOKY ACKYMEHT TpyKTYpEI

3akpsits

Pa6oTa co CTYKTYpOI TAEHBI A0KYM

© A =70 K€ JenaTh JaikIle, ECTH HaZO IPOJOTKHTE HANHCANEE JOKVMEHTA H CTEIVEOIIEM IVHKTOM JO/LKEH OBITE TeTBEPTLIA T
©® Bce oueHL pocTo

® . Jeazaer Hazmmvaey Enter, 91005 OTHCTHTE CIHCOK;

° BErogmn HazBaHHe 32T0J0BKA;

o . VeraHaeIHBaeM KVPCop B MOO0E MECTO OJHOTO H3 TPEX VIKE CVINECTRVIOMIHX JaT0I0BKOB;

o . Haszmvaem kxonky "Popmat no odpasny” (manems "Bydep odmena');

CI I{exaeM Ha BHOBE CO3JAHHOM eTEEPTOM 3aroioeke. [ oToBo.

[
© CTPYKTYPAJOKYMEHTA|
®
@ Jl14 mepexoda B PEEHM CTPYKTYPE JOKYMEHTA CTy:EHT KHonka "CrpyeTypa” manems "Pessin mpocMoTpa JokyMeHTa  AeHTH "BHI".
®

L]

® TIpu 3TOM HOAEIAETCA KOHTeKcTHAk neHTa "CTpykTypa'

OcHOBHOE y100CTBO IPHU MPOCMOTPE JOKYMEHTA B 3TOM PEXKHUME 3aKJIH0YaeTCsl B TOM,
YTO €CTh BO3MOKHOCTh HACTPAUBATh OTOOPaKEHHE JTFOO0TO YPOBHS CTPYKTYPBI, CKPIBAst IIPH
3TOM T€ YPOBHH, KOTOPBIC 3aHUMAIOT OoJiee HU3KYIO nepapxuro. J{ist 3Toro Haso BCEro JIMIIb
BbIOpaTh HYKHBIN YPOBEHb U3 BBINAJAIOUIET0 ciucka "Ilokazamo yposensv".
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D . BeoguM HazEaHHE 23T 0JIOBKA;
o . VeTaHaBIHEaEM KVPCOP B IF0D0OE MECTO OQHOTO |
o . Hazamaen kgonky "©opyat no odpazny” (mase
o . llenxaen Ha BHOBE CO3MAHEOM SeTESPTOM 3ar 0]
L

© CIEYKINEAJOEYMEHTA|

VYV KaxIoro sjeMeHTa, MMEIOLIETO MOIypPOBHHU, MPHUCYTCTBYET 3HA4oK "+'". J[BOiHOI
HIETYOK Ha 3HAYKE MO3BOJISIET 0TOOPA3UTh/CKPHITH MOy POBHHU.

VYpoBHU MOXKHO IIepeMelnaTh BBEPX/BHU3 OTHOCUTEIBHO JIPYT APYTa, a TAKXKe U3MEHATh
camo 3HaueHHe YpoBHS Ha Ooyiee HU3KOE/BBICOKOE. )i ATUX ILeNeil ciykar 3eleHEeHbKUE U
CHHEHBKHE CTPEJIOYKH, PACIIOJIOKECHHbIE ClIeBa Ha maHenn "PaboTa co cTpykTypoit".

Do) 9 0 EE D T TmesNewRi-| ) #
i)
e Crpyerypa TnaBHan Berasxa Pa3meTka CTRaHWLE €

Fro . 4 Mokasars yposeHs:

H# | Yposews 1 At
¥ Mokasats POPMETHPOBAHME TEKTE

T

MokazaTs TOABKS NEPEYIO CTPOKY

PaGora co crpyeTypoi

© CTRYKIYPA 101 nonnsmrs yposens (Alts Shift- Crpenxa snpaso)

MepemeweHing ARHHOTO INEMERTA HA MM
| yposens snma

® V xamaoro 3MeMeHTa, HMEOMEro NogYPORHE, NPHCY
® VDOBHH MOKHO MEPEMEIIATh BECPX/ BHHI OTHOCHTEN:
CHHEHBRHE CTPEIOYKH, PACTIONOKCHHBIE CIEBA Ha Mal

[lpu pabore B peKMME CTPYKTYypbl (DOPMATHPOBAHHE TEKCTA MO YMOJIYAHUIO HE
oToOpaXkaeTcs.

Jlnst paGoThI ¢ GOJBIIMMH TIOKyMEHTAMHK TIpeIHa3HaueHa aHesb "I IaBHbIH JOKyMeHT".
CyTB pa6OTI)I CBOAUTCA K TOMY, 4YTO CaM OOKYMCHT pa361/IBaeTC$I Ha OTACIIbHBIC YacCTH,
KOTOpPbIE XPaHATCS B OTAENbHBIX (aiinax. Bee "B Kydy" cobupaeTcs B INIaBHOM JOKYMEHTE,
KOTOPBIH JO/HKEH OBITh IPEBAPUTEIILHO CTPYKTYPHPOBAH.
= _ |4} Cosgats ] OfbegHITE
— - did BoraswuTs
Moxazare | CEepHYTh BN
AOKYMEHT

EHHBIE

TNEBHLIN G0 KYMEHT
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CJIOXKHOE ®OPMATUPOBAHUE JOKYMEHTOB

CHockn

CHOCKHM TIpeHa3HAauYeHbl JUIsi J00aBJICHHS K TEKCTY KOMMEHTapHeB, OOBSICHEHUH,

yKa3aHHs UCTOYHUKA WH(OPMALIUH.

CHocku OBIBaOT OOBIYHBIC (B KOHIIE CTPAHUITBI) U KOHIIEBBIC (B KOHIIE BCETO TEKCTA).
st paboThI cO CHOCKaMU MpeaHa3HadeHa naHens "CHOCKU'", pacroyioskeHHast Ha JICHTE

CcpUikn

—/ TnaeHan Bcraska PasmeTka cTpaHnUb Ceeinkm Paccuinkn PeugHzMpoBaHne Bug Hagcrpoiikm

|2 AoBaBuTs TekT = /) BCTABUTE KOHLEEYIO CHOCKY ! 3 Ynpasnenne ncrouHmkamm ﬂ 1) Chucok uano cTpaLmii
= 06HoBUTL TaBMULY A-gc.ne,ﬂ.ymu.gaq CHOCKE ™ = A Cruab: SO 690 - nepsebli = k =If O6HOBENTE TaEMHL]

OrnasneHune BerasnTe BeraeuTe BcraeuTe
% ooy =) T0KasaTs cHocki ccnnky - @) Crmcok nurepatyper - nassarue [f]MepekpectHan ceeinka

QOraasneHue CHOoCKM = CCulnki ¥ CNCKK AUTEPATYPLI HassaHua

.__[';'] BCTaEWTE KOHLEEYHD CHOCKY

ﬁs Cnegyowan cHocka ~
BrasnTe _
CHOCKY J OKd3dTh CHOCKH

CHOCER ]

2] MpeameTHEIR yka3aTens
— P
=t O6HoBMTS yKazaTent
MametnTe
nemeHT

MpeaMeTHLIA ykasaTent

- =
o
=
MameTHTE
ceoinky

Ta6ANLE CCBINOK.

Jns BcTaBKM OOBIYHOM CHOCKM HEOOXOOUMO HakaTh KHOMKY '"BcTaBUTh CHOCKY"
(Ctrl+Alt+F). B Tekcte, B TOM MecTe, TJe HaXOIWICS KypCOp, MOSBUTCS 3HAYOK CHOCKH, a
BHU3Y CTPaHUIIBI - TOPU30HTANIbHAS pa3AeIUTeIbHAs TUHUSA U HOMEP CHOCKH.

OOHIICA KVPCOp.
HOMEp CHO

Jlnst BCTaBKM KOHIIEBOM CHOCKH TpeHa3HauyeHa KHOMKa "BcTaBUTh KOHIIEBYIO CHOCKY"

(Ctrl+Alt+D).

Jliis 6osee TOHKUX HACTPOEK CHOCOK CITY’KUT OKHO naHenu "CHocku'".

MonoseHme

O crocan:

B KoHUe nokymeHTa w

DopMaT

DopMaT HOMEDS! iy iy iy ... w

HauaTe C: i T

HyMepaLya: MpoaomkuTs w
MPHMEHKTE H3MEHEHKA

[OpuMeHHTE: K TEKYLLEMY pasaeny A

BcTasuTe l [ OTMeHa

CHOCKM HYMEpPYIOTCS aBTOMAaTHYECKH B COOTBETCTBUHM C BHIOpAaHHOW IOJIB30BATENIEM
cucteMoit Hymepanuu. [Ipm no0GaBIeHMM HOBOW CHOCKHM WM YIQJICHHH CYIIECTBYIOIICH

OCTAJIBHBIC IICPCHYMCPOBBIBAIOTCH.

[TepemeniaTbcst MEXIY CHOCKaMH MOKHO MPH MOMOIIM KHOTIKY "Cremyromias cCHOcKa".

Jlist ynaneHusi CHOCKH He0OX0IMMO €€ BBIICTUTh, a 3aTeM HakaTh kinaBuiry Delete.
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IlepexpecTHBIE CCHUIKH

[TepekpecTHBIE CCBUIKH CIyXaT A OBICTPOrO Iepexoja K HY)XHOMY ODJIEMEHTY
JIOKYMEHTA.

B Word 2007 Mo0xHO co37aBaTh MEPEKPECTHBIC CCHUIKM HA CIEAYIOIIUE SJIEMEHTHI:
3arojIOBKH, CHOCKH, 3aKJIaJIKH, Ha3BaHUsl, HyMepOBaHHbIEe a03alibl. IHCTpYMEHTHI 17151 paboThI
C IIEPEKPECTHBIMHU CCBhIJIKAMU HaxoAsTcs Ha naHenu "HasBanus".

m] ] COWMCoK WA CTPaLMEA

EBcTaguTe
HazgaHwe L[] MepeKpecTHan ccenka

HazeaHua

IlepexpecTHbIE CCBIIIKH CO3/Iat0TCS TOJIBKO MEXKIY 3JIEMEHTAMU OJHOTO TOKYMEHTA.

BBenute TEKCT, ¢ KOTOPOro OyAeT HAUMHATHCS IEPEKPECTHAsS CChUIKA.

Haxwmure kaonky "[lepekpectHas ccpuika'.

B otkpeiBIIeMcsi OKHE B BbIMajamomieM chucke "Tum ccbulku" Hajgo BBIOpATh THUID
9JIEMEHTA, Ha KOTOPBIH Oy/IeM CChUTAThCA.

B Beimanaromem cnucke "BceTaBUTh CChUIKY HA" Hago yKa3aTh JaHHBIE, KOTOpbIE
cienyeT J00aBUTh B JOKYMEHT.

s Toro, yToOBl UMETh BO3MOXKHOCTh MEpPEXoJa K CChUIAEMOMY JJIEMEHTY (hIIaXKOK
"BcTaBUTh KaK THIIEPCCHUIKY" OJDKEH OBITH yCTAHOBJICH.

IlepekpecTHble CCBHUIKM BCTaBIAIOTCS B JOKYMEHT B BuJe noiiel. llepexmrouarscs
MEXJy peXUMaMH OTOOpPaKEHHUS KOJOB TOJICH M 3HAYCHUH TOJEH MOXHO TPH ITOMOIIA
couetanus knasum Alt+F9.

W3MEeHNUTh TEKCT caMO CCBIJIKA MOKHO NPSIMO B IOKyMEHTE.

OriaBJjenune

OraBieHue - 3TO CIMCOK 3ar0JIOBKOB JIOKYMEHTA.

Hns  toro droObl OBICTPO CAENATh OTJIABJICHHWE JOKYMEHT JOJDKEH OBITh
0oT(OpPMaTHPOBAH COTJIACHO BCTPOCHHBIX (POPMATOB YPOBHEH CTPYKTYpHl WIM CTHIICH
3aroJIOBKOB.

3aTeM, YCTaHOBMB Kypcop B MeCT€ BCTaBKHM OIJIABJICHHS, HAKMHUTE KHOIIKY
"Ornasnenue" nanenu "OrnaBneHue". B OTKphIBIIEMCS OKHE BBIOEPHTE HYXKHBIA (opmar
OTJIABJICHHSL.

AR O paes 0 AR ]

[Tpu HEOOXOIMMOCTH TOHKUX HACTPOEK OrIaBjieHus HaxmuTe "OrnasieHue.."
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Ornasnetne E| g|

0BpaseL NeYaTHOrD AOKYMEHTA Ofipasel Bef-noKkyMeHTa

SATOIMOBOR 1. 1|~ SATONIOBOK 1 -
3aronoBOK 2 ... 3 3arozosox 2
3aromoBoK 3 . 5 3arodosok 3
b v
MokasaTe HOMEPpa CTpaHWL rMI'\g)CG:;IJ'IKM BMECTO HOMEPOB CTPIHHLL

HoMepa cTPaHALL Mo MPSBOMY KPS

SanoMHWUTENB: | ....... b

Obume
Gopratei: | W3 wabnona A
YpoBHN; 3 £

[H@ane‘rpbl... ] [ﬂsneme.“ ]

oK OTMEHa

Jist ObICTpO# TMpaBKH YK€ CYIIECTBYIOLIETO OTJIABICHMS CHENalTe LIETYOK B IOJIE
OTJIaBJICHHUSA.

IIpeaMeTHBIN yKa3aTelb

[IpenMeTHBI yKaszaTeldb - 3TO CIIHCOK TEPMHUHOB, BCTPEYAIOIIMXCS B JOKYMEHTE, C
yKa3aHUEM CTPAHHII TJIe OHH PACIIOTIOKCHBI.
[TpenMeTHBIH yKa3aTeab MOXKHO CO3JaTh [T CIEAYIOIIUX SIIEMEHTOB:
» OTIENbHBIX CJIOB, (Dpa3, CAMBOJIOB;
» Ppas[elios;
»  CCBUIOK.
Jns  paboTel ¢ JTUM 3JEMEHTOM (OPMATUPOBAHUS MpeIHA3HAUCHA MaHEIhb
"IIpenMeTHBIN yKazaTemb'.

j =] MpeameTHEIR ykasaTens
—
_: UJBHO
MoMeTHTE
INEMEHT

m

MpeameTHEIR yeazaTens
Yro0Obl HCIIOIB30BAaTh B KAudyeECTBE NpeaAMETHOI'O0 YKa3aTelIsd KakoM-In00 Q)parMCHT

TEKCTa, €r0 HEOOXOIMMO BBIJCIIUTE, 3aTeM HaxxaTh KHOMKY "[loMeTHTh deMeHT" Ha maHeln
"[IpenmeTHbIi yKka3aTens".
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Tpepseraachl YXAMTED, - 370 CANCOK TEPMIMNOR, BCTPETIOTDINCE § JOKYMENTE, & VEASNNEN CIPA
1 T3€ 0NN PACIOA0HENM

Tlperrmd VEAMTETE MOANG COLIATE 10 CTEIVIOMENE 3IEMENTOR
¥ oraeasHuy c308, $pal, CHMBOION

¥ counok
Tan padorss ¢ vrma 3] (© tewmas crpanas b Tipeuemit yasren”

Throfu weno1maonats f mesmemn boarsient rexcra, ero weod
e maaeTm, saten ) =T - fpenirrma yrasren

| Dmners Tt g Orners
a3 | Corvon . ot . Y

[Tpu momMeTKe TeKcTa B IOKYMEHTE JJOOABIISIETCS CIIEIAIbHOE CKPBITOE TOJIE.
Jlis okoHuUaTeNnbHONW COOPKM MPEeAMETHOrO yKas3aTess Ha)XMuTe KHonKy "IIpeaMeTrHblit

yKkazaTens" ¥ Tpu HEOOXOIMMOCTH B MOSIBHBIIEMCS OKHE IPOHM3BEINTE OKOHYATEIbHBIC
HACTPOMKHU.

Yrazatenb
Ofipasel NeYaTHOro AOKYMEHTE
ApHCTOTETS, 2 Al Tam: ® corcrynon () Bes oTcTyna
ActeporzeL, modc. Cu. IOmaTep Konotiku: 2 E
Amuociepa
Jenma Azl | PYCCKMi v
HoHOChepa, 4
mezoctepa, 3
ctpatochepa, 34 be:
Py 2 >
[[1 Homepa cTpariu no npasomy kpato
DopMaTEl: Wz wabnoHa ~
MoMeTHUTE... ] [ ABTONOMETKA. .. ] [ WzmeHuTe... ]
[ ox ][ omea |
3aKkIagKku

3a1<naz[1<1/1 npeaHa3sHaA4YCHbI IJIA 6LICTpOTBI u y,I[06CTBa HaBUT'allUU 110 JOKYMCHTY - OHU
MO3BOJIIOT OBICTPO MEPEXOJUTh K PaHee MOMEYCHHBIM MeCTaM B TEeKCTe. [ Toro, 4roObI
CACJIaTh 3aKJIaAKy HGO6XO,[[I/IMO YCTaHOBUTHL KYpPCOp B HYKHOM MCCTC NOKYMCHTA W HAXKATb
KHOTIKY "3aknaaka" Ha manenu "Csizu" neHTs "BeraBka'.
% [MNepocelnKa
A 3aknaaKa
['h] MepekpecTHanA CCBKA

CeazH

B mosiBuBIIeMcs oxHe HGO6XOI[I/IMO BBCCTH UM 3aKIaJIKHU. CnenyeT HMETh BBHUAY, UTO
UM A0JIZKHO HAYMHATBCA C GYKBLI " HC COACPIKATDH Hp06eJ'IOB.
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[Tpu momo1iy 3TOM k€ KHOIKHU U OKHA MOKHO NEepEMEIaThes Mo 3aKiaikaM, 100aBIsaTh
HOBBIC U YJAJIATh HEHYKHBIC.

Hns pabGotel ¢ Oubnmmorpadueir W 1muTaTaMu CIyXUT mnaHenb "CCBUIKM W CIUCKH
auTepaTypsl”

ej YHFIEB:"IEHME HITOYHHE3MK

— [ Crunk: IS0 630 - nepesli =
ECTaenTE
CCBLKY ™ .ﬂj CNWCOE ANTEPATYPR ™

CEBINKEM K CNMCEH NUTERATYP B

bubnuorpaduss - 3TO CHHUCOK JMTEPATYpPHBIX WM JPYTUX HCTOYHUKOB, KOTOPBIC
UCTIONB30BAIMCH TP TOATOTOBKE JOKyMeHTa. Kak mpaBmiio, OHAa MOMENIaeTCs B KOHIIE
TekcTa. [Ipy BCTaBKe IUTAT HAJIO0 YKa3bIBATh HCTOYHUK OTKYJA OHH B3SThI, TOITOMY TOHSITHS
"oubmuorpadus" u "HUTaTH" TECHO B3aUMOCBSI3aHBI.
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IHNPAKTUYECKASA PABOTA Ne 3
CaoxHoe popMaTHPOBAHME JOKYMEHTA

Heanb padoTbl — n3ydeHne (yHKIUOHATBHBIX BO3MOXKHOCTEH TEKCTOBOT'O MPOIECCOpa
Word 2007 wu mnpuoOpeTeHHe HaBBIKOB IPAKTHYECKOW pabOTBl IO  CIOXKHOMY
(dbopMaTUPOBAHUIO TEKCTOBBIX IOKYMEHTOB.

3ananme Nel
Omkpoiime pannee cozoannulit 0okymenm Rabota 1.docx
Beeoume 3azonoeku aozayes:
Bsenenune
dopMatupoBaHue
Kononyarast BepcTka
byksuna
CBsI3U U CCBUIKU

3ananue Ne2
Yemanosume ¢ namom ad3auye cunepccoinku ¢ npedvioywumu adzayamu:
Ceaxcume 00HOKOpEHHbIE CT1064 MEKCMA, U Oaiime KOHYEEYI0 CHOCKY ¢ NOACHEHUeM
MO20 unu UHO20 C1106a

3amanne Ne3
Ilpumenume cnodxcrnoe popmamuposanue K 3a20106Kam aodzayes. Ycmanosume
cmuty 3a201060K 1.

3aganne Ned
Ha ocnoee 3a20/106K06 co3oaiime o2naeénenue.
Coxpanume pe3yromam. 3aKpoiime npozpammy.

3adanue ons camocmoamenbHo20 6bINOIHEHUS
Ha6epume Cﬂedymmuﬁ meKkcm U N0 3a20/106KAM CO30alime AGMOMAMUUECKOe

oljiaeieHue:

KommnbroTep
Kommbrotep npeaHasHayeH Ajs CO3JIaHMs, Iepenavyn/IipueMa, XpaHeHus: 1 00paboTKu
uHpopmanuu. CoCTOMT U3 pa3iIMYHBIX YCTPOMCTB (MOIyJeil), Kaxaoe M3 KOTOPBIX
BBITOJIHSET CBOU 3aJJa4H.

KnaBuarypa
KnaBumarypa — yCTpOWCTBO JUIsi BBOJAa B KOMITBIOTEp aliaBUTHO-IHU(POBOIA
UH(POPMALIUU U YIPABISIONUX CUTHAJIOB.
Monurop
MoHuTOp — CTaHAApTHOE YCTPOHUCTBO OTOOpa)keHHs HHGPOpPMALMU Ha HKpaHe.

OCHOBHBIMH TIapaMeTpPaMH SKPAHHOTO W300pakeHUs SIBISIIOTCS Tpaduyueckoe paspeleHue u
I[BETOBOE pa3pelICHuE.

KonTpoJibHbIE BOIPOCHI
1. Kak M0kHO 0)OPMHTH OrIIaBJIE€HHE IS JOKyMEHTa?
2. Yto Takoe runepcchlika’?

3. Kak M0OXHO BCTaBUTH B JOKyMEHT TUIIEPCCHUIKY ?
4. Kak MOKHO BCTaBUTb B IOKYMEHT 3aKIaAKy?

46



PABOTA CO CIIUCKAMH WORD

Jlist paboThI CO CIIMCKAMU CITY>KaT MATh BEPXHUX KHOIOK maHenu "Aob3ar'".

Crnucku - 370 (parMeHTbl TEKCTa, IMYHKThI KOTOPOIO OTMEYEHBI CIEHUaTIbHBIMU
3HakaMu. CIICKH MOTYT OBITh MapKUPOBAHHBIMH, HYMEPOBAaHHBIMU X MHOTOYPOBHEBBIMH.

il STl Ll LI R PYTTR P RS L
I § Geiaeoees snanmain 1 et n- .- = AzEEC:D: | AzBECD: Az
1 3 [T PRy i
= et F n | ; i
3 L A
i A
i ¢ BrirHctetd oM
u c | 1 1
o a5 1
o 104
M
B
3 # [ITCR Y [EST e |
" Panzrd 0 |1 e
= —— w4t Aswa
il Rl il [ ) YR AN ROASROE B ATEYRIESTR g
banenserns magarpce i
1 (E=e Sanud
= | L IR i Fearsl SOl
u ] 3 1 zem
s v
Ongasnies nedusl SEQUIT notapl G PSIENS S ML ML B LU M
b R e [ERRTEL EL By [ PR T LN 1L AU T P

Crniucok MOKHO €03/1aBaTh M3HAYAJIbHO, @ MOXKHO U3 YK€ CYIIECTBYIOIETr0 TEKCTA.
Ecin HeoOXoauMo clienarh CHUCOK M3 YK€ CYHIECTBYIOILIErO JOKYMEHTa, TO HaJo
BBIJICJIUTh (PparMeHT TEKCTa, KOTOPBIA MOMJIEKUT POPMATUPOBAHHUIO U BHIOPATh THI CIHMCKA.
[Ipu 3TOM BBIIETEHHBIN TEKCT OYyAET pa30UT MO MTyHKTaM CIMCKa COINIacHO ad3amam (KaXKIbli
ab3arl - 3TO HOBBIM MyHKT crMcKa). Bo Bpems BbIOOpa Tuma crucka Opu HaBEJEHUU Kypcopa
Ha COOTBETCTBYIOIUMM BapHAaHT BBIACICHHBIM TEKCT OyAeT cpa3dy IpeJBapUTEIIbHO
dopmaTrupoBaThCs, AaBas MOJIb30BATENIO OBICTPO OLEHUTh MPHUTOJHOCTH TOTO WM HHOIO
BapHaHTAa.
u (& K= 5= = T saenccoc] as

' Aa~ F . &J =z BaBnnorena Ry mepaume9

B
b T {1 1 |
[ wer |2 3 i
AnApaboTo co cMCKaMK| k| 1) b
I . a)
CAKcKW = 370 fparmenTel | - B. b '
Bems MaprMposadssimea, | c. 3]

CrHCOK MOMHO CO303B3TE

nooow

KanowH Ol CIMCOK HY CO3L | : |
MOABKUTCA HA CTPAHMUE AC

GY.H.E'I o L e Sl TOPMATE HOMEPOD B A0¥YMENTE

EcnuHeodxogumocaenal | 1.
PparMeHT TRKCTa, KOTOPE | 1. I
EBlgeneHHBIA TERCT By as | 3

MYHXT crikcka). Bo spemA

EnineneHHbIA TeRET Byae = L

QLEHATD NOWI0AHGCTE T DrpegeniTe noeod fopMaT HOMERA..,
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T 1}

HET

[TV
b

AnA pafoTel Co CNWCKaMY
. ea

A a)

Ao Caveka—sto dps | Il B———1 ) C

waryT Bbime map] | . —| BHpP3EsHEIHHE HoMEpa: N0

B. CRHACOEMOEHD O] 1

C. Kaxolfm cnucod | 5.

MyHHTa NOABUTCR| | B i "
CAegyroWMA map| | © il. b
Heodxogqmo ags

EcAnHEoBxoaUM DOPMATE HOMEDOB B LOKYMEHTS b
BblAeN KT dparm
ATOM B Qe N & HHY

o

Gl mp =

ITOHOEBIA MYHKT,
COOTESTCTEYHILUY
GOpMATHDOEETR] — - |
BApMEHTE, DnpeaenuTE HOBER SOPLUAT HOMEPD..,

[Ipn popmMupoBaHUHM MHOTOYPOBHEBOI'O CIIMCKA, YTOOBI 3a/laTh CO3/JaHHE MapKepoOB
OUYEPEIHOTO YPOBHS MOXKHO UCIOIB30BaTh KiaBuiry Tab (1ubo kHOMKY "YBEIUYUTh OTCTYM"
Ha ma”enu "A63ar"). BepHyThCcs K BBOMY MaHHBIX MPEABIAYIIETO YPOBHS MOXKHO, Ha)KaB
couetanue Shift+Tab (160 kHONKY "YMeHbIIUTH OTCTYN" HA aHenu "A63ar").

[Ipu paGoTe ¢ MapKUpPOBAHHBIMH W HYMEPOBAHHBIMH CIHCKaMU MOXHO CO3/1aBaTh
CBOH cTwib odopmiieHUs. [ 3TOr0 HYKHO B COOTBETCTBYIOIIMUX JTUAIOTOBBIX OKHAX (CM.
BBINIE) BBIOpaTh MyHKT "Omnpenenuth HOBBIM Mapkep" wuiu "OmpenenuTs HOBBIA (opmar
HOoMepa".

Nuorpa ObiBaeT HEOOXOAMMO B HYMEPOBAHHOM CIHMCKE HayaTh CIUCOK HE C MEPBOTO
HoMepa. Js 3Toi 1enu ciy>XUT MyHKT "3agaTh HayanbHOE 3HaUeHue". B mosiBuBIIEMCSI OKHE
B 3aBHCHMOCTH OT IOCTaBJICHHOM 3aJaud HaJ0 YCTAaHOBHUTH MEPEKIIOYATE]h B OJHO U3 ABYX
nosoxxeHuii: "Hauate HOBBIM cnivcok" mnm "[lpomomxuts npensiaymuil cnucok”. B mone
"HauanbpHoe 3HaueHue" 3aaliTe HOMEP MEPBOTO MyHKTa CIMCKA.

JagaHMe HauyanbHOro IHAME HHA EIE|

(%) Ha4aTk HOBGIA CHook
) OpOAOTHHTE MPEAEIAYLME CIMCOK

Ha4aneHoe SHaHEHHE:
S
1 ¥

Obpazeu;: 1.

Ok ] [ OTMEHA

[Ipy HEOOXOAMMOCTH PEJAKTHPOBAHWS MHOTOYPOBHEBOTO CITMCKA, IICIKHHUTE
KHOIIKOM MBI Ha KHOMKE "MHOTOypOBHEBBIM CHUCOK" W B TMOSBHUBIIEMCS OKHE -
"OnpenenuTs HOBBI MHOTOYPOBHEBBIN CIHUCOK..". 3/1€Ch MOXHO HACTPOUTH (hopMaT HOMEpA,
paccTosiHUe, TUI WpUdTa U JpyTHe MapaMeTphbl CIUCKa.
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GIIIJEJ.I,E.IIEIIHE HOHEDIO MHOTOYPOEHEHDTD CITHCHA

FiGEpHTE FIOEEHE A7 HEHEHEHHR:

RAETH] :

=

‘GW'JU\W-F-LJNI

g
i
(1
a)
i)
1.

ENpHAT HORERS
PODHET HOREpE:
[T

HyrepauKa ana 3Taro ypoeHa;
1,2 3, v
Nonoe=ne

BIDSEHHEEHIS HOREPS: Mg pecowy ppan » | B8 Den e

s Ang po Y poEHEs,

l CTnana

QTITYT TEKCT S 0,63 m

Bonewe ==

-t

Ecnmu  HeoOxommMo cpopMHpOBaTh HOBBI CTHIb CHHCKAa, TO HEOOXOIUMO
BOCIIOJIb30BaThCsl MyHKTOM "Omnpenenuth HOBBIM CTWIb cnucka'. B mosBUBIIEMCS OKHE
MOKHO HacCTPOUTH BCE HEOOXOAMMBIEC MapaMeTphl CTHIIS, a TaKXkKe 3a/1aTh 00JacTh JecTBUs
HOBOTO opmara.

[hnjpe a8 neHHE HOBOTO CTHAA CNHCHS

Do Tiwd

W5t Crsl |

HOCHAT AT

FAAATE [ 1 v

Mot AT s FOORATHIO SR o | ¥ met | |
L w | K OF Y LETD bt

= = [uaa. “ o 3 = e

=l

(]

CrcTyminess: o, Emomen 057 o, FHOrOvEoEHEER + Ypoestel 1+ Cnats Herepaedr 1 2 3, L+ Hadame o |+ Bopaneaeaqe
casea + Bopomsare ro; Ood+ Oncryne 0063 on, Npacporst: LD

20 Towreeon m amow ankyrmeTe [0 D FOEE DO yFRHT NG, NI 0Ll 5 370 T et e

docwar ~ I [ LTHIRS

Hamocimenok MOXHO ckasarh, dYro Word aBTOMaTHYEeCKH CO30A€T HOBBIH
HYMEpOBaHHBIN CIMCOK, KOr/1a ab3a1 HaunHaeTcs ¢ Hudpsl "oquH" ¢ TOYKO.
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INPAKTHYECKAS PABOTA Ne 4
Co3nanne U peJaKTHPOBaHHeE CIIMCKOB

eab padoTbl —HAYUYHUTHCS CO3/1aBaTh W PEAAKTHUPOBATH CIUCKU B mporpamme MS
Word.

3aganue 1
Haopamp npeodnosicennulii mexkcm u ogpopmums CRUCKU:

DYHKIHOHAJIbHAS CXeMa KOMIIbLIOTepa
IIpoueccop
OnepatuBHas NaMsTh
VYerpolicTBa BBOIA
VYcrpolicTBa BEIBOJA
JonroBpemMeHHas NaMATh
Coenaiime euwié 06e Konuu 0GHHO20 MeKcCmd.
3aganue 2

Ilpeocmagvme nepgviii  mexkcm 6 6ude HYMEPOBAHHO20 CHUCKA (PUMCKA
HymMepayusi).

Ilpeocmagvme emopoii mexkcm 6 6uoe MAPKUPOBGAHHO20 CHUCKA (8 Kauecmee
mapkepa 6o3vmume cumeon=2 u3z xoanekyuu wpugpmos Wingdings).

3aganue 3
Jlononnume mpemuii ghpacmenm cnedyrougum meKcmom:

YcrpoiicTBa BBoAa HH(popManuu
Ckanep

Pyunoii

bapabannbrit

IInanmeTHbIN

KnaBuarypa

Mpi11b

Muxkpodon

YcrpoiicTBa BHIBOAA HH(OPMALMHU
[IpunTep

MarpuuHsiii

Crpyiinblit

JlazepHsiit

Monutop

Hayumnaukn

Ilpeocmagvme nonyuuewuiica  mekcm 6 6ude MHO20YPOBHE6020 CHUCKA (8
Kauecmee Mapkepos o3omume yuppol u 6ykewl)
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e

3adanue ons camocmoamenbHo20 8bINOIHEHUS
Habpamub npeonoicennvtii mexcm u opopmumes CRUCKU
[IporpammHoe obecrieueHne
1. CuctemMHOE ITporpaMMHoOe obecrieueHue.
e OnepalmoHHas CUCTEMA.
o AHTHBHpYCHBIE CPEICTBA.
2. [IpuknanHoe mporpaMmMHoe oOecrieueHue.
e ['padnueckue perakToOphI.
0 PactpoBele rpadguueckme peaakTophl.
O Bexkropnble rpaguieckrue peaaKTopshl.
¢ TekcToBbIE peAaKTOPHI.
O IIpocTbie TEKCTOBBIE PEIAKTOPHI.
O TeKCTOBbIE TPOIECCOPHI.

KonTpoJsbHbBIe BOPOCHI

UYro Takoe criucok?

Kaxk co3ngaTh HyMepOBaHHbBIN CIIUCOK?
Kak co3naTe MapKupoBaHHBIN CITUCOK?
Kak co3nate MHOTOypOBHEBBIN CIMCOK?
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TABJUIBI WORD

TaOnuupl ABIAIOTCA OYE€Hb MOIIHBIM MHCTpYMEHTOM (popmatupoBanus. [Ipu momoniu
TaOJIMUIl CTPAaHUIE JOKYMEHTa MOYKHO MpHJaTh 00N BHA. 3a4acTyro JUIsl peLeHHs
MOCTAaBJICHHOW 3aJ]auM MCIOJb30BaHUE TAOIMIl ABISETCS Hanbosee MpHeMIIeMbIM (2 WHOTAA
€IMHCTBEHHO BO3MO>KHBIM) BApUAHTOM.

Co3aanue Tad0aunnl B Word

Jlrobast Tabnuua COCTOUT M3 CTPOK M cToJOLOB. X mepecedeHne oOpasyloT sueiiku
TaOJIULIBI.

Jis BcTaBkM TaOMMIBl CIYXKUT KHomka "Tabmuipl", pacrmonoXeHHas Ha MaHeIu
"Tabmuuel" nenta "BceraBka". Ilpu HakaTum Ha 3Ty KHOIIKY MOXHO B HHTEPAKTUBHOM
peXHuMe BBEIOpaTh HEOOXOAMMOE KOJIMYECTBO CTPOK U CTOJIOLIOB AJist Oy ayIieil TaOIHIIbI.

Beranca Pazmera crparmiys Comiary
1 d| ells
TaGnvua| | Pucywox  Kawn  dwrype Sm
Tatinuua Bx7 1
e -| =T -

[l
]
| |

r

00O

LI

OO0O00C | Z

T Berasnre Tadauy

¥ Hopucosar Ta6nny |

ix  TaGanuas Excel

T Bxenpecc-Tabavus

ECJII/I Ta6nnua O4YCHb 60.]11)]_]_[351 U KOJIHNYECTBO HpGIIHaI‘aCMBIX AYCCK HEJOCTAaTO4YHO,
HY>XHO BOCITOJIb30BaThCs omiuer "BceTaBuTh TaOauIly" W B TOSBUBIIEMCS OKHE 3a1aTh
HE00X0IUMOE KOJIMYECTBO CTPOK M CTOJIOIOB

Pazmep Tabnuusl

Yucno cronBuos: 5 £

F

“ucno cTpok: 2 £
ABTONOABOP WHPKHE! CTONBLOE

e

{(¥) nocTogHHaR: ABTO S

) no conepxamony

) No WHPUHE DKHaE

[ Mo ymonyanme ans HoBeix T

I OK ll OTMeHa ]

[Ipu HEOOXOAMMOCTH CO3HaHUS CIOKHOW TaOMIIBI, COCTOSIICH M3 pa3sHOOOpPa3HBIX
KOMOWHAIIMN sYeeK, TO Mpolle W ObicTpee HapucoBaTh Tabnuiy "BpyuHyro'. Jlis 3Toro
CIY>XKUT KHomKa-omnuusa "HapucoBars Tabnuiyy". B 3ToM pexkmme Kypcop mpuoOpeTaeT BU
KapaHjaama. PucoBanue TaOIUIlbI TPOUCXOANT ITyTEM TIEPEMEIICHHS MBIIIH C HAXKATOU JIEBOI
KHOIIKOM.

PucoBanue HauMHaeTCs ¢ yKa3aHHUS OJHOTO W3 YIJIOB TaONHIBI (OOBIYHO HAYMHAIOT C
JIEBOTO BEPXHETO yTJa):
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Kypcop-KapaHJalll yCTaHABIUBAETCS B HYKHOE MECTO JOKYMEHTA;
Ha)XMMaETCA JieBask KHOMKA MBIIIIH;

MBIIIb IEPEABUraeTCs MO JAMAroHalu K TOMY MECTy, Ilie OyAeT pacloioKeH
NPaBbIif HUKHUN YTOJ TaOIUIIBL;

KOI'Zla Kypcop JOCTUT Hy>KHOI'O MECTa, JIEBask KHOIIKA OTITyCKaeTCs;

BHEIIIHUE TPAHUIIBI TAOIHUIIBI HAPUCOBAHBI.

Tenepb MOXXKHO pHCOBaTh BHYTPEHHHE (CKOJIb YTOIHO CI0XKHBIE) TYEHKH TaOIHILIbI.

YV VVYV

[To okoHYaHWM pUCOBAaHUS TaOMUIBI HEOOXOAMMO TMOBTOPHO HaXaTh KHOMKY
"HapucoBath Tabmuiry", 9ToOOBI BEINTH U3 PEKUMa PUCOBAHHUS.

KpoMme BbIlIeynoMsSHYTHIX BapHaHTOB co3naHus Tabmumsl Word 2007 npenocTaBisieT
HECKOJIBKO BapHAHTOB YK€ TOTOBBIX 3KCITPECC-TaOIHII.

= » KypCOp-XapalTam YCTAMINTHEAETCS B HYAMOE MECT
|| Is6amp Excet 7 HaAIMASTCH JERAN KHOTEA MBI
([ — N [ 3

|
ls

} i
!

'

P 4 Y ¥ U B D

M B BN B N
=

Jiexabpe. 2007

Kak u B nmpeapiaymmx Bepcusix Word mo3BoisieT BCTaBIATh JOKyMEHT Tabmuisl Excel.
st aToro ciyskut kHomka "Tabauya Excel”.

[Ipu sTOM B AOKyMEHT BCTaBisiercs '"Hacrosimas" siaekTpoHHas Tabmuna Excel, a
BEpPXHSS JICHTa TEKCTOBOTO pemakropa Word 3ameHsieTCs Ha JICHTY JJICKTPOHHON TaOJIWIIBI
Excel. Ilepexmrouarbcss MexIy MporpaMMaMH MOXHO MyTEeM IBOWHOTO IMETYKa Ha IOJIe
nokymenta Word ninu Ha mosie Tabnuisl Excel.
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MoskHO TIpeBpaniaTh y>ke HaOpaHHBIA TEKCT B TAOIHUILY.

Jlist 5TOr0 HEOOXOAMMO BBIIEIHUTH HYXKHBIH OJIOK TEKCTa W BBIOPATh MYyHKT MEHIO
"[IpeobpazoBarh B Tabnuiy". B mosiBUBIIEMCs OKHE HaAO 3a7aTh IMapaMeTphl OyIylien
tabmuuel. Crenyer WMeTh BBUAY, YTO, (parMeHT MODKEH OBITh MpeaBapUTETHHO
oThopMaTHPOBaH CHUMBOJIAMH-PA3ACIUTEISIMA, YTOOBI TIpOTpaMMa CMOTJIA Pa3IUnIHTh

CTOJIOLIBI TAOIHIIEL.
llpeofpazoeath B TAbAHLY ¢ |

Pazmep Tabnuus

Yucno cTonbuos: i £

ABTOMNoABOP WHPHMHE! CTONBLOE

4

(%) nocTogHHas: ABTO

() no coneprumomy

() o WHpHHE oKHE
Pasgenutens

() sHar afizaua () Touka c sansToi

() sHar Tafiynawm () Apyroi:

[ ok ][ omea ||

[Tocme Toro kak TaOiuila BCTaBIEHA B OKHE TEKCTOBOTO PENAKTOpa IMOSBISETCS

KOHTEKCTHBIM MHCTpyMeHT "Pabota ¢ Tabnunamu", copeprkaniuii 18e eHTol: "KoHnctpykrop"
n A
u "Maket".

PaboTta ¢ Tabavuamm

KoHcTpykTOp MakeT

<t 3aameka

dopMaTHpOBaHHUE TEKCTa B TA0JIHIIe

[Tepen Tem kak opMaTHpPOBATH TEKCT B siu€HKax TaOIMUIIBI, UX HAIO MPEIBAPUTEIBHO
BBIJIETIUTD.

» Jlns BbImeneHuss Bceld TaONMIBI HEOOXOOMMO Ha)XaTb Ha IEpeKpecTue,
PAacIoyIoKEHHOE Y BEPXHETO JIEBOTO yIila TaOIUIbl.

» Jlns BBIOENeHWs] CTPOKH HEOOXOJMMO CAENaTh MIENMYOK B TOJE JIOKYMEHTa,
PAacIIoJIOKEHHOT'O JIEBEE BBIJEIAEMON CTPOKH.

» Jlns BeImeneHus CTOJOLA HEOOXOAMMO WICTIKHYTH Y BEpPXHEH TpaHMIIBI
BBIJIEJIIEMOr0 cTOJ0LHA (IIpU 3TOM Kypcop MpHUOOpeTaeT BHJ KUPHOTO
yKazaress).

» BbienuTh HECKOJIBKO COCEIHUX STYEEK MOXKHO MPOTSDKKOW MBIIIH MTPH HAXKATON
knasuie Shift.

» Boienars sueiiki B MPOM3BOJIBHOM MOPSIKE MOXHO TNPOTSDKKOW MBIIIM TPU
Haxkato# knasuiue Ctrl.
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Kpome TOro, MOXXHO BOCHOJIb30BaThCS KHOMKOM "BbIoenuTs", pacrosioXeHHOM Ha
nenrte "MakeT" KOHTEKCTHOTO HHCTpyMeHTa "Pabora ¢ Tabnumamu’.

N H92-0 0

t]

H

\&

[nagHan Brragki

ki Boigennte ™ 5

BrIgen1Te aueiiy
|
BelgenuTe cronéey,

FH
H
B | BrgenuTe cTpoky
=

BblAENHTE TABAULY

Camo xe (opMaTHpOBaHHE TEKCTa B BBIACIEHHBIX sYeilKkax TaOJIMIBI HUYEM HE
oTanyaercs oT (opMaTUPOBAHUS OOBIYHOTO TEKCTa JOKYMEHTA.

ToHkue HAaCTPOWKH TAaOIUIBI (TTapaMeTphl CTPOK, CTOJIOIOB, STY€EK) MOYKHO MTPOU3BECTH
B okHe "CBoiicTBa TaOiMubl", KOTOpoe OTKpbIBaeTcsi KHomkod "CBoicTBa" Ha mnaHenu
"Tabnuua".

CeoncTEa TabAMLbI J . |

Tabmmua | Crpoka | Cronfeu | Auelika
Pazmep
BhlpasHWBaHHE
OTCTYN CNEBa:
H H B lee 2
cnesa no UeHTpY  COpasa
ObTexaHme
HET EOKPYT
paruupl 1 3a3nKBKa. .. ] ll'l@:amen:bl... ]
[ QK l ’ CTmeHa ]

Word 2007 npeacrasisier 00JbIION BEIOOp YK€ TOTOBBIX BapHAHTOB (hOPMATHPOBAHUS
Tabnui. Bee onu pacnonoxens! Ha nanenu "Ctuiau Tabmui'.

[Tanens "[lapameTpbl TaOmUIl" TO3BOJISIET YCTAaHABIUBATH TOTIOTHATENILHBIC TTAPAMETPHI
(dopmMaTupoBaHUs B JOMOJHEHHUE K YK€ TOTOBBIM CTUIISIM.

=) ™ B 5 i (3 & [Times NewRe~| ] 7 Bopg 2007 metoanuka - Microsoft Word PaGata ¢ TAaBANLAMK -]
R cpammus  Ccemn Paccwnkn  Peuensuposamme  Bua  Hagopoiikw  Koworppoop  Maker
& 3ammsxa - - - j j
. [:"Fpanmuu-' o5mm ———————— - & L
= Hapucosats Nacrue

TasanLy
HapHcoBaTs rpamusl ]

Crpoka saronoeka Nepasiii cron6ely

Ctpoka utoras NocnegHui cronéew

¥| Yepeayoumecs crpokn ¥ Yepeayioumeaca cronGusl oZ Uger nepa ~

MapaneTps crined Ta6nuL Crinu Ta6auL

Tpu HWKHUX NMyHKTa MEHIO B OKHE CIMCKa TaOJIMI] MO3BOJSIOT OYUIIATh, U3MEHATh U
co3zaBaTh (popMaTUpoBaHUE TAOIHIL
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Npocrue 1 -
EHEEEE

BoTpoenme

¥ owmm

G Cosaare cruns raBamus..

[lpu co3maHuy HOBOTO (M3MEHEHHMHU CYIIECTBYIOLICTO) CTHJIS TaONHMIBI, KaK IPaBHIIO,
YKa3bIBaIOTCs CIICAYIOIIHE TapaMeTphL:
UMSI CTHJIS,
CTHUIIB;
CTHJIb, HA OCHOBE KOTOPOT'O CO3JaeTCs HOBBIH;
yKa3bIBaeTCsl 4YacTh TaOJHIBI, K KOTOPOH OyIyT NpPUMEHEHBI HapaMeTphl
dbopmaTupoBaHuUsL.

YV VY

CozpaHmue cTHna

CBoiicTBa

Hnma: |C'|w1:1 |
CTunb: |Taﬁnmu.b| w |
QCHOBEH Ha CTMne: | M ObkiyHan Tabnuua w |
DOPMATHPOBEHNE
TMPUMEHUTE HOPMATHPOBEHKE K: |Br_q Tabniua v |
|T|mes New Roman v|| v| K & 49
| —_— V” o,5om —————— VH AsTO V| H - | HeT useTa V| |§E|
HAus Der Map Hroro

Ceeep 7 7 5 19

3amag 6 4 7 17

IOr g 7 9 24

Hroro 21 18 21 60

MpwopuTeT: 100, OcHoBaH Ha cTne: ObbiuHan Tabnuua

(%) Tonbko B 3ToM AokymeHTe () B HOBBIX AOKYMEHTEX, MCMOMB3YHOWMK 3TOT WaBAoH

(= (o=

Jlist ocTymna K TONOTHUTENBHBIM IMapaMeTpaM HACTPOUKH CITyKHUT KHomka "dopmart".
Jlns HACTpOeK TpaHUIl TaOmuIpl CaykuT kKHomka "['panunel". M3 ee KOHTEKCTHOTO
MEHIO MOKHO BBIOPATh Pa3IMYHbIC TUITBI TPAHUIL.
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ET

3 Janmeca -

Paris = a,5mr

| Humras rparius

Bepuoran rpannua

DNesan rparya

Mpasag rparua

HeT rpasus

B Bge rpavanps
[ Brewnie rpanus
+  BryTpenHue rpari
=  BryIperinfa ropHIoNTANENAR FPARHLS
| BryTpernss sepTukaanHan rpanmua
M AWErosansHas rpaHMua CBepYy EHWD
/" Owarorangras rpannua cindy sseps
$= [OpMIOHTAARHER AMHIE
™ Hapwcosats TaBiauuy
Gl Qroépazure ceTky
A parengs w 3anuecs
$opuatnpoBamma. | ]

[Tpu momory kHOMKY "3anKBKa" MOKHO U3MEHUTH 1IBET 3aJIMBKH STUEEK TAOJIUIIBI.

WHcTpyMeHTBI, pacrojiokeHHble Ha maHenu "HapucoBarh rpasHuMIpbl", TO3BOJSIOT
N00aBIIATE/yOUpPaTh TPAHHIIBI STY€EK TAOMUIBl (OOBETUHSTD, Pa3beIUHSITD SUCHKH), a TaKKe
MO3BOJISIIOT MMPOM3BECTH THOKNE HACTPONKH TPAHMIL.

= lj.;if/ .j
1nT -

Hapwcoeate NacThe
TabanLy

HapucogaTe rpaHHLEl F]

o7 Uger nepa ~

I[JBI BCTAaBKHU U yI[aJIeHI/ISI 3JICMCHTOB T3.6JII/II_U>I HpGIIHaSHa‘IGHLI I/IHCTPYMCHTBI IIaHCJIN
"CTpoku 1 cTONOIBI" KOHTEKCTHOM JIeHTHI "Maxkert".

% ‘i} BCTAEWTE CHH 3y
N | B

*-,J]J BcTaBuTe Cnega
¥aanute | BCTagWTe

- ceepxy [ BCTaBuTe cpasa
CTPOKEW W CTONB LB L

Panee Ob1 paccMOTpeH BOMPOC MOCTPOECHMSI CIOKHBIX TaONUI[ , TAe paccMaTpUBajCs
BapuaHT "pucoBanus" Tabnuibl. CymEecTBYeT elle OANH CIIOCo0 JOCTUYb TOTO K€ pe3ysibTaTa
- BOCTIOJIb30BaThCSl HHCTpYMEHTaMHu manenu "OO0beIuHNUTD".
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10 O BeaHUTE Aueii
EH PasBuTe Aueikn

fll PazouTe TabauLy

O6RegHHWTE

WuctpymenTsl naHenu "Pa3zmep sueiiku" MO3BOJSIOT MPOM3BECTH TOYHBIE HACTPOMKHU
pasmMepoB I 000 AUSHKH TaOIULbI.

all - Bt
j 278 em Z'j

Fid AETonog6op ~

Pasmep Adeikn M

WNuctpymenTsl nanenu "BripaBHUBaHuE" npeaHa3HAuYEHb AJ11 BIDAaBHUBAHMS TEKCTa B
AYENKax, 3aJaHUsI €r0 HAIIPABJICHHS U YCTAHOBKU IOJIEN B AYCHKaX.

SHEE A= J

—_—

sl== —
HanpaeneHwe [lona
= = = TEKCTa AYERKN

BrIpagHWEaHWE

WHorna tabnuia MOXET HEe yMeIaThCsl IETMKOM Ha OAHY CTpaHHIly. B sTom cimyuae
OPUHATO HAa KaXJOM HOBOM CTpaHMIlE MOBTOPATH '"manky" TaOmumsl. s 3Toro Hamo
BBIJICJIUTh CTPOKY (CTPOKM) TaONUIBI, KOTOpbIe OyIyT BBICTYNATh B KAauyeCTBE 3arojiOBKa.
3areM HaxaTb KHONKY "[loBTOpUTE CTpOKH 3aronoBkoB" Ha naHenu "/lanHbie".

A g [NOBETOpPKWTE CTROKK 3aronoBKOE
2l .

A= MpeoBpasoEaTe B TEKCT
CoOpTUpOEKE

Jx= dopmyna
AaHHBlE

CopTupoBka TadJaMubI

CopTUpPOBKY MPUMEHSIOT JJIs1 YIOPSI0YMBAHUS TAHHBIX TaOJIHIIbL.
VY CcTaHOBHUTBH Kypcop B TOM CTOJIOLE, IO KOTOPOMY OyJIeT MPOU3BOAUTHCS COPTHPOBKA U
HaxaTh kKHONIKY "CopTupoBka" Ha nanenu "Jlanuble".

B nosBuBmemcs: okxe "CopTupoBKa" Mpu HEOOXOJUMOCTH BBECTH JONOJIHUTENbHBIC
napaMmeTpbl COPTUPOBKH.

CopTHpoBKa
CHa4ana no
cTonfuam 1 - | TMn: |Ter:v:r w | (¥ no BospacTaHuio
Mo: |aﬁsau.am w | O no yBersarmo
3atem no
w | THM: |Te|(tr E3 | @ no BO3PACTaHAD
Mo: |aﬁsau.am w | O no yBersarmo
3aTem no
Crmcok
() co cTpowoli saronoeka (%) fes cTpokM 3aronoska
5] [omes
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Knomka "TIpeoOpa3oBats B TekcT" Ha nmanenu "J[anHple" ipeoOpa3yeT NJaHHbIC TaOIHIIbI
B O6BIKHOB€HHBII>'I TCKCT AOKYMCHTA, IIPHU 3TOM HAJ10 YKAa3aTb CUMBOJIBI-PA3CTIUTCIIN.

I[JISI OpOBCACHUA OSJICMCHTAPHBIX BBIYUCJIEHUM BIIOJIHE MOXKHO BOCIOJIB30BAThHCS
KHOTIKOH "®opMyra", koTopast OyJeT BRIUMCIATh 3HAUCHHUE STYCUKH 110 3a1aHHOU (popmyite.

Borunciaenus B Tadaunax

dopmyna 3a1aéTcs Kak BRIPaXKEHHUE, B KOTOPOM HCIIOJIb30BaHBI:

e afconmHble CCHUIKU HA SYCHKH TAOJNHIBI B BHIE CIUCKa (pa3lessieMble TOYKOH C
sansaToit —A1; B5; E10 u T.4.) num 61oka (Hagasio u koHer 0yioka siueek — A1:F10)

e  KJI04esblec106a ISl CCHUIKH Ha OJIOK STYeeK:

» LEFT — siueiiku, pacroyio>keHHbIE B CTPOKE JIeBee sUeHKU ¢ hopMyIioi
» RIGHT- s4eiiku, pacnofios)keHHBIC B CTPOKE MpaBee sMeiKu ¢ (hopMynoi
» ABOVE- sueiiku, pacnonoXeHHbIE B CTOJIOLE BBIIIE TYEHKH ¢ popMyItoit
» BELOW- siaeliku, pacrionoXeHHbIE B CTOJIOE HIKE STYCHKN ¢ POopMYITOi
e KOHCHIAHHIbL — YUCIA, TEKCT B IBOMHBIX KaBbIYKaX;
o gcmpoennsvie hynxkuyuu WORD;

e 3Haku onepauuil (+-* /% "N =<<=>=<>)

Buabl BCTPOCHHBIX (PYHKIHMH

Karteropus DOyHKUMs Ha3znauenmue
Craructudeckue Bbuncnenue cpen. 3HaueHWE Ui JIMAna3oHa  siueek,
AVERAGE() nanpumep: =AVERAGE(A1:C20)
[Tomcu€T uncna 3HaYEHUI B YKa3aHHOM JUara30He sYeekK,
COUNTO | | anipimep: <COUNT(A1:C20: B25: A30)
MAX() HaxoxnaeHue makc-oro 3Had. B yKa3aHHOM OJIOKE siU€eK,
nanpumep: =MAX(A1:C20; B25; A30)
MIN() Haxoxpaenue MUH-Oro 3Hau. B yKa3aHHOM OJIOKE sY€EeK,
Hanpumep: =MIN (A1:C20; B25; A30)
SUM() Haxoxxnenne cymMMBbl 4mcenl B yKa3aHHOM OJIOKE sueek,
Hanpumep: =SUM (A1:C20; B25; A30)
Maremaruueckue| ABS(x) AOCOMIOTHOE 3HAYCHHWE BBIYUCIISIEMOTO  BBIPAKEHUS,
Hanpumep: = ABS(A1*B12-C25+100)
MOD(x, y) OcTtatok OT [eleHHus TMEepBOrO 4YHUCIa Ha BTOPOE,
Hanpumep: = MOD(A1,C12)
INT(x) [enas yacTh uncia, Hanpumep: = INT(234.45)
PRODUCT() | I[IpousBenenre umcen B yKa3aHHOM JHANa30HE SYEEK,
Hanpumep: = PRODUCT(A1:C20; B25; A30)
ROUND(x,y) | OxpyrieHnue 3Ha4eHHs J10 YKa3aHHOTO YHCJIa 3HAKOB,
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Hanpumep, OKpyIJIuTh 110 coteH: = ROUND(2345.45.-2)

SIGN(x) Omnpenenenue 3Haka 4yuciaa, Hampumep (-1 i
oTpunatenbHbiX W 1 s monoxkutenbHbIX): = SIGN(-
2345.45)

Jlornueckue IF(x,y,z) IIpoBepka 3aJaHHOTO YCIOBUS M IPUCBOCHUS 3HAYCHUS

SYEUKE: €CIM YCIOBUE HUCTUHHO - 3HaueHue [, wuHaye
snauenue 2:= IF (E12>G12; snauenue 1;3uauenue 2)

AND(x,y) Beruucnser 3Hauenume 1, ecnum  3amaHbl  MCTHUHHBIC
3HAYEHUS JIOTMYECKUX apTyMEHTOB, HHaue — 0, Hampumep:
= AND(A4>3; B3<3)

OR(x,y) Boruucnser 3Hauenue (0, ecnum  3aJaHbl  MCTHHHBIE
3HAaYeHHUs JII0O0Oro JIOrMYECKOro apryMeHTa, mHade — 1,
Hanpumep: = OR (A2>3; D3<=4)

NOT(x) Brruucnsier 3nauenue 0, eciiu 3aaHbl ICTUHHOE 3HAUYCHHE
JIOTUYECKOro aprymeHTa, nHaue — 1, Hampumep: = NOT(
D4>2)

FALSE Jlornyeckasi KOHCTaHTa J10M#Cb, KOTOPOU COOTBETCTBYET
yucio 0.

TRUE Jlornyeckasi KOHCTaHTa UCMUHA, KOTOPOW COOTBETCTBYET
yucio 1.

DEFINED(x) | Onpenensier 3HaueHUE B sYCUKE.

Haunbonee wacto mnpumeHseMble KOMaHIBI NpHU pPadOTaMH C sSYCHKAMU TaOIHII
JIOCTYIIHBI B KOHTEKCTHOM MEHIO SYEHKH, KOTOPOE BBI3BIBAETCS MPABBIM IIETYKOM MBIIIH.

iy Bergeurs
BCTapuTe .
YAANMTE mueiiKwm,

Wl Pagfume nuelim,.,

ﬂ [PaHLs! b JAAMEES,

”ﬂ F_‘Jf\rj.‘!ﬂ'l[‘llllF TEKLTA..
EripagrmBanne Aqeex
Agronoptop "

Cooncrea Tadanus,.;

1]

hapkepes 4

Hymepauwa ,

19

fungpecmaka,,

Mowex.,

=
=

CHH O MM b

MNgpenag v

Ao 0 - AN A T

XHEYV-A-EEE-k
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ITPAKTUYECKASA PABOTA Ne5

Paodora ¢ Tadanmamu B Word

Hean padoTbl — n3ydeHne yHKIUOHATBHBIX BO3MOXKHOCTEH TEKCTOBOT'O MPOIECCOpa

Word 2007 wu mnpuoOpereHHEe HABBIKOB MPAKTUYECKOH pabOTHI

dbopmaTrpoBaHHIO TAOIUII B TEKCTOBOM peaaktope Word

3aganue Nel

Omkpoiime Word.Co30aiime 0oKymenm
Co3zoaitme maoauyy, ompaxcarouyro smanvl pazeumus IBM

1o

CO3JaHUIO H

[Toxonenus DBM
ITapamerp 3
SBM 1-oe 2-o0e © 4-oe moce
BUC CbUC
NC
OcHoBHbIE Pene, 3. bonpuas Caepx0Oomnbiuas
Tpansucrops! | MHTErpanbHas
HIIEMEHTBI JaMITBI exeMa UHTErpaibHas | MHTErpajbHast
cxema cxema
BBVICTPO_ Imc IMKc 10nC 1HC <1HC
neicTBue
IInotHOCTH
YIaKOBKH, 0,1 2-3 10-20 1000 > 10000
3IIEMEHTOB/CM’
3aganue Ne2

Co3oaitme maonauuy cuem no o0pa3yy,6bin0JIHUME GLIYUCTICHUA 6 madauye:

Cuer
ApTUKYT | KonnyecTtBo | CTOMMOCTB | Cymma
IIponykt A 96 263 25248
IIponyxt b 153 64
ITponykr B 32 1203
IIponykr I’ 59 312
Hroro

ITmoc 12% HJIC

Bcero

Co31aHHe BHIYUCIAAEMBIX UeeK

Bce sueiiku, B KOTOpBIX OyAeT comepikKaTbCs WTOTOBas WIM WHAs CyMMa, IOJKHBI
COJIEpXaTh COOTBETCTBYIOIIME pacueTHbie (opmyibl. Peur mmer o kononke “Cymma” u
cTpokax ¢ Ha3BaHueM “Uroro”, “Ilmtoc 18%” u “Bceero”.
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Haunem c xomonkm “Cymma” (ctpoku ¢ 5 mo 7-10). ComepKumoe JTHX SYEeK
OTIpe/IeNsAeTCS KaK MpPOU3BEIEHUE Ce0SCTOMMOCTH Ha KOJMWYecTBO. BcTaBka pacdyeTHOMH
(GOpPMYJITBI OCYIIECTBIISIETCS CIICTYIONTUM 00pa3oM:

» nomecmume Kypcop 8 Yemeepmyro AuelKy 5 cmpoxu.
»  evibepume komandy Dopmyna renmor Maxem
» 6 none ©opmyna eseoume svipadicenue =PRODUCT(BS5;C5)
»  nadcmume knonky OK
Dopryna:
=PRODUCT{ES;C5)|

DopMaT Yrcna:

BCTaBWTE yHKLIAD!

BcTaeuTe 3aknagky:

l

OK l ’ OTHEHE

» nosmopume onepayuio 0isi cmpok 6 u 7

Berunciienue cyMMbI

CymMMy HEOOXOIUMO BBIYUCIUTH

TS

KOJIOHKHU “Cymma” W 3aHECTH B

COOTBETCTBYIOIIYIO SI9CHKY 8-if cTpoku. Peub wmumer o0 OOBIYHOM CIIOXKEHHH DJIEMEHTOB

B KOJIOHKC

“Cymma” HEOOXOAMMO BBIMOJIHHUTH

nomecmums Kypcop 66004 8 Yemeepmyro Aveuxky 8- cmpoKu;

6 none @opmyna eseoume svipasdicerue =SUM(D4:D7)

cTtonbua. [l BBIUKUCICHHUS CYMMBI
Cleytolee:
>
» evi3eamov komanoy Dopmyna nenmol Makem
>
»  naxcmume knonky OK

Hcnonb3oBanHas B BblpakeHHM (yHKIMs SUM() BBIYMCISIET CyMMY COAEPKUMOTO
STYEEK, IEPEUNCICHHBIX B KPYTJIBIX CKOOKaxX. Eciy ciaraemple siaeiiKu pacrioioKeHbI B OJTHOM
cTonlie, TO JOCTAaTOYHO YyKa3aThb KOOPJAMHATHI KpalHUX S4eeK TIpyIIbl, pa3leiuB HX

JIBOETOYHEM.

-

Dopmyna

i (2l |

DopMyna:
=SUM{D4:07)

DopMaT YMona:

BCTaEMTE YHKLIMKD:

=]
=]
)

BCTaBuTe saKnagky:

=]
|

DK ] [ OTtmeHa

Bbruncienue Hajiora Ha 100aBJIEHHYI0 CTOMMOCTh

Brruncnennas cymma kojoHkH “Cymma’ sIBIsSIETCS OCHOBOW JUIsl pacdeTa Hajora Ha
no6asnennyto croumocts (HC), koTopslif Oyaem cuutaTh paBHBIM 18 mporeHTaM.

B uetBeprylo Aueliky 9-if cTpoku, rae Oyner pa3MeIaTbes BeIWYUHA HAaJlora, BCTaBbTE
cnenyromiee Beipaxkenue: =PRODUCT(DS;0,18)

Boluncienne okoHYATEIbLHOM CYMMbI
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OxoHYaTeIbHAs CyMMa OIPEIENIAETCs B pe3yJIbTaTe CIOKEHHSI TPOMEXYTOUHON CyMMBbI
U pa3Mepa HaJlora Ha J100aBJIEHHYIO CTOUMOCTb, T.€. IIPaBbIX sueek 8-i u 9-if crpok. OHa
JIOJDKHA pa3MeEIIaThesl B MOCIEAHEN siuelike OoCcIeJHeH CTPOKH.

Bcraswre B sueiiky D11 cnenyromiee Beipaxkenue: =SUM(D8:D9)

3aganne Ne3

OtdopmaTupyiiTe MOTYUEHHYIO TaOiuily, MpuMeHUB K Hed CTHIM TalJaull JICHTHI
Kouncrpykrop.

[IpumenuTte GurypHsle rpaHUlbl ¢ MOMOIIBI0 TaHenn HapucoBaTh rpaHMubI JCHTHI
Konctpykrop.
CoxpaHute CO31aHHBIH CTHJIb TA0JUIBI.

Coxpanums naopaunwviii Bamu ooxymenm 6 ¢haiine Rabotal.docx mna oucke D, ¢
nanke ¢ Homepom Bawieii pynnot.

3adanue ons camocmoamenbHoO20 6blNOAHEHUSA

Cozoaiime upmennviii 01aHK, UCnOAL3YA 603MOMHcHOocmy Word ecmaenamo 6
AueuKu opyue maoauywl:

YTBEpKACHO
@ OIIK mporokon Ne 01
00.00.00
(_HaI/IMeHOBaHI/Ie BEJIOMCTBA U YUPEIKICHHS)
Ommce Ne
3a roxa
Nunexcol KomnuectBo
Ne i/t 3aronoBku gen | Jara [Ipumeuanue
ACJI JUCTOB
1 2 3 4 5 6 7
A 00.00.00 X 3
B |1 X S| <
<
B A b % gj :5
X <
Ommch
COCTaBHJIa
(TOMKHOCTD, MHUIIHAIIBI, (paMUITH)
[Ipencenarens DK [Tonnuce N.0. ®amunus
CoracoBaHo IMoamuce HN.0. damnnns

KoHTpoJsbHBIE BOPOCHI

1. Kakumu ciocobaMu BCTaBisIeTCs TA0JIUIA B JOKYMEHT?
2. Uto Ha3bIBaeTCs peIaKTUPOBAHUEM M (POPMATUPOBAHUEM TAOHIIHI?
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I'PAOUYECKHUE OFBEKTBI WORD

WucTpyMeHTHI Ut paboThl ¢ rpadukoil HaxoasTes Ha naHenu "Mimroctpanmu” JeHTHI
"BceraBka'.

JHELY B al

PrucyHok Kaun $wurypel SmartArt Quarpamma

Wanwio crpaumm

Co3ganne rpa¢gpuyeckoro npUMHUTHBA

Knonka "®urypsl" ciayXUT Ajig OBICTPOTO co3aHus rpaduuecKkux MPUMHUTHUBOB. J[7s
CO3/1aHUS HY>KHOTO IPUMUTHBA HAJI0 €r0 BHIOPATh W3 BBIMAJAIOLIETO CIIUCKA U "HapucoBaTh"
B JJOKYMEHTE MPOTSHKKON MBIIIN ¢ Ha)XKaToW JeBoi KHOMKOM. J[71s Toro, uTtoOs! durypa nmena
NpaBUIbHbIE TPONOPIIMH, BO BpeMs PUCOBaHMS HAI0 YACPKUBATh HaXKaTol KHONKY Shift.

A Pactmakm Bruemiaponn
N “ W, Tunepcon
i g e
Duryoes SMatan Juarpasing

T AERAIAE WO ARIORARTERE ol yD

Korga ¢wurypa HapucoBaHa, NOSBISETCS KOHTEKCTHBIM HHCTpyMeHT "Cpencrsa
pucosanus” ¢ nenroi "Popmar".

|:§,-. Ho9-0 0 ES&RQ_QF - B0pA 2007 meToguuka - Microsoft Word CpeacTea pucoEaHma o= i

)

e e e e et patunn | Benrmn e e ©opmat (]
(= = . 3annek ypLi ™ L i = | B finnan - |2 - " =
LI e e £ 3anusxa duryps ‘ = ) C— ] 73, Ha nepegnmii naan ‘,.Btluoﬁmrb il
AL LD G . - . S [ Yoy pnyporr » P30, A W Homogrinirmaes= 16, Tppminmpusarei

e ; 3o et i O6uem Manaskenne = -
a~ad Fa: B — = [P vsmernte urypy = || remm - 0, 5 23 3 [ O6eranme Tekcrom = 5k MosepryTs - e AR
BerasuTs GuUrypsi Crunu duryp ] SéderTs Teru Ofbem YnopagouuTs Pamep

['paduueckuii MPUMUTHB WMEET TO KpasM CHHHE YIJIOBBIE MapKephl, IMOTSHYB 3a
KOTOpBbIE (JIeBasi KHOMKA MBIIIN JJOJDKHA OBITH IIPU 3TOM Ha)kaTa), MOKHO U3MEHUTh Pa3Mephl

burypsi.
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Kentelii  KBaJpaTUK BHYTPHU
TEOMETPHUECKUX Pa3MEpPOB (PUTYPEHI.
durypy MOXKHO Bpallath.

IIpuUMUTHUBA

¢urypa Oyner BpalaTsCs B Ty UM UHYIO CTOPOHY.

TaKXeE CIIYXKUT I

Jns »TUX 1enedl CIyKUT 3€JIE€HEHBKUM KpPY>KOYEK,
pacrmosiokeHHbIH Haja Gurypoid. s BpaleHus MPUMHTHBA HEOOXO0AUMO YCTaHOBUTH Kypcop
MBIIIY Ha KPY>KOUEK M, HaXKaB JIEBYIO KHOIIKY, IPOU3BOAUTH JIBUXKEHUS MbIbI0. [Ipu 3ToM

dopMmaTupoBaHue rpadpuueckoro o0beKTa

Oxkno manenu "Ctunu Guryp" coAaepKUT pacHIMpeHHbBIE MapaMeTpbl popMaTUpOBaAHUS
"®opmar aBTOQUryphl'. B 3TOM OKHE MOXHO TPOU3BECTH OOJBUIMHCTBO HACTPOEK

dbopmaTupoBaHwUsL.
PMaT AETOGMIyPbI

{LIBeTa M MMHMM | Pasmep | MonoseHwe

SaMEWaoLWMI TeRT

Janueka

ugeT: ‘

v | [ Criocofiel zanvsin, .

-

-~
-

npo3pagHocTL: (£ 1| 2 [0%

THMAM

[ v | T

UBET:

wabnoH: |

CTpenku

v| ToawmMHa! |D,75n'r

| — ¥

-~
-

Haubonee yacto BcTpeuaronecss HACTpOHKU BbIHECEHBI Ha JieHTY ""®opmart".

[Tanens "Ctunu ¢uryp" coaepxut HabOp yKe TOTOBBIX CTHIICH

% 3anuexa GUrypel =
L KomTyp durypu =

4

_CP MzmeHuTe durypy
la

4|

Sxm BEIEECCHE HE JeHTY “PopuaT”
wEe ToToRED: CTRISR

CTrnm guryp
i 5- 00 5
EEN N
0000dc
000000
e
-
-
"LLEELL
(  E R R R R
 N-N-N-N NN
2 2 2 2 133

N
(V)

HN3MCHCHHUA



A Ttaxxe Tpu kHomku: "3amuBka ¢urypsl", "Kontyp durypst", "U3smenuts ¢durypy".
Eciu HM 01MH U3 MPEATIOKEHHBIX CTUIICH HE TOAXOIUT, TO MIPHU MOMOIIHU 3TUX KHOIIOK MOKHO
CO311aTh CBOH CTHIIb (hOPMATHPOBAHUSI.

Knomnka "O¢¢dexTsl TeHH" CIyXKUT I HACTPOHKHU MapaMeTpOB TeHU (UTYPBI.

ol |5
B B2 0,
2KTEI
TEHU ™ Di-

IhhekTrl TEHK

Jlns MHTEpaKTHBHOW HACTPOMKH TEHHW CIyXaT KHOIKH, PAacIlOJIOKECHHBIC B TPaBOM
yactu nanenu "IPPexTs TeHn".

o

Knomka "O0beM" 1M0O3BOIISIET MPUMEHHTH TpeXMepHbIe dPdexTsl K (urype. [Ipu 3Tom
MOXKHO HacTpauBaTb Takue mapameTpsl Kak: L[Ber oObemHoO#i ¢urypsl, I[yOuna,
Hanpagnenue, OcBemenne, [loBepXxHOCTD.

— €
AL @ T4 <h
Oﬁfem %
O6BEM

JIns MTHTEpaKTUBHON HACTPOWKH OOBeMa CIY)KaT KHOIIKH, PACIIOJIOKEHHBIC B TPAaBOM
yactu nanenu "Oobvem".

L

NHcTpyMeHTBI, pacnojioKeHHbIE Ha MaHend "YTHopsaaouuTh" MpeaHa3HAueHbl s
HACTPOMKHU mapaMeTpOB B3aUMOJEHCTBUS (PUTYPHI C TEKCTOM JOKYMEHTA.
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= BHIpOBEHATE ™

& *.:,]J Ha nepegHui nnax ~

B Ha zagHui nnan - E FpynNUpoBaTe ©

E O&TekaHne Tekcrom = Sk MoBepHYTE ~

MonoxeHne

-

¥nopAago4nTe

Knomnka "[lonoxenune" 3agaeT pacnonoxkeHue rpaguueckoro 00bekTa Ha CTpaHUIle

Nonomerte
B remcre

il

C obTERaHMEN TERCTOM

= = |

.'Z; SonoaMMTEAEMNE NAPAMETRE PASMETEN..

-

Jliis HacTpoiiku o0TekaHus (PUTYpPbl TEKCTOM CIIY>KUT KHOIKa "O0TekaHne TeKCToM'".

Eciu B JOKYMEHT BCTaBJI€HO HECKOJBKO (PUTyp, MEPEKpPHIBAIOLIUX APYT Apyra, TO UX

OTHOCHUTEJIbHBIA TOPSIOK Pa3MENICHUS MOXKHO HACTPOWTh MpH MOMOINM KHomok "Ha
nepeanuii wian" u "Ha 3aaauii man".

Knomnka "BBIpOBHATBE" CIOYXHT IJi1 BBIPpAaBHUBAHHUS OOBEKTa OTHOCHTEIIBHO TPaHUIL
CTpaHMULIEL.

[Tpu nmomomu kuotku "[loBepHYTH" PUTYPY MOKHO BpaIaTh.

Tounblii pazMep GUTYpBI MOXKHO 3a7aTh Ha aHeau "Pa3mep".

i) zeBem 2

357 em

Pazmep ]
I'pynnupoBka ¢puryp

Cnydaercs,uTo B JOKYMEHTE pa3MEIIEHbl HECKOJIbKO OOBEKTOB, U C HUMHU
OJIHOBPEMEHHO HY>KHO TMPOM3BECTH KaKWe-TM00 JeUCTBUS (YBEITUUUTH,

YMEHBIINTb,
nepeMecTuTh). B 3ToM ciydae nesnecoodpazHo NpOU3BECTH IPYNITUPOBKY OOBEKTOB.

Jist TpynmupoBKHA GUTYP UX HEOOXOIUMO TPEIBAPUTEIHHO BBIICIUTH. JTO MOXKHO
OCYILIECTBUTH IPY MOMOIIU KHONIKY "Brinenuts" Ha nente "l maBHas".

aBbCeD¢ %ﬁ ) Hadtrm -

£ JamerinTe
HaTBaNN Winrermiers
cam & Bugenue
3 Buaenwre age

Bufiop ofpecion

BaiaenTe TRCCT, MAE0 i TREOR we HOPMAT
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YToOBI BBIAETUTH HYKHBbIE OOBEKTHI HEOOXOIMMO IIENKATh HAa HHUX JIEBOW KHOMKOMN
MBIIIH Tpu Haxatoil knasuie Shift. ITocie saToro Hago nepelTy Ha maHenpb "YHOPSIIOUUTH"
Y BOCIIOJIb30BaThCsl KHOMKOM "I pynmupoBarts'.

!

Bce BoigeneHHBIE OOBEKTHI CTAaHOBATCS, Kak OBbI, OJHUM OOBEKTOM, O YeM
CBUIETENBCTBYIOT YIJIOBBIE MAPKEPEL.

Tenmepp MOXHO TMPOU3BOIUTH C HHUMH Bce HeoOXomuMmble peicTBusa. [lpu
HEOOXOIMMOCTH OOBEKTHI MOYKHO Pa3rpyHIHPOBATH.

Padora ¢ HaanmucaAMH

OcoObIM BUIOM TpadudecKkoro NpuMHUTHBA siBisgeTcsa Haamuce.

OTOT NPUMHUTHB MOKET COZIepKaTh "B ceOe" TeKCT.

Takue rpaduyueckue dJIEMEHTHI, COJEePKAIINE TEKCT, MOKHO CBS3BIBATH MEXIY COOOM.
B Takom cmydae TekcT OynmeT pa3Memarbcs BHYTPH HAIMNKMCEH TOCIENOBATENBHO (B
3aBUCUMOCTH OT TOTO, B KaKOH MOCIEA0BATEIIBHOCTA OHU OBLITH CBSI3aHBI).

Jlist cBsI3pIBaHMsI 0JI0KOB UX HEOOXOAUMO TPEBAPUTEIHLHO PA3MECTUTh B TOKYMEHTE.

ITocie nroro Ha maHenu "TekceT" Bocmoib30oBaThca KHONKOM "Co3maTe cBA3L'".

M E2-0 05827 -

d
- FnasHan Beraska PazmeTEa CTRIHWUE Ce
A-| 23 Henpaenerne Texcra
= |
— &% Coagate (BAdk . . |
Hapurosars -
HBANWCE ¥is £
Texer Cr
=
= WEH HBAMKOA € ApYToR
5 ¢

B yrazaTens MIMEHHTCR, NOKAILIBAR, 4TO
MOMHO NEUCTYTIATE K (BAIHBAHID

|  LenkmuTe NycTyo Hagnuce, SToSM e
BEIMOAHMTE (BATSIBAHNE

= TexcT GYAET NEPETEKATE M3 TEXYUIEN HAANHC
B EBA3AHHYI0 HBANWIE
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Kypcop npumer Bun kpyxku. [logsectn Kypcop K HaAMUCH, CICAYIONIEH 3a TJIaBHOM
(pu 3TOM KpyKKa HAyHET "BBUIMBATHCA") U HAXKATh JIEBYIO KHOIKY MBIIIU. Tenepb TEKCT
OyJeT nepeTekaTh U3 OJHOM HAIMHUCH B IPYTYIO.

3areM BBIIEIUTD

HaJIIMUCh, C
KOTOpOii Oy et

[ Ha4YWHATbCA TCKCT. ]

[Tpu momomu HagNKCe OYeHb yIO0OHO pa3MemiaTh TEKCT B JIIOOOM MecTe JOKyMEHTa.
[Ipu 3TOM, rpaHUIlBl HAAIUCH MOKHO J€aTh HEBUAUMBIMHU, a HAIIPABJICHNE TEKCTA MEHSATb.

O0BeKTHI SmartArt

I'padmka SmartArt mo3BosieT OBICTPO CO3/1aBATh Pa3HOOOPA3HBIC KPACOYHBIC CXEMBI.

[Ipu BbIOOpe 11a0NIOHOB SmartArt HEOOXOIUMO YYHUTBHIBATH HMX MEPBOHAYAIBHOEC
npeHa3HaYCHHE.

Jns  BcTaBKM 00BekTa SmartArt CIyXHT OJHOMMCHHAs KHONKA Ha MaHeIn
"Unnroctparuu nentsl "BeraBka".

OTtkpoetcs okHO "Bb16op pucyHka'.
BbiGop pHcyHka SmartArt

— Cnncok
| Bee |

1>

8= Crmcox [ -1- N [ ]
=

% Mpousce — i S ﬁ -
Y Unkn |
: - I i :ID [ - )

Hepapxua I

&

by
ol

ara HEE 388 gE EE!
NMpocToil Gnoykblil cnwcok
A Mpaniaa -1-15) L] -
CnysmT Ans oTobpameHms
m ] ) - BN -] ' HEMOCNEA0BATEMEHEIX MW
[:_ _— - U CrpYMNMpoBaHHEx Bnokos
uHbopMaLMK. TTO3BONAET CIKOHOMUTE
(S == B - bopraLy
NPOCTPEHCTEOD KaK N0 FOPU3OHTENM,
. BB = ] TaK WU No BEPTHKANN,

|€

CK l [ CTtmeHa

Br16paB mabioH, Bl YBUIUTE KPATKOE €T0 ONKCaHHE.

[Tocne noGamieHus mabiaoHa B JTOKYMEHT B OKHE TEKCTOBOI'O IpoIeccopa MOSBUTCS
KOHTEKCTHBIH HMHCTpyMeHT "PabGora ¢ pucynkamm SmartArt", copepkamiuii J1Be JIEHTHI:
"Konctpykrop" u "®dopmat".
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@ W9-00G@H4T WO 2007 wettmr - Micresolt Word  Patons Cpueprcas Smartan - %

Prssess  Borssas  Punerrs opeeeige  Cosws e Bag Cupust
i Actamums waprep | @ Moswoime jpotens = &
@ ] —
B |8 s 00 ?..l .]., L mamie m L mom »
Lnkasury ™ o ——— L - [rr—
Sy~ 4 Mz [FaLreree— 5 | merae # -

Crmm Smartint

Cangati pragsn Mbarrm

TN R TR TS S TS T
s ]
e - e
e e,
BEE.
—_—
(|
Bufpan mafizos, 5 YRILTNTE KPATKOE €0 QMICKNME.
TMocae 305 enfioma 8 30Ky 8 oxne P
P “Pabora ¢ pcy SmanAn”, ane aenti “Kowcrpyarop” n “Popuar”
9

[— x|
® [Teucy]

* [Teuct]
* [Teurt]
* [Texcr]

Jyisl 3anoJTHeHUsT TeKCTOBBIX TMOJICH 11a0JI0OHa NpeHa3HAYCHA JieBas MaHelb SmartArt-
00BeKTA.

Ilo Meiie Ha60iia TCEKCTAa IIOJIb30BATECJIb Cpa3y BUIAUT PE3YyJIbTAT.

BeeguTe TEKCT x

* |HdopMaTika
* Noruka Apudmetmka
* ApudMETHKE

AnnapartHoe
obecrneyelume

* AnnapatHoe ofecnedeqne

* MporpammHoe obecneverid

lporpammHoe
obecneyeHue

Jlormka

WHdopmatuka

st mo0GaBieHUsT HOBOTO 3JIEMEHTa B 00BEKT SmartArt HaJ0 MPOCTO HAXATh KIIABUIILY
BBoma. MHorma ObIBaeT, 4TO B CYIIECTBYIOIIMH OOBEKT HEBO3MOXHO J00AaBUTH HOBBIN
JJIEMEHT.

Eme oaun crocob - ucnons3oBanue kKHONkH "Jlo6aButh ¢urypy". Ilpu 3TOM B 0OBEKT
SmartArt 106aBsITCS 3JIE€MEHTHI TOrO )K€ YPOBHS, YTO M BblAeneHHBIA. [lyHKTH "Jl06aBUTH
¢urypy Beime" u "Jlo6aButh Gurypy Hmke" npeaHa3HaYCHbI ISl BCTABKH 3JIEMEHTA JIPYTOro
ypoBHs. Ecnum Kakume-TO KHONKM HEAaKTHBHBI, 3HAUYUT J100aBIC€HME HOBOTO 3JEMEHTa
HEBO3MOXHO.

70



0o\ H2- 00 Z&QT )+
]

— TnagHas Bcraeka

23 Ado6asnTe MApKED

& Cnpasa naneso
JotaeuTe
Gurypy ~

| Ly doGasuts durypy nocne

E _ OoGasuts purypy Ao

PasmeTea CTRaHMLE Lc

+ MoBuCATs ypoBeHb

% MoHU3UTE ypOBEHD

5] oBnacTs TexcTa

ok

I[J'Iﬂ YAAJICHHUA KaKoTo-1100 3jIeMeHTa HCO6XO,Z[I/IMO €T0 BBIACIIMTL U HAXXATh KJIABUIITY

Delete.

Knonku "IToBeicuTh ypoBeHb" U "[IOHM3UTH YpOBEHB' MpeaHa3HAYEHBI ISl U3MEHEHUS

YPOBHA BBIACJICHHBIX 3JICMCHTOB.

OO6bexThl SmartArt pe1akTUPYIOTCS KaK U OObIYHBIN TpapuuecKuil MpUMUTHUB.
Iis  dopmarupoBanmst o0bekTa SmartArt npenHasHadeHa JeHta "®opmar”
KOHTEKCTHOTO MHCTpyMeHTa "PaboTta ¢ pucynkamu SmartArt".

=) -
S — cpanmusl  Ccankn Pacceinki PeyersupoBarme  Bna  HaacTpoiikm KoHcrpykTop ®opmar

32 [P Wsmerts dmrypy ~ & 3anueka Guryps - A 3anueka Texcra - [ =

o
b ,;L:E Kpynnee Ade AfE AfE AbE Afs Abs A Z KoHTyp puryps = A - g KoHTyp Tekcra ~
AsymepHoe = — YnopaaoumTs| Pasmep

pegakTUpoBarue T Meneue T 3ppexts ann guryp - 7| [ Anavayns ~
DUrypel CTUAN Quryp Fl Cruan WordArt ]

Jlnst mostydyeHust TOCTyma cpa3y KO BCEM HACTpoMKaM 00beKTa SmartArt, mpeHa3HavYeH
INYHKT ero KOHTeKcTHoro MeHio "®dopmar ¢urypsl" (OH BBI3BIBAETCS LIETYKOM IPaBOU
KHOIIKH MBIIIIY Ha Tesie 00bekTa SmartArt).

& Bupexate

& Egpesate
43 [Konuposate <34 Konwposate
B Beraeume Iy Boamme

B Mamermry Texer MSMEHWTE MBKET..

CrpaTe 0BASCTE TERITA

y

A Wowngr
! Hsmernte urypy

Josasute durypy
Tungpcoena.

EcrasuTe HazBanme,

¥
o
¥ BoccranosuTe Surypy
Y

i D
Dopuat Gurypu OETexanme TexCTOM ’

= BoccTanosnTe priynox

AnnapartHoe
obecneyexue

Pazwmep...
Dopuat obbeuTa. |
MNMporpammuoe

BcraBka pucyHkoB

Jlns BCTaBKM pUCYHKa HEOOXOJUMO BOCIONB30BAaThCsl KHOMKOW "PucyHok" manenu
"Nnmoctpanuu" Ha seHTe "BceraBka". B mosiBuBLIEMCS OKHE HaWIUTE W BBIOEPUTE HYKHBIN
rpapuueckuit ¢ain. M3oOpakeHue BCTaBUTCS B AOKyMEHT. IIpu 3TOM NHOSBUTCS HOBBIM
KOHTEKCTHBIA MHCTpYyMeHT "Pabora ¢ pucynkamu", conepsxauiuii senty "dopmar".

([;n.,\ HY-0DE5&3V )+ B0pA 2007 meTtoaudka - Microsoft Word PaBioTa C pUGyHKaMN - o X
ad e — =
~ TnasHas Beraska Pa3neTka crpaHmLel Cesinin Pacceuki PeueHanposaHme Bua Hagcrpoiikn | opmar (7]
i ApKocTs ™ 3 oxatve pucynkos - (e e — L} @apma pucyhka - ‘ ] Ll Iii‘ L‘.Jd‘ §lasem =
(b Kormpactrocts = B MsmeruTs pucyHox d‘ ‘d ] ‘ ‘ d El - [ Tpanua prcyrks ~ el -
— — = Monoxerne | Ofpeska = aaem *
dgn ~ g cspoc pHgyHka T o IpperTel A pucyHKa * S [ OBTexanme Tekcrom - Sk~ o< [T =
VmeHnTs Crvnu pucyHkos i ¥nopagoumTs Pasmep &

Onepanuu, BBITIONHSAEMbIE HaJ HW300paXCHUSIMH BO MHOTOM CXOAHBI C  YXKe
PacCMOTPEHHBIMU ACUCTBUSIMH JUIsl Trpapuueckux NpUMUTHUBOB. CiemyeT Y4YHUTHIBaTh TO
00CTOSITENNECTBO, YTO BCTABICHHOE M300paKCHHE 3a4acTyr0 3aHUMAET 3HAYUTEIHHBIA 00BEM
namstd. [losTomy, BbINOMHEHHME HEKOTOPBIX oOmepanuil OylIeT 3aHUMaTh OMpENEICHHOE
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BpeMsI, TIpUYeM, OHO OyZeT TeM OoJbline, 4eM OOJIbIe pa3Mep BCTaBIsIeMOro (aiiia u HUxKe
POM3BOIUTEIHLHOCTH KOMITBIOTEPA.

UtoOel pabora ¢ m300paxeHussMu Obuia Oosiee KOMGOPTHOH, a WTOTOBBIN pazmep
TEKCTOBOTO JIOKYMEHTAa HE JIOCTUTaJ HECKOJBKHX JECSITKOB MerabalT, Lenecoo0pazHo
ceNaTh KOMIPECCUIO U300paKeHHUS.

Jns sToro npenHasHaueHa kHomnka "Cxatue pucyHkoB" Ha na”enu "M3meHurs".

ix HprocTe ™ :_ﬁ: CaTHe pUCYHKOE
(J KoHTpacTHoCTE ~ E‘g MzZMeHWTE pPHUOYHOK

{ﬁg MepekpaciTe ™ QE CBpoC NapamMeTpoE PHCYHES
HMzmeHHUTE

[Tocne HaxaTusi 3TOM KHOMNKHU TMOSBISETCS OKHO B KOTOPOM MOXHO HAacTpPOHUTb
napameTpsl komnpecuu uzoOpaxenus. Knonka "I[lapamerpsl” oTkpeiBaeT okHO "IlapameTpsl
cxarus'.

CatHe PHCYHROB

MPUMEHMTE MNAPaMETPLI CHATHMA CEfYaC

] MpuMetsTs Tonbko K BRIAENEHHLIM PUCYHKEM

| NapameTpel. .. | [ 0K ] [ OTMeHa

lapameTpbl CHATHA

MapaMeTpel CRETWA:

E&BTDNBTMHECK.M BEINONHATE DE30B0E CHATME np1 CDXDBHEHMME

¥AaanuTe ofpesaHHele oBNacTH PUCYHKOE

Ka4yecTE0 BeIEOAA:
{2 Devats (220 NUKCENDE Ha AKIM): NPEBOCKOAHOE KAYECTEO Ha BONBUWMHCTEE NPUHTENOB 1 SKPAHOS
(#) 3xpaH (150 MMKCENOE Ha AKIM): KEYECTED, AOCTATONHOE ANA Bf-CTHEHILL M MPOEKTOPOB

() 3nexTpoHHas NouTa (96 MMKCENOE HA MKONM): MUHMMANEHEI PASMED AOKYMEHTE ANA COBMECTHOMD UCTONbI0BAHWS

[ OK l [ COTmeHa ]

JlocTymHBI TpU BapuaHTa CKaThus M300pakeHus. Beibepure TOT, KOTOpHIH Hambosee
MoAXOAUT IJId BAalICro Cliyydas.

He 3a0pIBaiiTe 0 KOHTEKCTHOM MEHIO pucyHka. [IyHkT "®opmar pucyHka'" COAEpKUT
NPaKTUYECKHU BCE HEOOXOMMbIE HHCTPYMEHTBI HACTPOHKU U300PaXKEHHUS.

Kouanexkuus ClipArt

JlaHHast KOJUIEKIUS COAEPKUT MOAOOPKY Habopa KapTUHOK TEKCTOBOTO PEIaKTOpa.

Jlist BctaBku Kimma HeoOxoaumMo HaxaTh kHonky "Knun" Ha manenu "Wmmoctpammn”
neHTsl "BeraBka'.

Y mnpaBoro kpas oxHa mnosBuTcs mnaHenb "Knun". BHU3Y HaxoauTcs KHOMKA
"YHopan0uuTh KIUMbL..", Ha’kaB HA KOTOPYIO MbI MTOMa/IeM B OKHO "OpraHu3aTop KJIUnoB".
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WMckaTh:
| |[ Ha4aTb ]

MpocMaTpyBaTh:

|Bb|ﬂEJ’IEHHbIE KOnnexKLM b |

WMckaTe obbekThi:

|Eh:e aiinel MyNETHMEAKE W |

(8] YnopAgouMTs KnuMk. .

+ Ea‘ Kkl Ha ed-yzne Office Online

[e] =
(6 CoBeThl MO NOWCKY KAMMOE

Pl Hz6pantoe - Oprannzatop knunoe (Microsoft)
ki ®aiin  Mpaexa Bua Cepeuc  Crpaeka BeepuTe Bonpoc -

£ 7, Nowck... |5 Crncok konneruii. . | 53 1% % 2o

Knune B MHTepHeTE  _
i S

i Cnucok Konnexuywi -

= a Mou konnekuym
- vsBparios
7 HexnacoiduuposaHHsle kT
Konneswym Microsoft Office
25 Beb+connerwim

3 | >

0 snemeHToR

O0bekTs WordArt

WordArt - 370 kpacuBo 0(hOpMIIEHHBI TEKCT HA OCHOBE TOTOBBIX MIAOJIOHOB, KOTOPHIE

MOXHO PEJaKTUPOBATh.
Jns BctaBku o0bekTa WordArt npeanasHauena kHomnka "WordArt" na manenu "Tekcr”

seHTs! 'BeraBka".
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=l 3xenpecc-Bnokn - [ Crpoka nognuen = || JT @opmyna ~

ﬁWord\An - .E,ﬂ,aTa W EpEMA £2 Cumeon -

YW
Wordit yordA® wordar, Wordht{ Woraart
Tordit WordArt Wordet viorasr: Woediet 5 ™

mm wardart WordArt wﬂ?ﬂﬂri :=:. W

Wordhet WarGAre Wordht Wi sl

[Tocne BcraBku oObekta WordArt B OKHE NpOrpamMMBI MOSBISIETCS KOHTEKCTHBIH
uHCcTpyMeHT "Pabota ¢ oobexkramu WordArt".

R cain

APavg ~oEnesE

— " z
i'pﬂ HY-0 058V )+ Bopa 2007 meTognuka - Microsoft Word Pafiora ¢ obektamn WordArt (= B
Tl ———— =
TnasHas Beraska PasMETKa CTPaHMLIEI Cewtnku Paccainku PeLieHsMpOBaHHE Bua Hagcrporku ©opmaT 7]

i &5

smenuts VHTepEan
Teker

" B % 3anuska purypsl T a —_ I E
w2 w WeedA®t - 22 cormyp durype - |_J LB, ) b 9 <> D
; =% fal

Shdextal OBbem Monoskenue

[ O6Texanue TexcTom - Sk~

7| &) Vswennte durypy || e~
Texer Crinn WordArt S bextn Teru Ofbem YnopagouuTs Pasmep

WNHcTpymeHTapuii JTaHHOM NaHENW HMHTYWTUBHO IIOHATEH, M BO MHOIOM CXOX C
MHCTPYMEHTApHEM Jpyrux naHesneil paboTsl ¢ rpaduuecKuMu 0ObeKTaMH.
JAunarpammel B Word

Jlist Hayana MOCTPOCHHS TUarpaMMbl HEOOXOIMMO HakaTh KHOMKY "Jlmarpamma" Ha
nanenu "Mmmoctparun nentsl "BeraBka'.

Beraeka am ar pammbt

[d WabBnoHs! mcTorpammMa

oo L o8| (2] ] o8 93] 90
= maee | (] ln8] 1081 368 Jab ] 48]

A C oBnacramm B _ _ ~

=] ] ] 8] b

Bupesan

MNosepxHOCTE

e |‘” S |\/“/ ._ |\/*~/ _ |}-’: | |L"V IL""—‘ Ir;—‘

%2 Mysbipskosan

‘@ NenecTkoBas Kpyroeas
Al [ ] (o] [AR] [an] (ol v
’ ¥TpEBneHIE WwWabnoHamm, .. ] ’ CoenaTe CTaHAaPTHON ] [ OK l ’ OTMEHE

B nosiBuBIIEMCS OKHE HAJI0 BEIOPATH THIT AMATPAaMMBI U €€ BU/I.
[Tocne sToro, aBTOMaTHYECKH OTKpbIBaeTcst OkHO nporpammsl Excel 2007, ¢ Habopom

HEKOTOPBIX CTaHAAPTHBIX 3HAYEHUH I TOCTPOCHHS TpaduKa.
Heo6xonumo BBecTH JaHHbIE A7 HocTpoeHus rpadukos. Ilpu HeoOX0AMMOCTH MOXKHO

yIAIHUTh, HIH JOOABUTH JHATPAMMY.
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Farans

ITocne atoro okHo mporpammsel Excel 2007 MOXHO 3aKpBITh.

B moxymente Word 2007 mosIBUTCSI TOJIBKO YTO TIOCTPOCHHASI HAMU JIHAarpaMMa.

mapt

AHBapb

M AHBapb
B peBpanb

m mapT

[Ipu sTOM B OKHE pEHAKTOpa TIOSBISIETCS KOHTEKCTHBIA HMHCTpyMeHT '"PabGota c
Juarpammamu’, conepskamuii Tpu aeHTsl: "Koncrpykrop", "Maker", "®opmat".
Jlenta "KoHcTpykTop" coctout u3 yerbipex mnanenei: "Tum", "Jlanubie", "MakeTbl

"Ctunu

OCHOBHEIE

n
AuarpamMmm -,

auarpamm’.

OnepaluH,

BBITIOJTHACMBIC

OTUMHU

HHCTPYMCHTAMU: U3BMCHCHUC BUld JUATr'PAMMBI, €€ TaHHBIX U CTUJIA.
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Jlenta "®opmat" COIEpKUT UHCTPYMEHTHI ISl TPUAAHUS JUarpaMMe OKOHYATEIbHOTO
BU/JIA.

b0 & eT 7 B0pa 2007 meTovika - Microsoft Word PaBoTa ¢ AMArpaMMaNI =
~ [Mabras  Boragka  PaimeTka crpamuus Cewnkw Paccenms Peugwsuposanwe  Bug  Haaopoikn  Koncrpykrop  Maker | ®opwmar
CreHkn - $r 3anuexa purypsi - A & 3, Ha nepeariii naar |2 BriposHats ¥ =

B, vopuar ewgenctnoro pparmenta

- n i iljem3en =
+ 2 Kontyp duryps - /[-.\ & B Ha sagmmit nnav I rpynnnposats -
- / i\ Monoxerne 1262 %

T ) 3pdexTa 418 duryp T OBTexaHue TekcToM ™ Sl MoEepHyTE
Texyumi GparmeHT Crunu duryp 7} Cruma WordArt YnopagounTs Pasmep @

£ BoccranoswTe GOpMETHROBAHHE CTAR

KoHTekcTHOE MEHIO OKHA IMarpPaMMBI COACPKUT OOJILITUHCTBO HACTPOCK.

-Cnllblll‘(-- 10‘- * A: A ..}-1 '-Lz' 7 ..f-
X K EEEAFF

— |

Buipesats

Konuposate

BeraanTe

BogeranosnTs HOPMATHROBAHWE CTHAR
WpwT..,

nlll!ﬂ“‘h THN ANArparime...

M3MennTe ARHHBIE,.,

Ll >l

Nosopor oSBeMHoR GUryps...

BeTasnTe nassarine.

B =

DopuaT oEAIETH ANBTDAMME.,..
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HNPAKTUYECKASA PABOTA Ne 6
Pabora ¢ rpa¢gukoii B Word

Heas padorsl — u3ydeHHe (YHKIMOHAIBHBIX BO3MOXKHOCTEH TEKCTOBOTO MpoIeccopa
Word 2007 wu mnpuoOpeTeHHE HABBIKOB MPAKTUYECKOH pabOThl MO CO3JaHUI0 H
pEeNaKTUPOBAHUIO rpaUIeCKNX OOBEKTOB B TEKCTOBBIX JOKYMEHTAX.

3aganue Ne 1
Omkpoiime Word.
Co3zoaiime HOBbLIL OOKyMeEHM.
Bcmasvme cpagpuueckue 06vekmul u Hacmpoiime ux 6 COOMEEMCMaUU ¢ 00pasyom:

Hughopmayus — J1106as COB0KYNHOCMYb CUCHATI08,
c6edeHUll (0aHHbIX), KOmopble KaKas-iubo cucmema 60CHPUHUMAEn U3
OKpYyHcaroweri cpedvl (6X00HASL UHDOPpMAYUsL), 8blOAEm 8 OKPYIHCAIOULYIO
cpeody (ucxooHas ungopmayus) UNU COXPAHSEMCsl 6HYMpPU
onpeoeneHHol cucmemvl (6HYympeHHss UHghopmayusi).

A mydaro MHMOPMATWMKY W

AP O VIALLMOMMLICe
B W k= e
W’ﬁa'ﬁ" o s RORW TR N SN e
A i sl ol el il et o el P o,

3aganune Ne 2
C nomowpro aemogueyp mnapucyime IMOIEMy, XaApaAKmepusywuiylo eauie
HacmpoeHue

3aganue Ne 3
Coxpanump naopannwviii Bamu ookymenm ¢ ¢paiine Rabota3.docx na oucke D, 6
nanke ¢ Homepom Bawieil cpynnot.
3akpoiime npozpammy

77



3aoanue ons camocmoamenvbHo20 6bINOAHEHUSA

Co3znaiite ¢ HMCMOJB30BAaHUEM BCTPOCHHOTO TpadHUuecKoro penakTopa CieayROIIHi
00bekT. Chenaiite rue Heooxoaumo noanucu. CrpynnupyiTe moTy4eHHbIH PUCYHOK.

S

KonTpoJibHbBIE BOIPOCHI

1. Kak MOXHO caMOMy CO31aTh PUCYHOK?

2. Kak BcTaBUThH B JJOKyMEHT TOTOBBIM pUCYHOK?

2. Kak yBenMYuTh PUCYHOK, BCTABJICHHBIN B TOKYMEHT?

3. UTto HEOOXO0IUMO ClieNaTh, YTOOBI IEPEMECTUTh PUCYHOK?

4. Kakoii peakTop UCIIOIb3YeTCs ISl CO3AaHMS TEKCTOBBIX d(hPekToB?
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®OPMYJIBI B WORD

1-it cioco6. Ha nente BeraBka pacnonokena nanens CHMBOJIBI, COEpiKalas ABe
kHONKH: @opmyJia 1 CUMBOJIBI

T copmyna =
£) Camson ~

CUMEONE

Knomka @opMysbl COAEPKUT PACKpPBIBAIOIIEECS MEHIO, B KOTOPOM IIPEICTaBIICHBI
Hauboee yacTo ynorpeoseMbie GopMyJIbI

[A ]| & mcnpecc-Eaonm - & CTpoxa nogrmon - T sopuyaais
| Bapocmmai *.

Bunowm HeroTona

x+a)® =i [::-Ix_.s.,__. [

KEapaTHOe ypasHeHne

—bi Vb —4ac
2a

=

Naowass kpyra

A=gr?

PaznomeH e cyimil

Hea e _ 4 ar  nln —1)x?
Q4+x)*=14+—4+
11

| Paa Tednopa

x X o=
‘.x:1____1______..- —m<x<

i | B

i
[ Pan

|4 B 3 mx nwxy
flx) = g, vz | &n cos—— + by sin——)
m=1 N -

TT Boraswms nospo dopuyny

B HmwkHEW YacTH MEHI0O HAXOIUTCS KHONMKAa BcraBuTh HOBYIO (Gopmyiy, KOoTopas
oTkpbIBaeT eHTy KoHcTpykropa meHto Pabota ¢ popmynamu

a _,;\ H9- 0o DS&QA¥ )+ 20pA 2007 Metoanuka - Microsoft Word PaGoTa ¢ hopmynamu - =
£ im0l it
—) TnaeHaa Beraska PasmeTka cTpaHiLsl Cebinkn Pacceinkn PeLeH3npoBaHmMe Bug Haactpoitkn KoHcTpyxkTop
€in X X n j'x n . o li 16
: x < ||« b —— 3 1m A
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Cepsuc i} CumBOnE CrpykTypHl

Jlenta copmepxut MeH0 CepBHUC, B KOTOPOM OTKPBIBAETCS OKHO TOHKON HAaCTPOWKH
napaMeTpoB (GOpPMyIT It BCTABKU UX B IOKYMCHT
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MapameTpri Gopmyn

Obwme

LWpucT no yMondannio anA obnactei dopryn:  LeELLIEREET]

ABTOMETMHECKM NPE0DPEE0BLIEATE BEIPEMEHNA B NPOMECOMOHaNEH:IR hopmaT
[] ¥menbuumre pasmep snowerHsix npocTeix apabeii 5 oTofpakasmsix hoprynax
Tpit KOMMPOBaHIM OpMYMs!

() konmposaTs MathML B Gydep ofiMeHa Kar oBbI4HbIA TeKCT

(¥) KonMpoBaTHL NiHEHEI Goprat B Gydep ofMera Kak oBaMHbIR TekcT

PaspLiEaTh CTPoKM BMHaPHEIMK ONEPaTOPaMK 1 ONEPaToPEMA OTHOLWEHMIA:
[yGnMpoBaTE ONEPATOPEI ANA BbINNTEHNA Kal: I:l

[ ABTOZaMEHE MATEMATHYECKUMU CUMBONIEMA. .. ] [ PACNO3HaHHBIE DYHKLMA. .. ]

MoKaseEaTs GopMynsl
TpH NOCTPOEHUM MHTErpancs
(%) pasMECTUTH MPEAENs! MHTEMPUPOBaHUA cOoKY
() PEsMECTUTH MPEAENS! MHTEMPUPOBSHIRA Mo LEHTPY CBEPXY M CHISY
Mpu nocTpoeHUM ApYrux N-apHEIX onepaTopos
() pasMecTuTh N-apHbie Mpenens! choky
(%) pasMecTUTh N-apHbIE MPEREnt] CBEPXY W CHUSY
Ecni hopMyna 3aHUMAET OTAENEHYID CTPOKY:

Mons ofinacTi dopryn nobasnsroTos K Nonsm afsaua.

BripaBHWBEHWE: | M0 LEHTPY KaK rpynny |

Ecrn opMyna 3aHAMaET HECKOMBKO CTPOK:

(%) pofaEnaTe OTCTYM:

) BEIPABHMEATE CTROKM N0 MDABOMY KPS0

Menro CHUMBOJIBI COACPKUT MAaTeMaTHUECKUE 3HAKU M CUMBOJIBI, YIIOTPEOIsIeMbIe TIPH
HanucaHuu Gopmyn
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Jlns BeIOOpa BapWaHTa HANUCAHWS HEOOXOAMMO BBI3BATh PACKPHIBAIOIIEECS MEHIO
BBIOpaHHOW (HhOPMYJTBI
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Jns BeIOOpa BapuaHTOB OGOPMIICHHS TOJTYYEHHON (OPMYJIBI MOXHO HCIIOJIh30BaTh
KOHTEKCTHOE MEHIO caMoil (hopMyIIb

x|

" BrinezaTk
ga | DEIPE3aTh

53| konuposats
[ | Borasute

ejx-u MNpodeccHoHansHeIR

2 JuneiHbi

q'[ LCoXpaHWTe KAk HOBYK GopMyny...
YAAAWTE HELCTP OYHEIR SHEK

A WpugT...

=T ABzau.

PaGota ¢ maHenpr0 CHMBOJIOB aHajoruyHa paboTe ¢ ¢dopmysiaMu, €CId HY>KHOTO
CHUMBOJIa HET B PAcKpBIBAIOLIEMCs CIHCKe ( WM HEoOXoauMa HAcTpoWKa CHMBOJIOB), TO
MOYKHO BbI3BaTh MeHIO CHMBOJIBI

e p——
LWpwdy: | (oBr-ren TercT) v Haop: |ocHoBHaR naT/HILE v|
e s|%w&] (D] *]+]L]-].[/]08
1{2[3[4|5|6]7]8]9]:];|<|=|>]7|@A]
BCDEFGH| I T KLMN®O QR
S TUNMWXYXYZ [|NT1® .. " |abeocg
PaHee WMonb30BaBILMECH CHMBONLI: -
Aol Bl=~£@ - €L X0 B®ML | >
SPACE Koa staka: (0020 | st |IOmcon (wecrn) |
| Asrosamera... | | Couerame knasnu... | Coverame knasuw:
[ ] [oves |

2-ii cnoco6.BcraBka Marematnueckux (OPMYJ TMPOU3ZBOJUTCA C IOMOIIBIO
Macmepa ¢opmyn, naHeab MHCTPYMEHTOB KOTOPOI'O MOKHO BBI3BAaTh Ha IKPaH Ha JICHTE
BceraBka pacnosnoxena nanens Teker 3arem BbiOupaem O0bekT — Microsoft Equation
3.0.

[TosiBuTCS Manenb HHCTPYMEHTOB Popmyna, CoepKallasl 1Be CTPOKH KHOIIOK

=
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IHNPAKTUYECKAS PABOTA Ne 7
®opmyasl B Word

Heas padorsl — u3ydeHHe (YHKIMOHAIBHBIX BO3MOXKHOCTEH TEKCTOBOTO IpoIeccopa
Word 2007 wu mnpuoOpeTeHHEe HABBIKOB MPAKTUYECKOW paboThl MO CO3JaHUI0 U
PEeNaKTUPOBAHUIO MaTEMaTUYECKUX (POPMYI.

3ananme Ne 1
Omkpoiime Word.
Co3zoaitme HOGbLIL 0OKyMeHm.
C nomowpro nanenu Cumeonvl co3oaiime npueeoeHHbvle HUdMCE HOpMYbl,
Ppasmecmue ux nocie nepeozo adaua

y=a’+b>+c?

y="Wa+p+y
_JV/a +1/b+1/c

a+sm X

y=|xxa*xc*b(z-1)

e'-—.w-

Il
(=]

a,+a,+a,+..+a,

<
I
M.

o —

y=Ha“+a”l+...+b
b
1 0 0
y=10 1 0
0 0 1
3apanue Ne2

C nomowpro nanenu Texcm co3daiime npueedeHHble HuUdNCe (OPMYIbl, PAIMECMUE
Ux nocie nepeozo avzaua

(x)—\/_J ¢ 7 di

pAy

. _ L,
S F \ 3br

1

" -1 2 1 2 2
J'= XU, - (XP)] | =T,
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Coxpanump naopannwviii Bamu ookymenm e ¢paiine Rabota3.docx na oucke D, 6
nanke ¢ Homepom Bawieii zpynnet.

3adanue 0nsa camocmoamenbHo20 6bINOJIHEHU
Habepume popmyny:

AN\ 2a +o0 ANa
X(t):(:j (t+1) a(—t)exp L_Iln (T+l'] 1 Zrdrz
t+1 t—1 a(t) 7 T—1 alt)c? -t

KoHnTpoJibHbBIE BONIPOCHI

1. Kak BcTaBuTh B IOKyMEHT MAaTEMATHIECKY O (POPMYITy M €€ OTPENAKTUPOBATH?
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C/IMAHHUE 1OKYMEHTOB

CnusiHue TpUMEHseTcs, KOTJa HYKHO C€O034aTh HA0Op JOKYMEHTOB, K IPHUMEpY,
HaKJICHKU C agpecaMH WIM MUChbMa Ha OJaHKaX, KOTOPbIE PACCHUIAIOTCS OOJBIIOMY YHUCITY
3aka34unkoB. Kaxkqoe MUChbMO WIIM HaKJIeHKa colepaT Kak o0Inue, Tak U WHAWBUIYaIbHbIC
cBeneHus. Hampumep, B NMHUCbME JOJDKHO OBITH OOpalieHWe K 3aKa3dyuKy 1Mo (aMUITUH.
WHauBuayanbHble CBEACHMS ISl KQXKIOTO MMCbMA MM HAKIEWKH MOCTYIAIOT U3 UCTOYHUKA
JTAHHBIX.

[Iporiecc ClUSHUSA COCTOUT U3 HECKOJIBKUX OOIIMX JCHCTBUM.

1. Hactpoiika OCHOBHOro m0KymeHTa. OCHOBHOW JIOKYMEHT COAEPKUT TEKCT |
rpaduky, KOTOpbIE SBJSIOTCS OOIIMMHU JI BCEX BEPCUI COCTAaBHOTO JOKYMEHTa, HalpUMeEp,
00paTHBIN afipec WM MPUBETCTBUE Ha OJIAaHKE MTUCHMA.

2. IoaknroueHrne NJOKYMEHTa K UCTOYHUKY JaHHBIX. MICTOYHMKOM NaHHBIX SBISETCS
¢aiin, colxep)kaluil CBEIEHUs, KOTOPHIE JOJDKHBI BCTaBISATHCS B JIOKYMEHT, HalpHUMeEp,
dbamunnu U aapeca noiayyaTeneil muchbMa.

3. YTouHeHHE cruCKa MmoyydaTeneil wiu anemMeHToB. [Ipunoxkenue Microsoft Office
Word co3maer KOMHI0O OCHOBHOTO AOKYMEHTa Ui Ka)JO0ro SJeMEHTa WU 3amucu Qaiina
JTAHHBIX.

4. JloGaBneHne B JOKYMEHT TEKCTOBBIX 3amoiHuTened (moned chusHus). I[lpu
CJIMSTHUM TIOJISL CITUSTHUSL 3aITOJTHSIOTCS TaHHBIMU U3 (paiina JaHHBIX.

5. IlpenBapuTenbHBIA MPOCMOTP U 3aBepileHue cnusHus. llepen Tem kak meuyaTtaTh
BECh KOMIUIEKT KOMUN JOKYMEHTA, KaXKIyI0 U3 KOIHI MOXKHO IIPEBAPUTEIBLHO TPOCMOTPETb.

JI7is CAMSIHYSL C TIOYTOM MCTIONB3YIOTCSI KOMaH bl BKIIaaku Pacchlikm.

CnusiHue MOYKHO TaKKe BBINOJIHUTH C NMOMOILBI0 obnactu 3anay CiumsiHue, KoTopas
MO3BOJIAET IIAT 3a IIaroM OCYIIECTBUTH BeCh mpoiiecc. UToObl BOCMIONB30BAThCsI 00IACTHIO
3amad, B rpynne Hawarth ciausinme Ha BKkianke Paccplikm BoiOeputre nyHkT Havarth
causiHue, a 3aTeM nmyHKT [lomaroBelii MacTep ciausiHUSL.

Y
|___| Hauate ciaHKe =

Sl Owcema

—) | CooBWeHWA 3NEKTPOHHOA NoYTEl
=1 EKoHeepTbl..

Haknerkn...

_:—_I Katanaor

|1;_f' OEBIYHBEIA g0EYMeEHT Word

=4 DoWarossii Mactep CINAHKA..

Hacrpoiika 0CHOBHOI0 J0KYMeHTa

1. 3amyctute npunoxxenne Word.
I[To yMOT4aHHIO OTKPBIBACTCS MYCTOH HOKYMEHT. IlycTh OH ocTaeTcs OTKpbIThIM. Ecin
€TI0 3aKpbIThb, KOMaH/Ibl, KOTOPLIC HYKHO 6YILGT BBITIOJTHUTBb Ha CIICAYIOIICM IIarc, OKaXKyTCs

HEJOCTYITHBIMHU.
2. Ha Bxmagxke Ilouta B rpynme Causinue BoiOepute komanay Hauats ciausinme.
j\. )
Havate BriGpate IMEHWTE CM

CNHAHKE ™ NoaydaTensd ™  noay4atenss
Hauate cnnaHue

3. llenkHuTe TUO TOKYMEHTA, KOTOPBII HY>KHO CO3/1aTh.
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MosxHO, HallpuMep, CO3/1aTh CJIEAYIOIINE Tl JOKYMEHTOB.

e Kommiektr konBepTroB OOpaTHBIE aapeca Ha BCEX KOHBEPTAaX OIMHAKOBBHI,
OJIHAKO aJpec TOoJyyaTelis B KaXIOM Cilydae SBJSETCS yHHKalIbHbIM. BpiOepuTte MyHKT
KonBepTsl 1 Ha Bkiaake I[lapamerpbl koHBepTa auanoroBoro okHa Ilapamerpsl
KOHBEpPTa yKaXUT€ CBOM MPEANOYTEHHs] OTHOCUTENBHO pa3Mepa KOHBEpTa U
dbopMaTUpOBaHUS TEKCTA.

o KommiekT Hakjeek ¢ aapecamu Ha xaxjoil Hakielike mpuBoaaTcs GaMuivs H
azpec, KOTOPbIE ABJISIOTCS YHUKAILHBIMH. BhIOSpUTE MYHKT HAKJIEHKH U B TUAJIOTOBOM OKHE
ITapaMeTpbl HAKJIEHKH YKaKUTE HYKHBIN TUIT HAKJICHKH.

e KoMIuleKT TOKYMEHTOB Ha 0JIaHKe WM COOOIIEHHMI 3JIEKTPOHHOH MOYTHI
OCHOBHOE COJIEPKUMOE BCEX MHUCEM HIJIM COOOIIEHUHN SIBIISETCS OJUHAKOBBIM, HO KaXI0€ U3
HUX COJECPXKUT CBEICHUS, MpeqHa3HAYCHHBIE JUIS OINpPEAeNICHHOrO MoJy4aTelis, Halpumep,
damumro, agpec WM Kakyo-1mu6o apyryro uHpopmanmio. UToObl co31aTh JOKYMEHTBI 3THX
TUTIOB, BEIOEPUTE MUCHMA WM 3JIEKTPOHHbIE MHCHMA.

o Karanor uiu manka J[7s KaXX70ro 3J€MeHTa 0TOOPa)KatoTCsl CBEICHHS OHOTO U
TOTO >K€ THIA, HAIpUMEpP KM WM OIMHUCaHWE, OJHAKO I KaXKIOro JJIEMEHTa OHU
yHuKabHbL. [1{enkHuTe KaTagor, yToObl CO34aTh JOKYMEHT TaKOTO THIIA.

L]

Bo3ooHoBJIeHNE CIUAHUSA

Ecnmu HeoOxomumo mnpepBaTh pabOTy MO CIMSHUIO, OCHOBHOM JOKYMEHT MOYHO
COXpaHUTh, a CIUSHIE BO30OHOBUTH No3ke. [Ipunoxenne Microsoft Office Word coxpansier
UCTOYHUK JIaHHBIX M JaHHbIe noiis. Ecnu mcnonb3oBanack obnacts 3amad Causinme, Word
BEPHETCS K TOMY €€ MECTY, I Hy>KHO BO30OHOBUTH CITUSTHHE.

1. Ilpu roTOBHOCTH BO30OHOBHTH CIIUSTHUE OTKPOMTE JOKYMEHT.

Word 3ampocuT MOATBEp)KACHHWE HAa OTKPBITHE TOKYMEHTa, KOTOPBIH 3aIyCTHT
koMaHy SQL.

2. ITocKONBKY 3TOT JOKYMEHT IMOJKIIOYEH K MCTOYHHKY JAaHHBIX, HAKMUTE KHOIIKY
Ja. ITosBUTCS TEKCT TOKyMEHTa BMECTE CO BCEMU BCTABJICHHBIMU IOJIIMHU.

3. Ilepeiinute Ha BKIaaKy PacebliikM 1 BO30OHOBUTE CBOIO padoTy.

Moakaw4yeHne TOKYMEeHTa K HCTOYHHKY JaHHBIX

UroObl BBITIOJTHUTH CIMSHUE JaHHBIX B OCHOBHOM JIOKYMEHTE, HE00XOJUMO
HOJKJIIOUUTh 3TOT JOKYMEHT K MICTOUHUKY JaHHbBIX WK (ailily JaHHBIX.

Bb10op daiina nanHbIX

1. Ha Bxmagke Iloutra B Tpynnme CuausiHue BbiOepure KomaHIy BbiOpaTh
noJry4yarteJsei.

sy —

= (g

HauvaTe Bribpate
CIHAHWE ™ NOAYYaTEnen ™

HauaTe ciMaHme

2. BoinonHuTe Ccrieayomue AeUCTBUS.

Otkpoiite nokymeHT mnpuioxenus Microsoft Word. DToT AOKyMEeHT JOJKeH
cojgepxarb onHy Tabmuuy. IlepBas cTpoka TaOnMIbl JOKHA COAEP)KATh 3aroJIOBKH, a
OCTaJIbHbI€ CTPOKU — 3aIlUCH, KOTOPbIE TOJIKHBI ObITh BKJIFOUEHBI B COCTaBHOM JOKyMEHT. B
KaueCTBE HMCTOYHMKA JIAHHBIX MOXHO TakK€ MCIOJIb30BaTh HCTOYHMK JIAHHBIX
3arosioBka (McTouHUK JaHHBIX 3arojioBka. JIOKyMEHT, COAEp Kaliil CTPOKY 3arojioBka (MJu
3alnCh), KOTOpasi HCIOJIb3YyeTCs Uil OOBEOUHEHHUS YKAa3aHHOTO HWCTOYHHMKA MIAaHHBIX C
OCHOBHBIM JIOKYMEHTOM CIIUSTHUSL. ).
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YTouHeHHE CIIHCKA nonyaneneﬁ HJIHA 3JIEMCHTOB

[Ipn nonkmroueHUM K ompeneracHHOMY (ailly JaHHBIX, BO3MOJKHO, HE Tpedyercs
NEPEeHOCUTH JJaHHbBIE BCEX 3amucel (aiia TaHHBIX B OCHOBHOM TOKYMEHT.

UToOBbl OrpaHMYMTh CIHUCOK TMOJydaTelaeil WIM HCIOJIb30BaTh MOJMHOKECTBO
HJIEMEHTOB (haiisia TaHHBIX, BBIIIOJHUTE CIEIYIOLINE JeHCcTBUS.

1. Ha Bxnanke Iloura B rpynmne Causinue BoiOepuTe KoManay U3MeHHTh CIIHCOK.

= =
= o

HauvaTe ErlGpate IMEHWTE CMMECC
CNMAHWE ™ MoAyYaTened =  noaydarensy

HavaTe cnHaHue

2. B nmanoroBom oOkHe AApecaTbl CJAMSHHMS BBINOJHUTE OJHO W3 CIEAYIOMIMX
JIEUCTBU.

BbiesieHue oTaeJbHBIX 3amuceil DTOT MeTOJ HauOoliee MOJIe3eH, €CIU CIHCOK
KOPOTKHU. YcTaHOBUTE (KKK HANMPOTUB TEX IOJIy4aTesei, KOTOPBIC JOJDKHBI OBITh
BKIIIOUEHBI B CIIHCOK, U CHUMUTE (IaKKU HAMPOTUB TEX MOIydareneid, KOTOpble IOKHBI
OBITh MCKIIFOUCHBI U3 CIHCKA.

Ecnu u3BECTHO, YTO B COCTABHOM JOKYMEHT HY>KHO BKJIIOUUTBH JIMIIb HECKOJIBKO
3amuceil, MOKHO CHATHh ()JIaXKOK B CTPOKE 3arojiOBKa, a 3aTEM BBIJCIHUTH TOJBKO HY>KHBIE
3aMucy. AHAJIOTMYHO, €CIM HYXXHO BKJIIOYUTH B JIOKYMEHT OOINBIIYI0 YacTh CITHCKa,
yCTaHOBUTE (PJIAKOK B CTPOKE 3arojIOBKa, a 3aTeM CHUMUTE (PJIayKKH C TE€X 3amucei, KOTOpbhIe
HE HY>KHO BKJIFOYATh.

CoptupoBka 3anuceii IllenkHUTE 3aroJIOBOK CTONOIA 3JEMEHTA, MO KOTOPOMY
TpeOyeTcsl BBIMOIHUTH COPTHPOBKY. CHHUCOK OTCOpPTHUpYETCS B an(aBUTHOM IMOPSJKE IO
BO3pacrtanuio (0T A 1o ).

OuiabTpanust 3anuceil Ota QyHKIUS TOJE€3HA, €CJIIH CIHUCOK COACPKUT 3aIlHCH,
KOTOpBIC HE TpeOyeTCsi BUACTh MU BKIIOYATh UX B COCTABHOM JJOKYMEHT.

Jdo0aBjieHHe B JOKYMEHT TE€KCTOBBIX 3al0JIHUTeJIel (MoJ1eil COAsIHUA)

[Tocne MOAKITFOYEHHST OCHOBHOTO JOKYMEHTa K (DaiiTy JaHHBIX MOXKHO BBOJHUTH TEKCT
JIOKYMEHTa U J00aBISATh TEKCTOBBIC 3aNOJHUTENH, YKAa3bIBAIOIIME MECTa, TAe B KaKIOU
KOITUH JIOKYMEHTA JIOJIXKHBI TIOSIBIIATHCS YHUKAIBHBIC TAHHBIC.

TexcToBBIC 3aMONHUTENH, TAKUE KaK aIpeC WU MPUBETCTBUE, HA3BIBAIOTCS MOJISIMU
ciustamst. [Tons B mpuimoskeHnn Word COOTBETCTBYIOT BBIJICJICHHBIM 3arojIOBKaM CTOJIOIOB B
daiine TaHHBIX.

[ & B ] C |
Mran MaMvna  MoYTOELIA aapec
EnenHa |IBaHOEA 123456 KoMeBHIMYECKAA Y1,
| AHH3 | MeTpoea 654321 Teepckan yn.

MO 0D = OO0 | R (D0 | P

1 Cron6up (daiina JaHHBIX MPEJACTABISAIOT CO0OM Kareropww MaHHBIX. [lois,
IIOG&BJIHGMLIC K OCHOBHOMy I[OKyMeHTy, ABIIAOTCA TCEKCTOBBIMU 3AIIOJIHUTCIIIMU HJISI 3TUX
KaTeropuid.

86



2CTpOKI/I daiina maHHBIX TPEICTABIAIOT COOOM 3amucu NaHHBIX. [Ipy BBIMOTHEHHH
cnustHES prtokerne Word co3aeT KO0 OCHOBHOTO JTOKYMEHTA JIJIS KaXK IO 3aIUCH.

[Ipn momemnieHun 1Moist B OCHOBHOM JOKYMEHT IOAPAa3yMEBAETCS, YTO B MECTE €ro
pacIoyioKeHus JOJKHA MOSIBUTHCS ONpezeNieHHas KaTeropus JaHHBIX, Hanmpumep (paMuius
WIH ajpec.

“BENoK, agpecas

YBAMAEMAA(BIA) A,

IIpumeuanue. Ilpu BcTaBke Moss CAMSAHUSA B OCHOBHOM IOKYMEHT MMs IOJISl BCETAA
3aKIII0YAeTCsl B JBOMHBIC YIJIOBbIE CKOOKM (« »). B cOCTaBHBIX JOKyMEHTax 3TH CKOOKH
CJIy>KaT He Juid BbleneHus. OHU JIMIIb TO3BOJISAIOT OTJIMYATh MOJIS B OCHOBHOM JOKYMEHTE OT
HOPMAaJIbHOI'O TEKCTA.

Y10 NpouCXOaUT NPH CIAUSTHUHU

[Ipu cnustHuM TaHHBIE TIEPBOM CTPOKM (paiiia NaHHBIX 3aMENIAOT MOJs B OCHOBHOM
JIOKyMEHTE, TeM caMbIM, 00pa3ys TEepBBIM COCTaBHOW JOKYMEHT. J[aHHBIE BTOPOW CTPOKH
¢aiina 1aHHBIX 3aMEIIA0T TOJIsI, 00pa3yst BTOPON COCTaBHOM TOKYMEHT, U T. JI.

A | B | C |
1 [Mma | |darunma |[MouToesid agpec |
Enena aHoea 123450 HoMeeHMdeckaA y.
AHHA eTpoea 654321 Tegpckana v,

Enera MeaHoea
123456 KoweBHHYECKA ¥,

aemMan EneHa,
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IIpumepsbl padoThI ¢ NOAAMHA

W3 daiina naHHBIX B OCHOBHOM JTIOKYMEHT B Kau€CTBE IOJISI MOKHO J100aBUThH 000N
3arojIOBOK CTONOIA. DTO aeT OmpeeNieHHYI0 T'MOKOCTh MPH COCTABICHUU OJIAHKOB IHCEM,
HaKJIEEK, COOOIIEHUH 3JIEKTPOHHOM MOYTHI U APYTUX COCTABHBIX JTOKYMEHTOB.

MoxHO KOMOWHHPOBATH MOJIA U Pa3AeNiATh UX C MOMOUIbIO 3HAKOB IMPEHMHHAHUS.
Hampumep, 4to0bl chopMHpOBAaTH TOYHBIM aapec, HEOOXOJUMO B OCHOBHOM JOKYMEHT
BCTaBUTh CIIEIYIOLINE MOJIS:

«msty «Damunus»

«Jlom u ynuma»

«Topony, «O6mactey, «I109TOBEII HHIEKC)»

Jlis 9acto BCTpeyaromMXCsl CllydaeB, TakuX Kak OJOKM ajpeca WIH CTPOKHU
NpUBETCTBHS, mpuioxkeHne Word mpenocTaBisieT CIOXKHBIE TMOJII — COYETaHHE U3
HECKOJIbKMX MoJier. Hike nepednciensl npuMepsl.

o Ilone «bnok agpecay KOMOMHUPYETCA U3 HECKOJIBKHMX MOJEH, BKIIOYAIOMUX UM,
dbamuiInio, 10OM U yJIHUILy, TOPOJ ¥ IOYTOBBII HHJIEKC.

EnenHa MeaHoea
«bnok agpeca» - 123456 Mockea,
KomeBHMYeckan yn., §

[Tone «Ctpoka NpUBETCTBUA» MOKET BKIIIOYATh B ce0sl 0HO min OoJiee mojei MMeH,
B 3aBUCHMOCTH OT HUCIIOJIb3YEMBIX CJIOB IPUBETCTBHUA.

ConepxuMoe KaXJ0T0 M3 CIOXKHBIX TOJIEH MOXHO COOTBETCTBYIOIIMM 00pa3oM
HacTpouTh. Hampumep, ans azmpeca MOXKHO BBIOpaTh ¢opmanbHOe UM (T-H AHIpeil
AnbpupoBUY MIIaALINI), a B 0OpaIlleHUH MCIIONb30BaTh «/[1s» BMECTO «Y BakaeMblii».

YcraHoB/IeHHE COOTBETCTBHS I0JIeil cauMsAHUSA (ailay JTaHHBIX

Uro0b1 He ObUTO COMHEHUH, YTo mpritokenue Word HaiineT B aiine qaHHBIX cTONOETI,
COOTBETCTBYIOIIUI KaXJIOMY aJipecy WU 3JIEMEHTY NPUBETCTBUS, HEOOXOIUMO YCTaHOBUTH
COOTBeTCTBUE ToJiel ciustausg B Word crondmam B daiiie TaHHBIX.

Jlns ycraHoBieHHsI COOTBETCTBHs mosel BbiOepute myHKT Ilogdop moseii B rpymme
CocraB/ieHHe JOKYMEHTA H BCTaBKa MoJIeH Ha BKIagke Pacchlikm.

Pacceinkm PeyeHznpoBaHWe

388 6 e

23 NogBop noneii
Beigenute Ctpoka  BrTaBuTe none i :
nonga CIMAHKA a,u,peca MNPUEETCTEMA  CIMAHKA ™ ] YOHOBEWTE HEKNEWEN

COCTAENEHWE AOKYMEHTA W ECTAEKA nonen

Otkpoercs auanoroBoe okHo Iloadop mouteii.
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[Mogbop noae i E|[E|

YTobkl MCNONE30EATE CAEUMAaNEHEIE CPeACTEA, Heobx0AHMD CONOCTAEMTE MonA
CMNHCKa I'IEI.I'I':."'-iaTEJ'IEﬁ NonAM COCTAEHOrD A0KYMEHTA, B packpbIBAHIWEMCA CrHCKE
BbIEEFIHTE! nonAa CAMCcKa I'IIIIJ'I':.-"-IETE!J'IE!ﬁ ANA Ka¥ 0ro KOMAOHEHTA NonAa 34peca.

¥HMEANEHEIA KO, [(HET COOTERTCTEMS) | |~
OfpaLLEHME [(HET COOTEETCTEMS) |
LE |(HeT CoOTBETCTEHA) w |
OTYECTED |(HeT COOTEETCTEHA) v |
PamImA | Parnana w |

DneMeHTHI aJipeca U MPUBETCTBUSI MIPUBOJISATCS CleBa. 3aroJIOBKH CTONOIOB U3 (aiina
JTaHHBIX MTPUBOJIATCS CIIpaBa.

Word mnoapicKHBaeT COOTBETCTBYIOIIMI CTONMOEN [Js KaxAoro siemeHta. Ha
WJUTIOCTPAIINH ITOKa3aHo, 9T0 Word aBTOMaTHYECKHU HAIIE] COOTBETCTBHE CTONIOa DaMuins
daiina nanueix nonto Pamuiaus. Ho oH HE cMOr MPOTUBOMOCTABUTH JPYT APYTY APYTUE
aJieMeHThI. B wacTHOCTH, U3 3TOTO (aitia qanaex Word He Hamren COOTBETCTBHS Moo Ums.

B cnucke cmpaBa MOXKHO BBIICTUTH CTONOEI (aiiia JaHHBIX, COOTBETCTBYIOIIUN
AJIEMEHTY ciieBa. Teneph Ha WUIIOCTPAIMU BUAHO, 4yTO cTosiOer; UMs COOTBETCTBYET MOJIIO
HNmsa. Her Huyero crpamHoro B TOM, 4TO g noned OOpameHue, YHHUKaJIbHBIA
uaeHTuukaTop 1 OTYeCTBO HE HANUIOCh COOTBETCTBUA. COCTaBHOW [OKYMEHT HE
HYKJaeTcsl B MCHOJB30BaHUM Kaxkaoro mois. Ecnu po6aBuTh moine, sl KOTOPOTO HET
JMaHHBIX B (haiijie MaHHBIX, OHO OyaeT (UTYypHpOBaTh B COCTABHOM JIOKYMEHTE KaK ITyCTOU
TEKCTOBBII 3aMOTHUTENh — OOBIYHO ATO MyCTast CTPOKA WIIH CKPBITOE TOJIE.

lMogGop noneh E|f5__<|

Y7obkl HCNONEZ0EATE CMEUHMANEHEIE CPEACTES, HEODX0AHMO CONOCTAEMTE MoMA
CMNHCKa I'ID.I'I':."‘-IEITEJ'IEﬁ NonAM COCTAEHOrD A0KYMEHTA. B packpeIEAHIWEMCA CrHCKE
BbIEEpHTE nana cnvcka I'IDJ'I':.-"-laTEJ'IEﬁ ANA Ka¥A40ro KOMAOHEHRTa NoNA aaApeca.

¥HHEANEHEIA Ko |(HeT COOTEETCTEHA) | A
ODpalweHHe |{HET CODOTEBETCTEHA) w |
1A |l-'1r-1;| w |
OTHECTED |(HET COOTEETCTEHA) v |
PaMKHIKA | PamnnKa bl |

BBona cogep:xumoro u 1o0aBJieHune moJie

1. B 0OCHOBHOM IOKYMEHTE IIETKHUTE MECTO, I'/Ieé HEOOXOIMMO BCTaBUTh MOJIE.
2. Ilonp3yiiteck rpynnoil CocraBjieHHe JOKYMEHTa M BCTABKA I0JIed Ha BKJIAJKE
Paccblikm.

Paccelinkmn PeweHznpoBaHWe

309 9 b

-,_'ﬂl'ln,qﬁnp naonei
BelaznuTe ak CTpoka  BCTaBWTb None . ;
MoaAa CIMAHKA a,a,peca MPUEETCTEMA  CAMAHKMA ™ 2] OBHOBUTE HakneliKm

CocTagneHWe JOKyMeHTa M ECTAEKA nonew
3. JloGaBbTe M100BIC U3 CIETYIOMUX IEMEHTOB.

o brnok agpeca c uMeHeM, IOYTOBBIM 3IPECOM U TPOYNMH CBEICHUSIMHU
1. BeiGepure nyHkT Baok agpeca.
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2. B nmamoroBom okHe BcraBka 0si0ka aapeca BrIOCpUTE TpeOyeMbIE SJIEMEHTHI
azpeca u popmatsl 0TOOpaskeHus, a 3aTeM HaxxMuTe KHOnKy OK.

3. Ecnu nosiButcs quanoroBoe okHo Iloadop moJieii, 3HauuT, npuioxkenue Word He
CMOIJIO HaWTH HEKOTOpBIE CBEAEHUS, HeoOXoaumMble 1y O10ka aapeca. LllenkHure cTpenky
pAIOM C IMYHKTOM (HeT COOTBETCTBHSI), a 3aTe€M BBIJIEIUTE COOTBETCTBYIOIEE IOJE B
WCTOYHUKE JAHHBIX, TpeOyeMoe /sl CIIUSHUS.

e Crpoka npuBETCTBUSA

1. BeiGepute nyHKT CTpPOKAa NPUBETCTBHS.

2. Beibepute dhopmaT CTpOKHM NMPUBETCTBHS, KOTOpas BKIIOYACT OOpallleHHE, UMs U
3HAK MYHKTYaIuH, CICAYIOUINI 32 HMEHEM.

3. Boibepute TEKCT CTPOKM NPUBETCTBUS JJISl CIy4yaeB, KOTJa KM MOJydaTens
HEJOCTYIHO, HANpUMeEp, KOrjJa HUCTOYHUK MaHHBIX HE COACPKHUT HMMEHU WM (pamunuu
MOJTy4aTessl, & COAEPKUT TOIbKO Ha3BaHUE KOMITAHUU.

4. Haxwmute kHonky OK.

5. Ecmu nosiButcs quanoroBoe okao IloaGop moseid, 3naunt, npmwioxkenne Word He
CMOTJIO HAaWTH HEKOTOpBIE CBEICHUS, HEOOXOAMMBIE IJiA CTPOKH mpuBeTcTBUs. LllenkHuTe
CTPEJIKY PSAOM C MYHKTOM (HeT COOTBETCTBHS), & 3aTEM BbIICIUTE COOTBETCTBYIOIIEE OJIE
B UCTOYHUKE JaHHBIX, TpeOyeMoe sl CIUSHUS.

e OrtnenpHBIC MO

1. CBenenusi MOKHO BCTaBJIATH W3 OTACNBHBIX MOJEH, TaKMX Kak (Qamuiivs, HoMep
TenedoHa WM CyMMa BKJIaJa ClIOHCOPOB. UTOOBI ObICTPO T0OABHUTH 1O U3 (aiiia JaHHBIX B
OCHOBHOI JOKYMEHT, HICNIKHUTE CTPENKY pPSJIOM CO CIUCKOM BeraBka moJjisi JaHHBIX, a
3aTeM BBIOCPUTE UMSI TIOJIS.

2. Ytob6bl uCnonp30BaTh OOJBIIEE KOTUYECTBO MapaMeTPOB MPU BCTABKE OTAEIBHBIX
1oJiel B IOKYMEHT, BBIIIOJHUTE CIEAYIOLIUE IEHCTBUS.

1. Ha Bknagke Iloura B rpynne 3anuch u Ao0aBjeHHe MoJiel BbIOEpUTE KOMaHIY
BceraBuTh noJsie cIUsIHUSL.

2. B nuanoroBoMm okHe BeTaBka mojisi JaHHBIX BBIMIOJHUTE OJHO U3 CIEAYIOUINX
JIEUCTBUM.

e YroObI BBIIETUTH MOJS agpeca, KOTOphle OyayT aBTOMAaTHMYECKU COOTBETCTBOBATH
MOJIIM MCTOYHMKA JaHHBIX, )K€ €CJIM IOJIsi MCTOYHMKA JAHHBIX UMEIOT Jpyrue Ha3BaHUs,
BbIOepuTe nmyHKT [loJs agpeca.

e YroObl BBIAENUTH IMOJI, KOTOpbIE BCEr/a HMCHOJB3YIOT JAHHBIE HANPSAMYIO U3
cTonbua (aiina naHHbIX, BeIOepuTe MyHKT [loss 6a3b1 JTaHHBIX.

— B cniucke Iogst menkHuTe HEOOXOAMMOE TIOJIE.

— Haxxmure kHOonKy BeTaBuTh, a 3aTEM 3aKPBITH.

— Ecnu nosiButcs auanoroBoe okHo I[ogdop moJieii, 3naunt, nprioxxkenne Word
HE CMOIJIO HalWTH HEKOTOpbIE CBEIEHHUS, HEOOXOIMMBIE Ui BCTaBKHU MOJIS.
[llenkHUTE CTPENKY PSAOM C TYHKTOM (HET COOTBETCTBHUSI), a 3aTeM
BBIICNIUTE COOTBETCTBYIOIIEE IOJIE B HMCTOYHHUKE IaHHBIX, Tpedyemoe s
CIIUSTHUSL.

o HactpauBaemsble moss U3 cnucka KOHTaKToOB mpuitoxkeHust Outlook

EnvHCTBEHHBIN CMOCOO0 BKJIIOYHTH HACTPAaWBAaeMbIE TMIOJSI CIUCKA KOHTAKTOB B
OCHOBHOM JOKYMEHT — 3TO HauaTh ciussHue u3 npuioxkenus Outlook. IlpenBapurensho
HY’)KHO HACTPOUTh OTOOpaKEHHE CIHMCKA KOHTAaKTOB C NMPUMEHEHHWEM HMEHHO TEX IOJICH,
KOTOpBIE JIOJDKHBI OBITh KCIOJNBb30BaHbl MpH ciausHUU. [locie 3TOro MoXKHO HauWHAThH
ciusiare. Kak Tombko OyAyT yCTaHOBIEHBI BCe HEOOXOIUMBIC MapaMEeTpbl HACTPOMKH,
aBTOMAaTUYECKU OTKpoeTcs npuinoxeHne Word, 1 MokHO Oy/IeT 3aBEpIIUTD CIHUSHHE.
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dopMaTHpOBaHue Pe3yJbTATOB CAUSHUSA

UroObl oThopMaTHpOBATH JaHHBIE, COJIEpIKAILIMecs B JOKYMEHTE, BbIIEIHUTE IOJe
CIUSTHUSA U OT(POPMATUPYHUTE €r0 TOYHO TaK ke, Kak (hopMaTupyercs 000N IPyrol TEKCT.
Boiienenue 00s3aTenbHO  JIOJDKHO — BKJIIOYATh  JIBOMHBIE KaBBIYKU-IIEBPOHBI (€ »),
OKpYKaroIIue MoJie.

IIpenBapuTebHbIi MPOCMOTP U 3aBepIIeHUE CAUSTHUS

[Tocne Toro, kak Bce moJisi J0OABJIEHBI B OCHOBHOM JTIOKYMEHT, MOXKHO MPOCMOTPETH
npeaBapuTeNbHbIe pe3yabTaThl chausHus. llepen QakTHUYecKUM 3aBEpIICHUEM CIHSHHUS
MOKHO TPOCMOTPETh COCTaBHbIE JOKYMEHTHI M, €CJIH HYXHO, BHECTH COOTBETCTBYIOIIUE
M3MEHEHUS.

JInst mpocMOTpa BBIOJIHATE OJHO U3 CIEAYIOUX JnercTBui B rpymnme Ilpocmorpers
pe3yJbTaThl BKIaaku Pacebliki :

MpocMaTp pesyALTaToB
o [llenknute IIpocMoTpeTh pe3yabTAThI.
o [IpocmoTpuTe MOCTPAaHUYHO KaXAbIM COCTABHOW JOKYMEHT C IIOMOIIBIO KHOIIOK
Caenyromas 3anuch u [lpeasinymas 3anucsk B rpymie [IpocmoTp pe3yabTaToB.
o IIpocMOTpHUTE KOHKPETHBIN JOKYMEHT C IIOMOIIbI0 KOMaH Al HaTh mosty4yaress.

3aBepuieHue COAUSTHUS

CocraBHbIE JOKYMEHTBI MOXXHO I€4aTaTh WM BHJIOU3MEHSTH MO OTAEIBHOCTH. DTO
MOJKET OBITh ClIeJIaHO KaK ISl BCeX JOKYMEHTOB, TaK U ISl TOJIMHOKECTBA JOKYMEHTOB.

Bribepute, crienyer nu pelakTUpPOBaTh BeCh HAOOp JOKYMEHTOB, TOJIBKO KOIIHIO,
0TOOpakaeMyI0 B HACTOSIINI MOMEHT, WJIM MOJAMHOXECTBO JOKYMEHTOB, OIpPEAeIsieMoe 10
yKa3zaHHOMYy Homepy 3anucu. [lpunoxxenue Word coxpaHsieT komuu, KOTOpble Tpedyercs
OTPENAKTUPOBATh, B BUJE €IWHOTO (haiina, r1e OHM OTIENEHBI IPYr OT JIpyra ¢ MOMOIIBIO
Pa3pbIBOB CTPAHUILBL.

CoxpaHeHHe OCHOBHOI'O JIOKYMEHTA

[IoMHHTE, 4YTO COCTaBHBIE JOKYMEHTBI COXPAHSIOTCS OTAEIBHO OT OCHOBHOTIO.
OCHOBHOU JOKYMEHT yJIOOHO XPaHUTh OTAEIHHO, MOCKOJBKY OH MOXKET OKa3aThbCs MOJe3eH
IIPY BBIMOJHEHUH MTOCIEIYOIINX CIUSHUM.

INPAKTHYECKAS PABOTA Ne 8
CiusiHMe 10KYMEHTOB

3apanme Ne 1
Pazpabomams cepuiinoe nucomo-npuciauienue Opy3eil HaA COOCMEEHHbBLI O0eHb
Ppodcoenusn. B kauecmee nepemenHvlX noneil UCNOIb306Amb UMA Opyza u e2o aopec. B
UCMOYHUKE OAHHBIX 00JIHCHO Oblmb HE MeHee 5 CmPOK.

KoHnTpoJibHbIE BOIPOCHI

1. I 9ero UCnonb3yercs CAUsIHIE JOKYMEHTOB?
2. Kak oTrpenaktupoBaTh rOTOBbIM JOKYMEHT?
3. Kak 1o6aBuUTh Win yAamuTh MO CIUSHUSA?
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