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MpeaucnoBue

[ToAroTOBKa TEKCTOBBIX JOKYMEHTOB — OJIHA M3 CAMBIX PacpOCTPaHEH-
HBIX cep MPUMEHEHHs MEPCOHATBHOIO KOMIBbIOTEepa. TEKCTOBBIN HpoIeccop
Microsoft Word ceroaHs SBISICTCS CaMbIM HCIONB3yEeMbIM MPOTPAMMHBIM
obecreueHneM s paboThI C TEKCTOM.

IMomysspHOCTh AaHHOM HPOTPaMMBI MOXKHO OOBSICHATH TEM, YTO OHa
HMEET MPOAYMAHHYI0 apXUTEKTYPY, IHUPOKHE BO3MOKHOCTH M OTHOCHUTEIIHBHO
Jerka B ocBoeHny. OHa MOAXOMT Kak Iy HabOpa 1 BBIBOJA TEKCTa Ha I1eYath,
TaK U [ 6osee CIOXKHBIX 3a/IaHui, HApuMep, 0QOPMIICHIS TEKCTa PHCYHKA-
MH, TaOJIMIIAMH.

C BBIXOJIOM B CBeT Kax0il HOBO# Bepcun Microsoft Word cranosurcst
BCC MOIITHEEC, U B TO K€ BpEMs BCC NPOLIC B UCIIOJIB30BaHUU.

Microsoft Word — sTo mporpamma HeBepOSTHON MOIIHOCTH M OOTaTcTBa
CpeacTB opopMIICHHS TOKYMEHTOB. TeM He MeHee, OCBOUTh €€ MpU MpPaBUIThb-
HOM TO/IX0/IC K M3YYCHHUIO JTOCTATOYHO MPOCTO H JICTKO.

OCHOBHbIE MOHATUA

JIr060i1 TeKCT, CO3MaHHBIHN C TOMOIIBIO TEKCTOBOI'O PeakTopa (BMecTe ¢
BKJIFOYEHHBIMH B Hero rpaukoi, Tabiuuamu, 3BYKOBBIMH (parMeHTaMu),
Ha3bIBAIOT JOKYMEHTOM.

JloKyMeHT MOXeT OBITh CTaTheH, TOKIAZ0M, pedepaToM, MPHUIJIAIICHU-
€M, OOBSIBICHUEM H T.I.

OCHOBHBIMH OOBEKTAMH TEKCTOBOTO JOKYMEHTA SBIISIOTCS CHMBOJ,
CJIOBO, CTPOKa, ab3all, CTpaHHIa, (pParMeHT.

CuMBOJ — MUHMMaJbHAsl €AMHHIA TEKCTOBOM HMH(popmaruu: nudpa,
OyKBa, 3HaK NMPENUHAHKA U T.JI.

C10B0O — IpOM3BOJIbHAS MIOCIIEI0BATEILHOCT CUMBOJIOB (OYKB, LMD U
JIp.), OTpaHUUEHHAs! ¢ JIByX CTOPOH CIy>K€OHBIMU CHMMBOJamMu (mpoben, 3ars-
Tast, CKOOKH U 1p.).

Crpoka — npou3BoJibHAS TOCIIE0BATEILHOCT CHMBOJIOB MEX/Y JIEBOM
U IIPaBOY IpaHULIAMU JOKYMEHTA.

A03a1 — IPOU3BOJIbHAS 1TOCIIEI0BATEIHHOCTH CHMBOJIOB, OIPaHUYCHHAS
CIeMaJIbHBIM CUMBOJIOM KOHIIa ab3ana. AG3aneM MOKeT OBITh U IycTasi CTpo-
Ka.

®parMeHT — HEKOTOPOE KOJMYECTBO PSIOM CTOSIIUX CUMBOJIOB, KOTO-



phIe MOKHO paccMaTpUBATh Kak eIuHOE 1ejoe. OparMeHTOM MOXKET OBITh OT-
JIeTIbHOE CIIOBO, CTPOKA, a03all, CTPaHHUI[A U JJa)KEe BECh TEKCT IIEITHKOM.

IMoaroroBka JOKyMEHTa HAa KOMIBIOTEPE COCTOHMT M3 CICAYIOIIUX 3Ta-
IOB:

— BBOJ TeKcTa — Habop;

— pelaKTHPOBAHUE TEKCTa — 3TO BHECCHUE U3MEHEHHH B COICPKHUMOE;

— (popMaTUpOBaHUE TEKCTA — U3MCHEHHUE MAPAMETPOB.



3anyck MS Office Word

1. Ha llanesn 3aga4 HaxxaTh kHONIKY Ilyck @,

2. Bribpatps nyskT Bee mporpamMmmsi;

3. B mosBuUBIIEMCS MEHIO IEPEUYHCICHBI IPOTPAMMBI, YCTaHOBJICHHbIE
Ha KoMmIbioTepe. Beiopats myrkr Microsoft Office;

4. B packpoeiBmeMcss MeHI0 JeBod kHomkod M (JIKM) BBIOpaTh
Microsoft Word 2010.

UHTepdhenc nporpammsbl

Onuaum 3 m3menenuii B nakere Office 2010 siBasteTcst TO, 9TO KOMaH/IBL,
KOTOpBIE paHbIIle OBUTH TOCTYIHBI Yepe3 MeHo Daiin uin npu HakaTHH KHOT-
ku Microsoft Office (B Bepcuu 2007), Tereps MoxHO HaiiTu B IIpeacraBieHun
Microsoft Office Backstage.

Ipencrasiaenune Backstage (puc. 1) — 3T0 MecTo, TJie MOKHO YIpaB-
JATh (aiinaMu M CBS3aHHBIMU C HUMH JIAaHHBIMH: CO3JIaHHEM, COXPaHEHUEM,
MPOBEPKOI CKPBITBIX METaJaHHBIX U NEPCOHANBHBIX JAHHBIX, a TAaKXKe ycTa-
HOBKOH IapaMerpoB. J[pyrumu cja0BaMH, 3TO BCE IEUCTBUS, BBIIOJIHAEMBIE C
(haitmom, KOTOpBIC HENB3sl BRIIOMHUTE BHYTpH (aiina. JlaHHOe mpencTaBieHIe
oTtoOpakaeTcs Ipu BEIOOpE BKIaaku Dai.

Wl = 9+ 0 1|~ Meroanuxe Word (soaps 2015).doc [Pexm i ] - Microsoft Word (=] 5 [
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B mporpamme Microsoft Word 2010 mMeHro U maHean HHCTPYMEHTOB
Word 2003 3ameHeHsI JIeHTOI (prc. 2).

JleHTa ComepKUT KOMAHABI M OPYTHE MYHKTHl MEHIO, KOTOPBIC PaHBIIe
pacrioyiarajuch B MEHIO M Ha TAHEJSX HHCTPYMEHTOB. JICHTa CIIPOEKTHPOBaHA
TakuM 00pa3oM, YTOOBI TOMOYB OBICTPO HAWTH KOMaHIBI, HEOOXOAWMBIE IS
pelIeHHUs TOCTABICHHOMN 3a/1a4H.

m InasHan Beraeka PasMeTka CTPaHWLIEI Cebinkn Pacceinkm PeLgHIMp 0BaHME Bua Paspa6oTumk

3 J Times New Re * 10 - A A a9 AaBl

EcraeuTe

K F Y - ke x. x° M 3arc

fmopmar no ofpasuy
Eydep obMeHa 1 WpudT

Puc. 2

Ha pucynke 2 mpezcrasiena JIeHta, oTkpeiTas Ha Bkiajgke [JiaBHas.
Kaxnas Biaaka COAEpKUT MHCTPYMEHTHI Ui BBIIOJHEHUs Oleparuii onpe-
JICJICHHOTO THIIA, HAIIpPUMEpP, CPEICTBA IJIs BCTABKU B JIOKYMEHT Pa3JIM4YHBIX
o0bekToB. KomaHzapl Ha BKJIaJKe CrPYNIUPOBAaHBl B Jiormdyeckue I'pynmbi
(manpumep, Upugm).

Ha nente Takxke HaXOAsATCSI KOHTEKCTHBIE BKJIAJKH, KOJUIEKIIMU U KHOII-
KU BBI30Ba AHAJIOTOBBIX OKOH.

KOJIJIEK].H/IH — 9TO OPSAMOYT'OJIbHOC OKHO HUJIN

E~NO0O0
ALLD L G-

AN . 2
KonrtekcrHast BKJIagka — oToOpaxaer- | |

MEHIO ¢ Ha0OPOM COOTBETCTBYIOIIUX U300PaKEHHUH.

Csl TOJIBKO 10 Mepe HaJ0OHOCTH, YTOOBI HE Tie-
perpyxars jenty. Hanpumep, Bxiajgka Pagora KoHcTpykTOp MakeT
¢ TA0JIMUAMH TOSBIIAETCS TOJIBKO MOCTIE BbIIE-

JICHUA Ta6J'II/II_II>I B TOKYMCHTC.

Jlnanoroebie OKHA BBI3BIBAIOTCS HAXKaTUEM KHOIKHU B HU)KHEM
IIpaBOM YIJIy COOTBETCTBYIOLIEN I pynnut.
ITocne 3amycka mporpamMMbl Iepea BaMH MosiBisieTcss I'J1aBHOe OKHO

(puc. 3).
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I'maBHOE OKHO ITPOTPAMMBbI UMEET CIEAYIOIINEe KOMIIOHEHTHI:

1. IlaHeab OBICTPOro AOCTYNA - PaclojiaraeTcs B BEPXHEH 4acTH OKHA
Word. Ha 3Ty naness BEIHECEHBI YacTO MCIOJIb3yeMble KOMaHIbl: COXPaHEHHE
JIOKyMEHTa M KHOITKM OTMEHBI ¥ BO3BpaTa JeHCTBHI.

2. JleHTa - CONEPXXUT KOMAHIBI W JPYTHWe ITyHKTBI MEHIO, KOTOpPBIE
paHbIIIe pacIoIarajJuch B MEHIO M Ha MTaHENIX HHCTPYMEHTOB.

HaszBanmne BRJIaAKH Ha3nayenune koMaH/

Collep>KUT KOMaH/Ibl, KOTOPBIE KacaroTcsi padOTHI ¢
JOKyMEHTOM B OOIIEM: CO3aHHE, COXPAaHEHHUE, BbI-
BOJ| Ha Ile4aTh, HACTpoiika nocryna. Taxxke 31ech
MOYXHO HACTPOUTH MapaMETPhl NPUITOKCHUA

Datin

OtkpriBaetcs mipu 3amycke Word 2010 u comepxut
Inasnas camble HCIOIb3yeMble KOMaH B 7Sl pabOTHI C TeK-
CTOM | ero opMaTHPOBAHHS

Bcemaexa ConepXuT KOMaH/IBI JJ1s1 BCTABKH OOBEKTOB B JIOKY-




Ha3Banue BKJIaaKu

Ha3navyenune komMaHj

MeHT. Bkiagka ncnoss3yercst 11t BeIOopa KOMaH T
BCTaBKH CTPAHHML], TAOJIHII, HIUTFOCTPALIUHA, KOJIOHTHU-
TYJIOB, JOOABICHHUS CCHUIOK M HECTaHIAPTHO OTHOP-
MAaTHPOBAHHOT'O TEKCTA

Pazmemrka cmpanuysl

ConepkUT KOMaHAbI, KacaloIuecs IapaMeTpoB
CTPaHUIIBI U PACIIONOKEHH 00hEKTOB HAa CTPAHUIIE

Cebvinku

CopepXuT KOMaH/IBI IJIs CO3MaHMsI Pa3HOOOPa3HBIX
CCBUIOK, HAMIPUME, IJIsl COCTABICHUSI OTJIABJICHHUS,
TJI0CCApHsl, CHOCOK U T.II.

Paccoinku

CopepXuT KOMaH/IBI IJIS1 CO3JaHHS PACCHIIOK, KOH-
BEPTOB U aIPECHBIX KHUT

Peuemupoeanue

ConepXuT KOMaH Il AJIs1 IPOBEPKU TOTOBOTO I0KY-
MEHTa — IPOBEPKa IIPaBONIUCAHUS, OTCIICKUBAHUE
HCIPABJICHUN, CPABHEHUE, U T.J.

Buo

CoepKUT KOMaH[IbI [Tl PETYJIUPOBKU BUAA TOKY-
MEHTa Ha SKpaHe

Paspabomuux

C 3Toi1 BKJIAJKU MOKHO MOJIYYHUTh AOCTYI K KOMaH-
JlaM 3aIlICH MaKpOCOB, IIA0JIOHOB, CO3AaHUs cO0-
CTBEHHBIX 3JIEMEHTOB yNpaBiieHUs. BbIBoa BKIagKH
Ha 3KkpaH: Qaun = [lapamempwvr => Hacmpoiika
nenmul 5> OcHosHble 6KAA0KU OTMETHTH BKJIAIKY
Paspabomuux.

3. JIuneiika - c ec MOMOIIBIO MOXHO OPHCHTHPOBATHCS B pasMepax
TEKCTOBOT'O ITOJIA 1 UBMEHATDH IOJIAA JOKYMCHTA.

4. Kypcop - o6o3HadaeT MecTo, Kyaa OyJdeT BCTaBJICH BBEICHHBIA C

KIIaBUATYPbI TCKCT. KprOp OOBIYHO MUTAET JJId TOro, YTOOBI €r0 MOYKHO OBLIO

OBICTPO HAWTH B TEKCTE.

5. Pagouast 06aacTh — 007acTh, B KOTOPOH OTOOpakaeTcs W pelaKTH-

pyeTcst TOKyMEHT.

6. ITos10CHI MPOKPYTKH - MCHOJIB3YIOTCS JUIS HIEPEMEIEHHs TI0 COJlep-

KUMOMY NOKYMCHTA.

7. Macmitad — 6picTpoe MacmTabupoBaHue JOKYMEHTa ¢ TOMOIIBIO Oe-

TYHKA.
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8. PesxnMbI MPOCMOTPA IOKYMEHTA.

Pexum MmpocMoTpa XapaKTepI/ICTI/IKa

Pexxum npocmMoTpa, yCTaHOBIEHHBIN IO yMOI4a-
HUIO. B 3TOM pesknme TekcT, Tpaduka u 1pyrue
3JIEMEHTHI 0TOOPaXKAIOTCS Ha 9KPaHE B TOM BUAE, B
KOTOPOM OHH OyZyT BBIBEIICHBI ITpH TeqaTh. Mc-
MIOJIB3YETCS Ul OCHOBHOM pabOTHI HAl JOKYMEH-
TOM.

Paszmemxka CmpaHuybl

OTOT pexUM ONTUMU3UPOBAH AJIS UTCHUS AOKY-
Peosicum umenus MEHTOB, B HEM MOHO M0JI00paTh yIOOHbIH 11st
YTEHUS pa3Mep U pa3pelieHne TeKCTa.

B 3TOM pexuMe TOKyMEHT 0TOOpaKkaeTes Tak, Kak

Be6-doxymenm oH OyaeT oToOpakeH B Web-Opaysepe.

B aToM pexume MOXKHO POCIETUTh CTPYKTYPY
JIOKYMEHTa, CBEPHYTb €r0, YTOOBI MPOCMOTPETH
Cmpyxkmypa TOJIBKO 3ar0JIOBKH. DTO yAOOHO TpH padoTe ¢
JUTMHHBIMH JOKYMEHTaMH, COCTOSIIIUMH U3 MHOTHX
JacTeH.

Pexnm ONTUMHU3UPOBAH IAJIsA pa6OTLI C TCKCTOM.
KOJ'IOHTI/ITyJ'ILI, Ppa3pbIBbI CTPAHUIT 1 HEKOTOPBIC
APYrue 3JIEMCHTBI HE OTO6pa)KaIOTCiI B 3TOM PCIKHU-
MC.

Yepuosuxk

9. CTpoka cocTOsTHUSI - HAXOUTCS B HIDKHEW YaCTH OKHA TPOTPAMMEI
U 0TOOpa)kaeT OCHOBHYIO MH(OPMAIMIO O JIOKYMEHTE: KOJMYEeCTBO CTPaHHIIL,
TEKYIIY0 CTPAaHUIY, KOJIUYIECTBO CJIOB, SI3BIK BBOJIA.

Pabouue anroputmsbl
Co3daHue dokymeHma

1. OTkpeITh BKIaAKy Paiii.

2. Beibpats komanay Co3aarth.

3. B rpynne JloctynHble madoHsl BoiOpaTh BapuanT HoBblil 10Ky-
MEHT WJIN KaKOH-ITN00 MTOHPaBUBIINNCS MIa0JI0H.

4. Haxxats xHOTIKY C031aTh.

CoxpaHeHue GoKymeHma

1. OtkpeITh BKaaky PaiJ.
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2. Bribpats komany CoXpaHMTh.
3. B nosiBuBIIemMcst okHe (puc. 4) BbIOpaTh RAnKy ISl COXPAHESHUsI J10-

KYMEHTA, YKa3aTh UM paiina v mun gaiina.

F B
(W] Coxpariere aocymerra [

-
\~ )= |4 » BuBanotekn »
S| =

Y¥nopagounte ¥ ¥ - @

- | 3 | | Mouck: bubauomexu 2 |

(W] Microsoft Word —  BUBAMOTEKM

OTtkpoiite BubnuoTeky, YTobel NpocMoTpeTs GainbLI M OTCOPTMPOBATE WX NO NaNK...

W WMzbpannoe -
=] HeaaeHwe mectal— H Bugeo
BubnnoTeka
4. 3arpyskun <
Bl PaBouwii cron = =
S| JokymenTel
kg Bubnuotexa
L
Bl PaBouwii cron =
il Bubanoekn B WzoBpaxenna
gy BubnuoTexa
E Bugeo - <7 -
= -
Vna dpaiina: -
t Tun daitna: ’,ﬂ,oxyM&HT Word (*.docx) -
Aptope: AgmnHncTpatop Kntoueeeie cnosa: [loBaseTe kitouesoe cnoso

[ Coxpanate 3ckuzel

4 CKpbITE Nankun Cepenc [ CoxpaHuTe J ’ OTmena

Puc. 4

HpI/I COXpaHCHHUU JOKYMCHTA I10JI HOBBIM HMCHEM HUCIIOJIB3YCTCA KO-
MaHia CoXpaHHMTh KaK...

Beod mekcma

Habop Texcta ocymiecTBISeTCS ¢ MOMOINBIO KIABHII HAa KIaBHATYpe,
Ha4YMHAETCS B TOM MECTe, TJIe CTOUT Kypcop, KOTOPBI IepeMelaeTcsi o Mepe
BBOJa CUMBOJIOB. [0 JOCTM)KEHHUH MPABOro MOJI TEKCT aBTOMATHUYECKU Tepe-
XOIWT Ha HOBYIO CTPOKy. B pesympraTte Haxkatms kmaBumm Enter cosmaercs

HOBBII a03a1] WM IycTasi CTPOKa.
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YnpaeneHue kypcopom

KiaaBuma

Ilepemenienue

Home

B nauano Tekyuen cTpoku

End

B konen Tekyiuel CTpoku

‘ e

Home

-+

B nauano JOKYMCHTa

‘ M

[

B xoHen nokymeHnTa

Page
up

Ha onun skpaH BBepx

:
[

Page
Down

Ha onmn OKpaH BHHU3

Page
‘ e up B BepxHuit kpail skpaHa
+
Page
‘ A B HIKHMI Kpaii 9KkpaHa
|
‘ pen | T B1eBO Ha OJIHO CJIOBO
‘ e | ) BripaBo Ha 0JIHO CIIOBO

PenmaktupoBaHHMe TeKCTa MOXKHO BECTH B JIBYX DPEKHMAX:
BceraBka u 3aMeHa, IEPEKITFOUCHIE MEKIY KOTOPBIMHU MPOUCXOIUT
o Haxaturo knasumid INSERT
OOBIYHO BKJIIOUEH PeXXHM BcTaBka. B 3TOM peskuMe CHMBOJIBI BCTABIISA-

PedakmupoeaHue mekcma
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I0TCS CJIeBa OT Kypcopa, a TeKCT — CIBUTAeTCsl BIIPABO.
Pexxum 3amMeHBI HCTIONB3YyeTCA PEaKO. B 3TOM pexnMe OJuH CHMBOI 3a-
MEHSETCS Ha IPYTOH.
Hnsa ynanenuss cumBoia wucnoib3ytorcs kiasumm BACKSPACE u
DELETE:

BACKSPACE (o6o3nauaercst emie BS wimm <) —

. Backspace
yaansieT CUMBOJI, CTOSIIIMU CJIEBA OT Kypcopa. PP

DELETE — yganser cuMBOJ, CTOSIIHI CIIpaBa OT Kypcopa.

Hanpumep, 9ToOBI ymanwTh IWIIHIOID OYKBY B CIIOBE
«ommObKa», HAO MOCTaBUTh Kypcop mepea OYKBOH «K» M HaxaTh
Backspace, wnu moctaBuTh Kypcop mnepen OykBoW «0» M HaaTh
Delete.

IIpoGen (anuHHAS KJIAaBMINA) — HUCHONB3YyeTCs Ui TOro, 4TOOBI OTHAe-

Delete

JIUTh OJIMH CUMBOJI OT IPYTOTO.
ENTER — mepeBomuT Kypcop Ha HOBYIO CTPOKY, MpH
3TOM KypcOp MO/DKEH OBbITh B KOHIE CTpoku. O003HauaeT .m.

KoHel ab3alia.

BbidesnieHue 0CHOBHbIX 06EKMO8 MEeKCmMoeoz20 60KyM9Hma

Croco0 BbleJIeHust
O0beKT Cnioco0 BbIe/IeHusl (MbIIIb) 4

(k1aBHaTypa)
YCcTaHOBUTH Kypcop B Havaje
(parmenTa, yepxuBas YCcTaHOBHUTH KypCcop
®@pacmenm (cumeon) | HaXaToO JEBYIO KHONKY MbI- | B Hadayie (pparMeHTa
LIM, IEPEMECTUTD KypCop B n Haxatb SHIFT + =

KOHell (hparMeHTa.

Y CTaHOBHUTH KypCoOp
B Havaje CJIoBa U
Haxats CTRL +
SHIFT + =

JIBax/1bl IEIKHYTh JIEBOU
Cnoeo KHOIIKOH MBIIIN 110 HY’KHOMY
CIIOBY.

Hasxas xiapumry CTRL, mienkHyTh 10 JIF0O00MY CIIOBY

IIpeonosicenue N o
B TIPEUIOKEHUH JIEBO KHOMKOW MBIIIH.
JleBoit KHONKON MBILIH VYcTaHOBUTB Kypcop
Cmpoxka IIENKHYTH CJIE€Ba OT HYXXHOH B Ha4aje CTPOKHU U
CTPOKH Ha JICBOM I1oJie 10Ky~ | Haxartp SHIFT +

14



Cnoco0 BeiIeeHUs
O0beKT Cnioco0 BbIae/IeHusl (MbIIIb) o

(kJ1aBHATYPA)
MEHTA. END

Tpmxasl METKHYTH JIEBOI YcraHoBHTb Kypeop
P Y B Hauajie ab3ama u

Absay KHOITKOW MBIIIH IO JII000MY askats CTRL +
CIIOBY B HYKHOM a03arie. SHIET + &

Tprx bl METKHYTh JIEBOK
Becw ooxymenm KHOTIKOH MBI TI0 JIEBOMY CTRL+ A
MO0 TIOKYMEHTA.

dopmamupoeaHue AokymeHma

<DopmamupoeaHue cumMmeorsios

1. Beigeauthb HYXHBIN TEKCT.
2. Ucnonb3ys xkHonku rpymnsl llpugm (puc. 5) Ha Brnaake ['naBHas,

0T(hOpPMaTHPOBATH €TO:

YBenmumnTe pasmepa wpudTa

Boibop pasmepa wpudta \ YMeHbLWWTb pasmepa wpudrta
Bbibop wpudTa N /Yp,anmb Bce dopmatupoBaHue
Calibri (OcHoBHOM Te ¥ |11 - | A A'Hif)

MonyxupHoe HayepTahue —» K K& Y - abe x, X Aa'HaP'? < A — Beibop useTa wpudTa
P

KypcusHoe HaqepW }&@T x
ek

BbigeneHue ugetom

MNopuepkusaxue MoacTpouHblid 3Hak | Boibop peructpa
3ayepkHyTbI WpnUdT HaacTpouHblil 3HaK
Puc. 5

®opmamuposaHue ab3aues
1. BeigeauThb HYXHBIH TEKCT.

2. Vcnionb3yst KHOIIKK rpynnbl A63ay (puc. 6) Ha Briaake I'iaBHas,

0oTGOpMaTHPOBATH €T0:
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YBennuuts otcTyn

CopTupoBKa AaHHbIX Mo andasuTy

r{\ Pexxum HeneyaTaembix 3HaKOB

[&4]]
\ Tpanuua
LiseT 3anueku (ab3aua, aueitku Tabanuybl)

BbipaBHUBaHWE NO NIEBOMY Kpa|7
MeKayCTpOUHbIi MHTEPBaAn

BblpaBHUBaHUWe NO LEHTPY
BbipaBHMBaHWeE MO NpaBoMy Kpato
BbipaBHUBaHuWe No WUPUHE

Puc. 6

MHOroypoBHEBbI CNMCOK
YMeHbLINTb OTCTYN

T—
v 31—
3=

HymepoBaHHbIM CNUCOK
MapK1pOBaHHbIM CMUCOK —I)E:

®opmamuposaHue 00KymeHma
1. Ilepeiitu Ha BkIaaky Pa3MeTka cTpaHHIIBI.
2. Ucnonb3yst kHoniku rpymnbl Temst (puc. 7), rpynnsl Ilapamempor

n Ligeta =

L|Jp|.-1¢ITI:|I ~
Temel
- @3¢¢emu =

Temel

cmpanuypt (puc. 8), rpynnst @on cmpanuuywst (puc. 9) oropmMaTupoBaTh 10-

KyMEHT:

Puc. 7
=N
Ll 13
Mona OpuedTayMa Pazmep KonoHEW

MapameTprl cTPaHKLE

1=l
= Pa3puiBhl ~
on

=] Homepa crpok =

bi~ PaccTaHoBKa NEPEHOCOE ™

-

-

Puc. 8
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Al @ U

Mognoxka LgeT TpaHuLE
- CTPaHKMUBl ™ CTPaHKL

DOH CTpaHKLE

Puc. 9

KonupoeaHue u nepemMmeuweHue o6Bexkmoe

KonuposaHue

1. BeimenuTh 00BEKT (TEKCT, PUCYHOK, TAOIHUIIA U TIP. ).

n
53 KonupogaTe
P Ha Bkiajke I'1aB-

2. Haxats xHOonIKy KomupoBaTth
Has B rpynne Bygep oomena. MoxHO TakKe HaXaTb COUETaHUE KIIaBUIL
CTRL +C.

3. YcTaHOBHTH KypCcOp B HY)KHOE MECTO B JOKYMEHTE.

i e

4. Haxatpb kHONIKY BecTraBUTh Ha Bkiaake ['1aBHas B rpynmne
Bygep oomena. MoxHo Taxke Haxath coderanue knasum CTRL + V.

lNepemeweHue

1. Boigenuth 00BEKT (TEKCT, PUCYHOK, TaOJIHIIA U TIP.).

44 Boipesate
Ha Bkiajke I's1aBHasi B

2. Haxarp kHONIKY BbIpe3aTs
rpynne bygep oomena. MoxHO Takke Haxath codetanue kinasum CTRL +
X.

3. YcTaHOBHTH Kypcop B HY)KHOE MECTO B JOKYMEHTE.

e
[l

]

Bygep oomena. MoxHo Taxke Haxath coderanue knasum CTRL + V.

4. HaxxaTh KHOTIKY BeTaBUTDH Ha BKJaake ['yiaBHas B rpynne

17



Bcmaeka o6bekmoe 8 GoKyMeHm

CmpaHuubi

1. Ilepeittn Ha BkIanky BeraBka.
2. Ucnonb3ys xHOTIKH rpynnbl Cmpanuyst (puc. 10), mo6aBuTh B 10-
KyMEHT HY)KHBII DJIEMEHT:

BN E

TuTyneHana [Mycran PazpuE
CTPEaHWLUE ™ CTPaHWLE CTpaHWLb

CTpaHuuk

Puc. 10
Tabnuuya

1. Ilepeiitn Ha BKkIanky BeraBka.

2. Haxxatp kaonky Ta6amma

3. BriOparh Hy)KHOE KOJMYECTBO siueek Oynylied Tabnuupl, yaepKuBas
Ha)KaTo¥ JIEBYIO KHOIIKY MBILIH.

4. JIns noGaBneHUs TEKCTa B SYCHKH TaOJIMUpI WEIKHYTh SYeiKy, a 3a-
TeM BBECTH TEKCT.

PucyHok

1. Ilepeiitu Ha BkIanky BeraBka.

Fial

2. Haxxatp kHOTIKY PrcyHOK B rpynne Unarocmpayuu.

3. B nosiBuBmemMcs okue (puc. 11) OTKphITh NAnKy ¢ HYy>KHBIMH H300pa-
KEHHUSMH U BEIOPATh PUCYHOK.
4. Haxxats KHOTIKY OTKPBITh.
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|P] Beraexa pucynka ‘ — ﬂ
! ' ouck: O6pasysl usobpaxerul O [

%v‘ |« W306.. » O6pasupl nsobpaxennii » v ’6, ]' 7
—— — = — — =

Ynopsagounte ¥ Hosas nanka = v [0 @

(B] Microsoft PowerPe - BubaMoTeka "V306paxeHna”

g " " Ynopsagounte: [Manka v
O6pazubl nsobpaxeHnit

3 Wsbpannoe = -
| HeaaeHue mecta | |
—— 3
& 3arpyskn i "
B o - [
Bl Pa6ouwii cton XpusanTema,jpg MycTeitg.jpg

2 bubnnorekn
¥ Bugeo
BE JokymenTol
(=] MzoBpaxenna -

e.'!

FanTenzme inn Memra inn Knanainn

Wma daiina: v [Bce pucynkm (.emf . wmf*jpc v

Cepeuc v [O‘rprm, Iv] [ Otmena ]

Puc. 11

KapmuHka

1. IlepeiiTu Ha BKiaaky BeraBka.

El(El
Bkl

2. Haxats kHoniky KapTuHka B rpynne Unnocmpayuu.

3. B mosiBuBIIIeiics obnmacTu 3ama4 (puc. 12) HallTH HY)KHYIO KapTUHKY:

a. B cTpoky MckaTh BBECTU KIIIOYEBOE CIIOBO.

b. Haxxats kHONKY HavaTsb.

4. BcraBuTh KapTHHKY, IICIKHYB 110 HEH B 00JACTH 3a7ay JICBOW KHOTI-
KOW MBIILY.

KaptuHka v X
WckaTs:
| | [ Haqate ]

WckaTh 0Bk ThI:
|BCE e MyNETHMENE E

BrentodiTe KoHTEHT calTa Office.com

Puc. 12
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Quaypsbl

1. Ilepeiitn Ha BkIaaky BeraBka.

2. Haxxatp kHOTIKY @UTYpbI B rpynne Unniocmpavyuu.
3. Beibpats HyxHYI0 Qurypy (puc. 13).
4. HapucoBath (UIypy HYKHBIX pa3MEpOB, YAEPKHUBasi HAXKaToH JIEBYIO

KHOTIKY MBbIIIH.

MNMocnegHWe KCNONL30BEaHHBIE GUIyDE
BxNOoOALLDd G
IRV G ¢

NHKAK

SN TLL T R NG %
MpaMoyroasHHKKH

T O O )

OCHOBHBIE UrypPbl
EoOAMNIACOGOOO®
@GOoJdOr Ly pogd
HO@AIDO@Y G (<3
C3x0 242

PUNypHBIe CTPENKN

Pt THTSPLPRID

[ T TR e I B P 1
Puec. 13
SmartArt

I'paduyeckue snmeMeHTsl SmartArt ciyaT Ul HarJISAHOTO MPEACTaB-
JICHUs JaHHBIX U uueid. X MOXHO CO31aTh HAa OCHOBE PasiMYHBIX MAaKEeTOB,
9TOOBI OBICTPO, JIeTKO U 3 PeKTHBHO JOHECTH COOOIICHHE.

1. Ilepeiitn Ha BKIIaAKy BeraBka.

2. Haxxatp kHOIIKY SmartArt B rpynne Unnrocmpayuu.
3. B nosiBuBIIemMcs okHe (puc. 14) BEIOpaTh HYXKHBIH pHCYHOK SmartArt.
4. Haxats xHOTIKY OK.
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5. BBecTH HYXHBII TEKCT B MOSIBUBIICHCS CXEME.

Bribop pucyHka Smarthrt 0

|
8= Cnucok ] -
9 Mpouece me
2:,2 Lakn ———
| ,5%.1_, Mepapxmua
| E Ceaze - e w
MaTpuua e e B
| Ay Mupannaa _ .
MpocToi Brouneil cnicok
Pucyror -1-1-] Ili CnysAT AnA oToBpameHms
' HEMOCNEA0EATENHEIX W
@ Office.com 288 CrPYMNMPOBEHHEX BNOKOE MHDOPMELMM,
MO3EONAET CKOHOMMTE NPOCTPEHCTED KAk,
% .-_. Mo TOpPUS0OHTANKM, Tak | No BEPTUKANA.
|
. O W - ‘
|
|
|
Puc. 14
LHuazpamma

1. INepeiitn Ha BkIaaKy BeraBka.

2. Haxatp kHOTIKY JIlnarpamma

B rpynne Unnwocmpayuu.

3. B nosiBuBIIeMcst okHe (puc. 15) BEIOpaTh Hy)KHBIH THIT AHArpaMMbl

4. Haxats kHoniky OK.

5. B okne TaéauuHoro pemakropa Excel (puc. 16) BBectn HeoOxoau-

MBIC JJIA 0T06pa>1<eH1/151 JaHHBIC.

Ilpumeuanue: BbIOMpaiiTe NpaBUIbHBIC TUIBI AWAarpaMMm (IMHAMHUKY B
KPYTrOBOH TMarpaMMe 1oKa3aTh HeJb3s).
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Bcraeka AWarpammbl m

[3 WabnoHs

=8| B8] oal o8] B9 53

McTorpamma o

|ﬁ Mpadik E
& Kpyrosaa | = | =l =y — | |
v |l 08 [ ] a4

@ C obnacramm — — — — — I
| o] L] o8] ] b

i Bupresan

@ MoBEpXHOCTE rpaﬂ S S S -

o w1 | Il e ]
92 Mysbip

@ Kpyroean

Nenectrkosan

(A o] vl AR [an] (ol v

[!FMEH&MEUJBSHOPBHM...I] [ COEnaTs CTaHAAPTHON ] l O I [ OTHEHE L

Puc. 15

am | == Ez_l @\ d9w-o-@Q 0l Anarpamma & Microsoft PowerPoint - Microsoft Exc
|
akeT dopmat & e m InaeHan Becraeka PasmeTka cTpaHMubl DopmMynsl JaHHeie PelgH3INpoBaHue
@ * Calibri lu || = E% S O6uwmi - [F}yenoeroe popmanposa
0 . ;
L ‘ - B3~ X & Y- | A A - | B3~ o o0 | E copmatuposate kak 1a6a
Berasnte
= = 7 | G- A | - by 155 Crivnm sueex -
Bygep obmeHa 1x Wpnet i | BHp@aBHWBAHWE [x Yucno I CTHnK
BERE axaED I -C A
| A [ 8 [ ¢ [ o E | F | 6 | H 1
i 1 Panl Pan2 Pan3
|| 2 |kateropmai 4,3 24 2
3 |Kateropma 2 2,5 4,4 2]
4 |Kateropwa 3 3,5 1,8 3
5 Kateropuad 45 2.8 5
6
0
7
| 8| [NA M3BMEHEHHA AWANA30HA JaHHbIX JUATDAMMbI NEPETALUMTE NPABbIH HUHKHWA YT
=N
| 0]
Puc. 16
CHumok

B 1OKyMEHT MOJKHO BCTaBHTH CHHMOK JIIO0OW OTKPBITOH MPOTpaMMEI,

€CJIN €€ OKHO HE€ CBEPHYTO B 3HAYOK Ha INAHEIIX 3a1a4. Taxxe MOKXHO BCTaBUTh

CHUMOK 3KpaHa (CKPUHIIIOT).
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1. ITepeiiTn Ha BKIaaky BeraBka.

===

(ai+
3. BeiOpatb puCyHOK HY>KHOH IPOTpaMMBI WIH HAXaTh KHONKY BbIpes-
Ka 3KpaHa U caenarh cKpuamoT (puc. 17).

s @ [ = |

CHUMOK|| MMnepcceinka 3aknagka MepekpectHan BepxHui HuskHWA He
- | ccalnka | KONOHTUTYA ¥ KOAQHTHTYA ™ CTPa

E

2. Haxatp kHOTIKY CHUMOK B rpynne Hnnwocmpayuu.

Jocrynhbie okxsa -

|
{
|

P
= anmise) dosgmit .
g +28 At 26 HoRlps £ 2200
=o-a7 seetp 8 500 ofyesie EODL
ADIFO (aam s

2iy  Corepun 24,28
ey 8 Brzowiy 3610 ¥
ey § Moeapan 09,53

lunepccsbinka

l'unepccblika MOXKeET ObITH J00aBjeHa Kak K TEKCTY, TaK U K OOBEKTY
(pucyHok, kium, ¢purypa).

1. BoigenuTh 00BEKT, K KOTOpOMY OyeT J00aBieHa THIIePCChIIKA.

Q

[IETIKHYTh TPaBOH KHONKOM MBIMIM 1O OO0BEKTYy W BBHIOpaTh IYHKT

2. IlepeiiTu Ha BKJIaaKy BeraBka.

3. Haxare kHomky I'mmepcchblika B rpymne Ccoliku WIN

I'unepcceblika.
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4. B nosBuBmemcst okHe (puc. 18), B rpynne Cssi3aTh c... BbIOpath
MIyHKT ¢haitiom, éedo-cmpanuyeii (eciy cChUIKa Ha Jpyroi (aim wnm JZOoKy-
MEHT) WA Mecmom 6 0oKymeHme (€CIH CChUIKAa BeIeT Ha KaKOH-TO paszel
9TOTO TOKYMEHTA).

5. U3 crucka BeIOpaTh (aitn (MM BBECTH aIpec BEeO-CTPAHMIIBI, WIIH
BEIOpATh HYKHBIH pa3jen JoOKyMeHTa) 1 HaxkaTh KHonky OK.

—
Bcraeka rHnepccoinki |u|
CeAzaTtk c TekcT: |<<BblnenEHHblﬁ (ParMEHT AOKYMEHTa = > | Mopckaska...
Oanka: | _J Mou AoKYMEHTBI E
aiinom, geb-
CTPEHULEN 1 Fax - 3aKnanKa...
Ii';‘;”::“ || The KMPlayer
@ || uvSC_Projects =
MECTOM B | 3anucHble KHW#KKM OneMote
noKyMeHTE ”D"C::;DE”' || OTCKaHWPORHHEIE OKYMEHTHI
Ccrparmusl | L @ainsl Mail.Ru AreHTta
| i poct
HOEbIM nocnenency| L] workl.xcf
AOKYMEHTOM danns | &) onucaHie nnaTHeIX ceMuHapos
b OnNaTUTE MOKHO K3K Yepes CaMY MAaTexHy GaHKoBCKyID ~
B | awec | =
3NEKTPOHHOMA
noyToi
| Ok | [ OTMeHa

Puc. 18

Yoanenue zunepccoiniku
1. [llenxHyTh MpaBOi KHOMKOM MBIIIH MO 00BEKTY, K KOTOPOMY 00aB-
JICHa THIIEPCChIJIKA.

2. B mosBUBIIEMCS KOHTEKCTHOM MEHIO BbIOpaTh KOMaHIy YAAJHTh
TUIIEPCCHLIKY.

3aknadka

MoxHO YCTaHOBUTD 3aKJIaAKy Ha CTpaHULY, K KOTOpOﬁ BbI 4aCTO BO3-
BpaliacTeCh.

1. YcraHOBUTE KypcoOp B TO MECTO (WJIM BBIIEIHUTH OOBEKT), K KOTOPOMY

OyzneT mobOaBieHa 3aKiaaKa.
2. IlepeiiTu Ha BKiIaAKy BeraBka.
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3. Haxxath kHOTIKY 3akiiagka B rpynne CcbliKu.
4. B mosBuBmemcs okHe (puc. 19), B mome UMs 3akJaagKM BBeCTH

Ha3BaHHUEC 3aKJIAIKN U Ha)XaThb KHOIIKY IlOﬁaBl/lTb.

[Gncmwa i ==

WMA 3aKnankm:

[
MopAnoK: (@) umA
() nonokeHue
|I [7] CrpriTeie 3aknank I
OTHeHE
L =

Puc. 19

UroOBI EpelTH K CYIIECTBYIOMICH 3aKTaKe, HY>KHO:

1. Haxatp kHONIKY 3akjiaaka B rpynmne Ccbliku.
2. B nosiBuBuiemcst oxHe (puc. 19), B mone Mms 3akiaagkm BbIOpaTh

HYXXHYIO.
3. Haxarp kHonky IlepeiiTh.

KonoHmumyibl

KoJoHTHTYIBI — 3TO criennalibHble 001acTH ¢ HHpOpMaIKeil Ha MoJsIX
BBEPXY U BHU3Y KaKJIOH CTPaHUIIbI, HA KOTOPBIX PAaclolaraeTcs onpeaeIeHHas
UHQOPMAIUS O JOKyMEHTE.
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1. Ilepeittn Ha BKkIanky BeraBka.
2. Ucnione3ys kHOTMKH rpynnsl Koronmumyner (puc. 20), BCTaBUTH
HYXHYI0 HHQOPMAIIHIO B JOKYMEHT.

2 B B

BepxHuMit HumcHIi Homep
KOAOHTUTYA ™ KOAOHTHTYA ™ CTPAHMUE ™
KonoHTHTYAR
Puc. 20.

Hadnucek

1. Ilepeiitu Ha BkIanky BeraBka.

A

2. Haxxats xkaHonky Haamuce B rpynmne Texcm.

3.BriOpaTh nmoxxonsmuii BapuaHT Haanucu Wi komanny HapucoBath
HAINNCh.

4. Ecnu BeIOpaHa xoManHna HapucoBaTh HaanMch: IepeBecTH yKaza-
TEJb MBI B HYKHOE MECTO B IOKyMEHTE.

5. HaxxaB u ynep:kuBas JIeByI0O KHOIIKY MBIIIH, HAPUCOBATh TEKCTOBOE
0JIE HYKHBIX Pa3MEpOB.

6. HaneuaraTp HyXHBIH TEKCT.

Okcnpecc-broku

C moMoIpI0 KOJUIEKIIMH IKCIPEcc-0JIOKOB MOXHO CO3/1aBaTh, COXpa-
HATh W HMCKATh TOBTOPHO HCIIOJb3yeMble ()PArMEHTBHI COACPKUMOrO, B TOM
YHUCIIe aBTOTEKCT, CBOMCTBA IOKyMEHTa (Ha3BaHUE, UMSI aBTOPA U T.I1.) ¥ MOJIA.

WordArt

1. Tlepeiitn Ha BKIaaky BeraBka.

4

2. Haxars kaonky WordArt B rpynmne Texcm.
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3. Boibpatb cTiiib 00bekTa (puc. 21).
4. HanedaTaTh HYXXHBIH TEKCT.

4 A= CTpoka nognuci ~ Tc S

E),ﬂ,a'ra W Epema
| Dopmyna Cum

b OBwekT ~
[4]

A A A A A
A A A A A

Puc. 21

\WordArt | BykEMUa

Byksuua
ykBHuIa (Oosbluas 3ariaBHas OyKBa) NMPUMEHSETCS B Hadale
JIOKyMEHTa WJIM TJIaBbl — HapUMep, AJIs IPUBJICYECHHS BHUMA-

HUSI K MTH)OPMALHH.

1. ITocTtaBuTh KypcOp B HadaJlo TEKCTa, K KOTOPOMY HYXHO HOOaBHUTH

OyKBHITY.
2. [epetiTn Ha BKITagKy BeraBka.

A=

3. Haxats kHOTIKY BykBHIa B rpynne Texcm.
4. Bribpath cTuib 00bekTa (puc. 22).

E Tekcre

=

Ha none 3

=

1%

apaMeTpel BYKBWLEL.,

Puc. 22
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®opmyna
1. Ilepeiitn Ha BkIaaky BeraBka.

2. Haxxatp kHOTIKY @OpMYy.Ia n B rpynne Cumeosl.

3. Beibpars HyxHy[0 (GopMyny win komanay BeraBute HOBYIO dop-
MyJ1y, uTo0BbI BBeCTH (hopmyiy (puc. 23).

'tDopM},r.na | Cumeon

BCTpoeHHBIA -
| BHOM HbroTOHA

n

x +al” =Z(;:lxka“‘;" '

k=0

KeagpaTHoe ypaBHeHne

-

T e L L
‘ =
-
1
gy [ononHWTenbHbIE GOPMYNE C caiita Office.com 3

| TC  BcraewTs HoByo hapmyny

Puc. 23

ITpu BcTaBKE HOBOW (hOPMYIIBI MOSBISIETCS KOHTEKCTHAs BKiIaaka Pa6o-
Ta ¢ opmyaamu, comepxaas pa3IuuHble HHCTPYMEHTHI U1 CO3JaHMS pa3-
JMYHBIX Gopmyi1 (IIPEeUMYIIECTBEHHO MaTEMAaTHYECKHUX).

Cumeon

1. Ilepeiitn Ha BKIaaKy BeraBka.

2

2. Haxxats kHOIIKY CHMBOJI B rpynmne Cumeosnn.

3. BeiOpare HYXHBIH CHMBOJI Wi KoMmaHny JIpyrme cmmBoJIbI (pHC.
24).
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2

CHMEDA | |

|

R I U
A ¥ &8 - K
N Y
v - & - ¥
12 Jdpyrwe cuMEons..

Puc. 24

[Tpu BeIOOpe KOMaHB! [pyrue cMMBOJIBI NOsBIsIETCS OKHO CHMBOJ
(puc. 25), B KOTOPOM MOXHO BBIOpaTh JIIOOOH CHMBOJI AJISl BCTaBKU B JOKY-
MEHT.

B ol ECRC)
LWpuehT: |Wingdings

i;f S|
O B | E B

=¥ |Elo|e|=
|| 4x | 9r

PaHee MCNonb30BaBWHECA CHMBONbI:

od= A YA v|e - | RV

-

A
X
o]
& | @ | )
% |5
=< |%e| G| 5,

o || |

leal »

i

| 4§ sl
-ep:gnﬁpmm
= | | BY

@
& =
X

>
©
e | ®|0

9

2a|r|k

Wingdings: 32 Kon sHaka: |32 us: |Cumeon (aec.) El |
IABIOEBMEHE... ] lCOﬂETaHHE KNEBMLU. .. l COoYETEHME KNaBKLL: I
|
Bcraeuts ] [ OTmeqa l
— "
Puc. 25
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Pa6éoma co cnuckamu

Co3daHue MapkuposaHHO20 criucka

-—
-—

1. Haxxats kHOmKYy Mapkepnl “~ B rpymnme Af63ay Ha BKIAIKE
TiaBuas.

2. BeiOpath nOAXOIAIIUN MapKep.

3. HameuaraTh nepBbIil 2JIEMEHT CITHCKA M HaXkaTh Kiasumy Enter

4. JInst 3aBepIIeHUs] BBOJA CIIMCKaA JBAXIbl HaXKaTh KiaBuiry Enter mo-
cJie IOCIETHETO AJIEMEHTA CIIUCKA.

Cos0aHue HymepoeaHHO20 criucka

F—

1. Haxars xHonky Hymepaummus *— B rpynne A603ay Ha BKIIAJKE
I'i1aBuas.

2. BpiOpath NOAXOAIIYI0 HYMEPAIIHIO.

3. HaneuaraTh nepBbIii 2JIEMEHT CIIMCKA M HaXKaTh KiiaBuiny Enter

4. Inst 3aBepIIeHNs BBOJA CIIMCKA BBl HAXaTh KiIaBuiry Enter mo-
cJie IOCETHETO JIIEMEHTA CITUCKA.

Cos0aHue MHoezoypoeHe8020 criucka

e

1. Haxxatp kHONIKY MHOIOypOBHEBBIH CIUCOK - B rpynmne A63ay
Ha Bkiazake I'itaBHas.

2. BeiOpath NOAXOISIIAN CITHCOK.

3. HameuaraTh mepBbIi 3JIEMEHT ME€PBOTO YPOBHS CITMCKA W HAXKaTh Kia-
Bumry Enter

4. Inst repexo/ia Ha CIIEAYIOIINH YPOBEHb CITMCKA HAXXaTh KHOIIKY Y Be-

¥
i

JHYUTH OTCTYN
5. Ins mepexona Ha TPEABIAYIIMN ypOBEHb CIHUCKA HAXaTh KHOIKY

RIS
Ml

YMEHBIINTH OTCTYI
6. [l 3aBeplieHus BBOJA CIIMCKA JBAK/bI HaXaTh KiaBuily Enter no-
CJIe TIOCTIEJHETO IEMEHTA CIHCKA.
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@opMamupoeaHue CriuckKoe

H3menenue muna cnucka

1. BrigenuTs Ciucox.
2. Haxatn KHONIKY C HYXHBIM THUIIOM CIIMCKa B rpymme A63au Ha
BkIaake I'maBHas.

H3menenue nauanvnozo 3nauenus 6 HYMEPOBAHHOM CRUCKe

1. BelgenuTh CIMCOK.

2. lllenxHyTh IpaBOi KHOTKOM MBIIIH 110 BHIJICICHHOMY.

3. B KOHTEKCTHOM MEHIO BBIOpaTh KOMaH1y 3aJaTh HaYaJbHOe 3Have-
HHe.

4. B nosiBuBmeMcs okHe (puc. 26) BbIOpaTh HyXHBIE MapamMeTpbl U

'3 N
JagaHve HaYaNbHOTO SHAYEHKA l ¥ |ih

HaxkaTts OK.

(@ Ha4aTb HOBRIA MCoK
() MpoRoM#MTE NPebIA YL CrIMCoK
MEZMEHWMTE HEYENBHOE IHAYEHME

HavanbHoe sHa4YeHHE:

-

h 5
Dbpazew: 1.
0K l [ OTMeHa
e L 3
Puc. 26

Himenenue mapkepa 6 MapKupoeanHom cnucke

1. BeienuTh CIIUCOK.

2. lllenxHyTh IpaBOi KHOIIKOM MBIIIH 10 BHIJICJICHHOMY.

3. B KOHTeKCTHOM MeHIO BBIOpaTh KoMaHay Mapkepbl = OnpeneauTs
HOBBII Mapkep.

4. B mnosBuBmeMcs okHe (puc. 27) BbIOpaTh HY)KHBIE NapamMeTpbl U
Haxats OK.
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'l |
OnpegensHre HoBOTD MapKepa l@ ﬁ,l
3HaK MapKepa

CumMBon. .. ] [EmcyHm{... ] [ LpudpT...
BLIPSBHMBAHME
Mo nesomMy Kpak |Z|
Obpazey
L]
L]
L]
......................... ok | | ommena
. —
Puc. 27

Paboma ¢ mabnuuamu

lNepemeweHue Kypcopa no mabnuuye

Tab

| —

— o
 — IIepexo] B CIEAYIOIYIO SYEHKY;

Tab

s e

LIy} CTOPOHY;

! — mepexoA B NPeAbIAYILYIO SUEHKY;

— HepeMEeIICHUE Kypcopa B COOTBETCTBYIO-
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e  Mbpimb (yKka3aTh HO3UIMIO U LIETKHYT).
BbideneHue anemeHmos mabnuuybi

DJieMeHT Ta0JINLbI JeiicTBue
IMoxBecTH Kypcop MBI BHYTPh SYCHKH OJIMDKE K Jie-
AHuetixa BoMy Kparo ((opma ykazaTens MBI M3MEHUTCS Ha

) v BBITIOIHUTD IIETIOK.

ITomecTuTh YKa3aTe/ib MbIIIKU CJIEBA OT CTPOKH CHApy-

Cmpoxa o N
KU TAOJUIIBI M IICTKHYTH JICBOW KHOIKOW MBIIIIH.

[l€nkHyTh J1€BOM KHONKOW MBIIIM HaJ HYKHBIM
Cmonbey cTOJIOIOM Tabnuibl (opMa yKazarellss MBI H3Me-
Hutes Ha W).

[llenkHyTh JE€BOW KHONKOW MBIIIM B IEPBON siuehKe
Huanaszon aueex JHana3oHa W MPOTSAHYTh MBIIb NPH HAaXAaTOH JEBOU
KHOIIKE JI0 KOHIIA IWana30Ha.

Bces mabauya [IlenkHyTHh O MapKepy ¢ NEPEKPECTUEM CTPETIOK %
B JICBOM BEPXHEM YTJIy TaOJIHIIBL.

U3meHeHue WUpUuHsbI cmonbuyos

1. YcTaHoBUTH Kypcop Ha IpaBylo TPaHHILy HY»KHOTO CTOJIOMA.

2. Ilpu nosiBIEeHUN yKa3ates H HaXaTh JICBYIO KHOIIKY MBIIIU U
HNOTSHYTh TPaHUILY B HY’KHYIO CTOPOHY.

UN3smeHeHuUe 8bicombl CMPOK

1. YcTaHOBUTE KypCcOp Ha HUKHIOIO IPaHUILy HY>KHOW CTPOKH.

2. Ilpu nosiBieHUU yKaszares I Ha)XaTh JIEBYIO KHOIIKY MBIIIN U
HOTSHYTh TPAHUIY B HY’KHYIO CTOPOHY.

Bcmaska anemeHmos mabnuuybi

1. YcTaHOBUTH KypCOp B MECTO, PSJIOM C KOTOPBIM HY)KHO JI00aBHUTH Ka-
KOM-1100 AIIeMEeHT.

2. IepeiiTi Ha KOHTEKCTHYI0 BKJIaAKy Padoma ¢ maonuuamu.

3. Ha Bkiagke Maket B rpynne Cmpoku u cmonoyst (puc. 28) Haxarthb
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HY>KHYIO KHOTIKY.

BcTaenTe BCTaenTe BCTaEWTe BCTaBWTh
CERpXY CHH3Y CNEEd Cnpaga

CTpoKWM K cTonBLE "
Puc. 28
YOaneHue sanemeHmos mabnuubl
1. BeimenuTh 31eMeHT TabJHIb, KOTOPHIH HYKHO yIaJIUTh.

2. [epeiiTn Ha KOHTEKCTHYIO BKIAAAKY Padoma c maonuyamu.
3. Ha Bximagke Maket B rpynne Cmpoxku u cmoaoybl HaXaTh KHOIIKY

Yaanurs 1 1 BBIOpATH JMIEMEHT JUIS Y/1aJICHHS.

ObbeduHeHue u pasbueHue ssHeek
Oobvedunenue aueex

1.Beiaenuts s4elikn, KOTOpbIE HY’KHO OOBETUHUTb.
2.IlepeliTi Ha KOHTEKCTHYI0 BKJIAAKY Padoma c madruyamu.
3.Ha Brimagxe Maket B rpynmne Oovedunenue Haxatb KHONKY O0b-

===

eIUHHUTH AYCHKH
Pazoenenue aueex

1. BeigenuTh s9eHKH, KOTOPBIE HYKHO Pa3/IeHTh.
2. IlepeiiTi Ha KOHTEKCTHYIO BKJIAAKY Padoma ¢ mabnuyamu.
3. Ha Bruanke Maket B rpynne Oo6vedunenue Haxarb KHOIIKY Pa3e-

o1

JIUTH sTYeii k1 .
4. B nosiBuBIiemMcs okHe (puc. 29) yka3zaTb KOJMYECTBO CTPOK U CTOJIO-

II0B, HA KOTOPOE HY)KHO Pa3ONTh SUCHKYy.
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r B
PazBueHue aueek [ ﬁ]

Yucno ctonfups: |2 =

L3

YWCno CTpOK: 1 =

OBEEAMHMTE Neped pasbueHIen

[ O ]’ OTHMEHE
{ e —

Puc. 29

OgpopmneHue mabnuuyp! U ee 3reMeHmo8s

1. BeigenuTh TaONUILy WM €€ JIEMEHT, KOTOPBIA HYKHO 0(hOpMHTS.

2. [epefiTi Ha KOHTEKCTHYIO BKIAAAKY Paboma ¢ maonuyamu.

3. Ha Brmagke KoncrpykTop, mcmons3ys KHONKH rpymnbl Cmunu
maédnuy (puc. 30), MOXKXHO U3MEHUTH CTUIIb TaONHIBI (BHIOPATH TOTOBBIN), 3a-
JIMBKY sTY€€K, TPaHHIIbI TAOJIUIIBI.

.| & 3anmeka -

CTrnK TabnKu,

Puc. 30

4. Ha Bxiagke KOHCTPYKTOp, HCIIONB3YsI KHONIKU Ipynnsl Pucosanue
epanuy (puc. 31), MOKHO N3MEHNTH IBET, TOJIIMHY JIMHUH TPAHUILL, BPYIHYIO
HapUCOBATh IPAHUIBI, YAAINTH TPAHULIL.

- I:ﬂf' — r
0.5nT -

2 Hapuwcosate Nacrme
g LgeT nepa ~ TaBAMLY

PUCOBaHME paHLL P

Puc. 31

5. Tlo 3aBeprnennn GopmMaTUpOBaHHSI TAOIHIIBI, CHITH C HEee BBIICTICHHE,
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IICJIKHYB B CBO6OZ[HOM MECTC NOKYMCHTA JIEBOM KHOIIKOI MBIIIIH.
Pa6oma c uzobpaxeHusimu
UsmeHeHue pa3mepos U nepemeujeHue
Hsmenenue pasmepos

1. Beimenuth n300paskeHue, MEeNKHYB 110 HEMY JICBOH KHOITKOI MBIIITH.
2. HaBecTun ykasarenb MBIIIN Ha JI000H MapKep BbiaeaeHus (puc. 32).

Ykazatens Ipu 3TOM IPUMET BU f

Puc. 32
3. YaepxuBas HaXaTOH JIEBYIO KHOIIKY MBIIIH, H3MEHHUTDH pa3Mep H300-
paKeHHUS.
Ilepemewenue

1. HaBectu yka3zarejib MBIIIKM Ha W300pakeHHE. YKa3aTelb MPU ITOM

MIPpUMET BUJ : .

2. YepxuBasi Ha)KaTOM JIEBYIO KHOIKY MBIIIH, MEPEeMECTUTh H300pa-
KEHHUE B HY’)KHOE MECTO.

®opmamuposaHue uzobpaxeHul

1. Beienuts n300pakeHue, MEeIKHYB 0 HEMY JIEBOW KHOTIKOM MBIIIH.
2. IlepeiiTh Ha KOHTEKCTHYI0 BKJIAAKy Paboma c¢ pucynkamu
(puc. 33).
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Popmart

| [—
Puc. 33

3. Ucnonb3ys kHonku rpynnsl M3menenue (puc. 34):

a.  MoxHO yoarums ¢on pUCyHKA.

b. MoxHO HACTPOUTH pe3Kocmb, APKOCMb U KOHMPACMHOCMb U300-
paxenus (knonka Koppexuus).

C. MoOXXHO U3MEHHUTbH HACLIUJEeHHOCMb Yeéema U nepexpacums u300-
paxenue (kHonka L{Ber).

d. MoxHO 100aBUTh KAKOW-TO Xy00sicecmEeHnblil d¢hghexm.

e.  MOXHO corcamb pucyHox, UsMeHumyb pUcyHoK, T.e. BBIOpaTh BMECTO
HETO0 IPYTOi, a TaKkkKe cOpocuns Bce N3MEHEHUS.

4 ey G, hE)
: a B Adl, CHaTb pUCYHKK
3 Il ] E

5 MsmennTe proyHoK
widl

Yaanute | Koppeeuwa LUEeT XygoxeCTEEHHLIE

GoH - - 3 hEKTE ™ QE CEpoc NapamMeTpoE PUCyHEE ™
MameHeHWe
Puc. 34

4. Ucnionb3yst KHONKY rpynmbl Cmuau pucynkos (puc. 35):
a.  MoxHO BEIOpaTh KPacHBOE 0QopMIeHUe PUCYHKA.
MO3XHO JOOABUTh epaHUYY PUCYHKA.

MoHO 100aBUTh 3¢hhexmbl K PUCYHKY.

ooo

MoxHO npeobpaszosame pucynox 6 obwvexkm SmartArt (KHOTKa
MakeT pUCyHKa).

-— 1 . : L7 rpannua pucyHka ~

d ‘d‘ ; ; ; ; v | i 3O deKTol AN PUCYHKE ¥

> yi MakeT pucyHka v

CTUAW PUCYHKOB ,

Puc. 35

5. Vicnionb3yst KHONIKY Tpynnbl Yropsadouums (puc. 36):
a. MOJKHO onpenesuTh nops0ok 00BEKTOB (TIepeaHNI/3aTHHH TI1aH).
b.  MoxHo 6biposHAmMbG PUCYHKH Ha CTPAHHUIIE TOKYMEHTA.
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C. MoxHO nogepnymsv PUCYHOK.
d.  MOXHO U3MECHUTH 0OMeKaHue PUCYHKA TEKCTOM.

7] Hj 41 Nepemectute enepeg - |5 BuiposHats ~

| HadZa

MonoxeHne CETEKAHME .
- TEKCTOM ™ Et_; OBNacTe BblgeneHUA ik MoBEpHYTE ™

¥nopagodnTe

Puc. 36

6. Vcnonb3yst kaotku rpynnsl Pazmep (puc. 37):

a.  MoxHO 0o6pezamb PUCYHOK.

b.  MoxHo usmenums pazmepsl pUCyHKa Bpy4HYI0. JJIsl 3TOr0 HYXKHO
BBECTH 3HAYCHUsSI BEICOTHI M IIMPUHBI PUCYHKA B COOTBETCTBYIOIME TIOJIS.

¥ ‘: ;1|J Buicota: |1,94 m .
DBpeska — |llupuHa: 3,76 cm &
Pazmep o

Puc. 37
Paboma c o6 ekmom SmartArt
1. BeinenmuTh 00BEKT, MIETKHYB MO0 HEMY JICBOM KHOTIKOW MBIIIIH.

2. [epeliTn Ha KOHTEKCTHYI0 BKJIAAKY Padoma ¢ pucynkamu Smart-
Art (puc. 38).

PaboTa ¢ pUcyHKamu SmartArt

KoHCTpYETOR Papmat

Puc. 38

a. Ha Bxnagke Koncmpyxkmop:

— MOKHO JJOOAaBUTH B cXeMy (UTypbI, MapKepbl, OpraHn30BaTh (GUTYPHI
B cxeMe (rpynna Cozdanue pucyHka),

— MOKHO M3MEHUTH Makem pucynka (rpymmna Makemst),

— MOKHO M3MEHHTH cmuib o6vexma (rpynna Cmuau SmartArt),
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— MOKHO cOpocumsb éce napamempwi 00bekTa (rpynmna Copoc).

b. Ha Bxmanke @opmam:

— MOXHO M3MCHUTH (QHUTYPH B CXeMe (3aMEHUTh OJHY (PUTYpy ApYTOH,
YMEHBIIIUTE/yBEITUIUTH QUTYDY),

— MOXHO H3MEHUTbH CIulb pueypsl (3aJIMBKa, TpaHuIa, 3G dexTor),

— MOXHO W3MEHHUTh cmuib mekcma BHyTpH Qurypsl (rpymma CTmn
WordArt),

— MOHO ynopsa0ouums QUIypbl ¥ U3MEHUTH UX pa3Mep BPYUHYIO.

Jlig penakTUpOBaHUs TEKCTa BHYTPU CXEMbI MOXKHO!

a. oToOpa3uTh 00JIACTh TEKCTa, HaxkaB KHONKY O6JacTh TeKcTa B
rpynne Coszoanue pucynka Ha BkiIaake Koncmpykmop KOHTEKCTHOM BKIIAJKU
PaGora ¢ pucynkamu SmartArt, u oTpesakTHpoBaTh TEKCT Kak CIHCOK B
JaHHO# obacTu (puc. 39)

b. nm wenxkHymo 6 HysrcHOU ucype cXeMBbI U OTPEIAKTUPOBATH TEKCT.

Beegute TekcT b

.|
® [Tekcr]

® [TekcT]

Puc. 39

Pa6oma c 6onbwumu GoKyMeHmamu

KornoHku

1. BelgenuThb TEKCT, KOTOPBIH HY>KHO IPeoOpa3oBaTh B KOJOHKH.
2. IlepeiiT Ha BKiIaaKy Pa3meTka cTpaHMIbI.

3. Haxatp kxHOomKy KoJsIOHKH U BBIOpaTh KoMaHnay /Ipyzue ko-
JIOHKU.
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4. B mnosBusmemcsi okHe (puc. 40) BbIOpaTh Hy)XHBIE MapamMeTpbl U
HaxxaTs OK.

[ KonoHku - ” &lﬂ‘

Tun

Oana Oee Tpu Cnesa Cnpaea
]
|| Yucno konoHok: |1 z PaspenvTens
LLMpMHa 1 NPOMEKYTOK Ofipazew 1
|
HOMEP:  WMPWHE: MPOMEXYTOK:

: 14,3 5 : |
] ' '
]

KONOHKK 0AWHAKOBO0R WMPKHHE!

N MpumeriTe: |k BoineneHHomy TekeTy E Hosas KonoHka

[ 0K l [ OTMeHa N

Puc. 40

Peoaxkmupoeanue kononok

1. YcTaHoBUTH Kypcop B TO MECTO, II€ Hy>)KHO Ha4aTh HOBYIO KOJIOHKY.
2. [epetitn Ha BKiIaAKy Pa3zmMeTka cTpaHuIbl.

3. Haxars kuotnky Paspwient v BoiOpath Kononka (puc. 41).

',::: PazphiEsl ™ H ﬁ}lﬁ 'Im

PaspbiBbl CTPaHML,

OTc

CTpanvua
BriBGop TOYKW, B KOTOPOM 3aKAHYMBAETCA O4HA CTPAHWMLE
W HaYMHEETCA CNegyolan cTpaHuua,

Kononka

YKA3BIEAET, YTO TEKCT, C1edy0IMiA 33 PAa3pEIBOM KONOHEW,
BYAET NepeHeceH B Ha4ano CNegyoLei KoNoHKH,

OETekaHwe TEKCTOM
OBTekaHWe TEKCTA BOKPYr 05 BEKTOE Ha BeB-CTpaHuLaX.

Puc. 41
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CHocku

1. YcTaHOBUTE KYpCop B TO MECTO TEKCTa, KOTOPBIN OIKEH OBITh OT-
MeYeH CHMBOJIOM CHOCKH.
2. lepetitu Ha BKIaAKy CChLIKH.

3. Haxxats kHONIKY BeTaBUTH CHOCKY B rpynne Cnocku.

4. B obyacTi CHOCOK — 00JIacTh BHU3Y CTPaHUIIBI, OTAEIEHHAst TOPU30H-
TaJIbHOH 4epTOH — BBECTH TEKCT CHOCKH.

5. IlepeiiT B 00671aCTH OCHOBHOTO TEKCTA.

OeznasneHue

Jlyist Toro 4To0OBI TEKCTOBBIN PEIAKTOP aBTOMATHYCCKH CO3/aJl OTJIaBlie-
HUEC B AJOKYMCHTEC, BCC 3aroJIOBKU B HEM JOJIKHBI 6bIT]) OT(l)OpMaTI/IPOBaHLI
oIpezieJIeHHBIM 00pa30M: K HUM JOJDKHBI OBITh IPUMEHEHBI CTHJIH.

1. BeienuTs 3arojioBoK.

2. Ha Bknmanke I'maBHasi B rpynne Cmuiu BHIOpAaTh CTHIIB 3arojIOBKa
HYKHOTO YpOBHS (pHc. 42).

Aab0Bel AaboBel AabbtBelz AabéBelz AabiBe. |_ ‘%

f3aronog.. T3aronos. 3aronogo.. 3Jaronogo.. 13aronog.. ;JM?-"EH”T'D
CTHAK ™
CTinu I

Puc. 42

1. YcraHOBUTH KypCOp B MCCTC BCTAaBKHU OTJIABJICHUS.

4. B otkpbiBuieMcs: okHe (puc. 43) BbIOpaTh HY)XHBIH THII OTJIABJICHHUS,

2. lepetit Ha BKiIAAKy CCBLIKH.

3. Haxarp kHOnKy OrJiaBiieHue rpynnsl Oz2nagnenue M BbI-

Opatb myHKT OrJiaBjieHHe...

ero gopmar, Buj 3amoHuTeNs 1 Haxath OK.
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e

T — | — @ ™
OrnasneHue uﬂ
- -— N ey e e -
Yxazatens | CrMCoK NNKDCTPaLMA I Tabnmua cosinok |
Ofpazew NeYaTHOro AOKYMEHTS Obpazeu eef-nokyMeHTa
36200060K 1.uuceeeeeerenne I Jazoaosox 1 o
L1 Cmuasl 4
Saromoeoe 2
Cromme?
3aromoEok 3
Crmas3
MoKa3aTe HOMEPS CTPEHMLL THNERCCLINKKY BMECTO HOMEPOE CTPaHML
HoMepa CTPEHML, No MPaBoMy Kpato
JEMNOAHUTENE: | vviee EI
H
Obme
DopHaTel: | M3 wabnoHa IEI
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o) Come

Puc. 43
Mod2omoeka OoKyMeHma K nedyamu u ne4yamsb

lpoeepka npasonucaHusi

Ilepeiitu Ha Bkiaaxy PenensupoBanue

Haxatp kHOonKy IlpaBonucanue w B rpynne IlIpasonucanue.

B nosiBuBmemcst okne (puc. 44) nporpamMma ykaxetr Ha opdorpadude-
CKHe, MyHKTYallMOHHBIE W CTHIMCTHYECKHE OMINOKH, HalileHHbIE B TEK-
cre. CuctemMa MpeIoKNUT 3aMEHNUTHh HETPaBIIIBHOE HAIMCAHWE CIIOB Ha
npaBwibHOe. Ecnu ommOky Her, a mporpamMMa ee BBIIAET, IPOBEPKY
MoxkHO IIpomyeruTh. YacTo ncnonb3yemble T€pMUHBI MOXHO JoOa-
BHUTB B CJIOBAph.
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Mpasonucanue: pycckyi . @Ig

| HeT B cnogape:
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HAskIK CnoBapA: | pyockMiA |Z| ]
TpamMMaTHKa |
MapameTpbl... BepHyTb [ OTMeHa ] N
= =
Puc. 44
Hymepayusi cmparuy,
1. Ilepeiitu Ha BkIaaky BeraBka.
L
2. Haxarp kHoniky Homep cTpaHunbI B rpynne Konoumumyinol.

3. BeiOpatb pacnonoxeHue Homepa.
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Neyamb

1. Ilepeiitn Ha BkIanky Paii.
2. Beibpate xomanny Ileyats.
3. YCTaHOBHUTHh BCE HY)KHBIC IapaMeTpbl B IIOSBUBILEHCS o0O0JacTH

Mevats
Mpuntep D
.7 Samsung ML-1860 Series =
loToED
CeolicTea npuHTEpa
Hacrpoiika
Haneuarats Bce CTPaHWLbI -
Haneuarate BECE AOKYMEHT
CrpaHuub: [ '{j)

% OAHOCTOPOHHAR NEYHETh
| -
MeyaTaTs ToONBKO HA OAHOA CTOPOHE AMCTE

Pasuﬁpa'rb no Konuam -

123 123 123

By
KHU#HaR OpWEHTALNA !

O S
148 cmx 2l cm

HECI'FIEI."IEEEMI:IE nona "
o
1 CTPaHNUE HE NCTe -

[MapameTprl cTpaHULbL

Puc. 45
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17.
18.

Bonpocbl ana camokoHTpons

st gero HyxHa porpamma MS Word?

Kax 3anycruts nporpammy MS Word?

Kax co31aTh TeKCTOBBIH TOKYMEHT?

Kax coxpaHUTbh TEKCTOBBIiI JOKYMEHT I10]] HOBBIM UMEHEM?

Kakum 06pa3oM MOXKHO BBIICITHTH a03all TEKCTa C HOMOIIBIO MBIIIN?
Kax u3MeHHUTh mapaMeTpsl mpudTa B TOKyMeHTE?

Kax BCTaBUTB MyCTYIO CTPAHULLY B JOKYMEHT?

Kax BCTaBUTh PHCYHOK B JOKYMEHT?

Kak nu3smeHntn 3aJIUBKY SYCCK B Ta6J'II/II_IC?

. Kax pabotats ¢ o0pexTOM SmartArt?
. Kak usmMeHuTh BUIl Mapkepa B MAPKMPOBAHHOM CIIUCKe?

. Kakum 06pazom MOKHO MepeMenaThCcsi MEXy YPOBHSIMU B MHOTO-

YPOBHEBBIX CIIHUCKaX?

Kak 00be1uHUTh sTueiiku B TaOIHIE?

Kak no6aBHUTE TEHb K N300paKeHHIO?

Kak pa3mMecTuTh TEKCT B TPH KOJIOHKH?

Kak co3nath ornaBieHue B JOKYMEHTE?

Kak npoBeputh npaBoucanue B JOKyMeHTEe?

Kak pacredaraTs JOKyMeHT?
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Muxaiinosa I'asinna BanepbeBHa

Co3nanue u ogpopMmiieHre JOKYMEHTALUA
¢ noMoumbI0 nporpammbl Microsoft Word 2010

Kpartkoe pyxkoBoaACTBO moJIb30BaTeIs

Cepus «OcHoBbl UKT — neparory»
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®opmat 60%84/16. Fapuurypa «Times New Roman»
HudpoBas neuarsp. Ieq. a. 3
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