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BBenenne

JlaHHBIE METOJWYECKHE YKa3aHUSA IPEAHA3HAYEHBI IS
BBINIOJIHEHUST ~ J1abopaTopHO  pabOTBI MO  CO3JAHHIO
KOMIUIEKCHBIX JIOKYMEHTOB B CpeIEe TEKCTOBOTO peIaKTopa
Microsoft Word 2013. Microsoft Word 2013 wumeer psn
NPEUMYILECTB, 10 CPABHEHHIO C MpebIAyIMHU Bepcusimu. Kak
M B MpPEIbIAyIIMX, B HOBOHM BEPCHM COXPAaHEH IPHUHLIMI
OpraHu3aluM HHTepdelica: B TIIaBHONH OQHUCHON mporpamme
HCTIONB3YETCSl TMPHHIMI CIIUCKA KOHTEKCTHBIX (BO3ZHHKAIOLIMX
10 Mepe HEOOXOAUMOCTH) DYHKIHUH.



1. Iean 1abopaTopHoii paGoThl

L{enbio paboOTHI ABIAETCA U3YYSHHE U OCBOEHUE OCHOBHBIX
Bo3MmoxkHocTel Microsoft Word 2013 st co3nanus
KOMIUIEKCHBIX JJOKYMEHTOB.

2. 3apgaHus K BBINOJHEHHIO Ja0opaTopHO#
paboThI '
Co3naTh cornacoBaHHbIE C PENOAaBaTeIeM KOMIUIEKCHBIE
JOKYMEHTBI, B KOTOPBIX JOJDKHBI OBITh pEaTM30BaHbI
HIDKENIEPEUHCIIEHHBIE BO3MOXHOCTH Microsoft Word 2013:

— Co3gaHue ¥ COXpaHEHHE JOKYMEHTOB

— OCHOBBI peJaKTHPOBaHUA JOKYMEHTa

— ®opMaTHpOBaHHE TEKCTa

— Cosnanue GopMyn CIOXKHOU CTPYKTYPHI

— Cospanue u GopMaTHpOBaHUE CTPYKTYPHI TabIHIl K
HX COJIEP)XHMOTO

— BcraBka pucyHKOB

— Pabora ¢ fuarpaMmamu

— Co3panue 610k-cxem

— Cas3bIBaHME U BHEPEHHE OOBEKTOB

— Pa3mertka u opopmiaeHHe CTpaHHALIBI

—  Oprazunzauus THIIEPCCHUIOK B TOKYMEHTE
— Co3gaHue MHOIOYPOBHEBOI'O OITIaBJIICHHSA
—  3amuTa JOKyMEHTa.

— IloaroroBka JOKYMEHTa K II€4aTH



3. IMoaroroBka K paboTte

Jlnst BeinonHeHus: 1abopaTopHO#H paboThl cieayer
03HAKOMHTECS C IPUMEPAMH JECHCTBUM IJI BHITIOJTHEHHUS
HEKOTOPBIX 3aIaHUii, paCCMOTPEHHBIMHU B pasjene 4.

4. TIpumepsl AelcTBHI A1 BLINOJITHEHHUSA
HEKOTOPbIX 3aJaHUi

4.1.Co3naHKe ¥ COXpaHEHHUE JIOKyMEHTa

ITocne otkpsiTust Microsoft Word 2013 cieayert Bribpats
HY>XHbIH 1a0I0H JOKyMEHTA.
Coznare: Paiin ->Co3nats.

>00630p-> (BIOOp HIMEHM JOKYMEHTA B MECTO €TI0
pa3meruenus). Ui BeIGopa MecTa pa3MELIEHHS MOXKHO
BKJIIOYHTH CTPYKTYPHOE JIEPEBO B CTPOKE «IIATIKA».

TIOSIBUBILIEMCS] OKHE BBHIOpaTh HY)KHBIN JJOKYMEHT)



Zeveguaenat - 004 ¥ -

Co3aats

Brienuts ¢pparMeHT TeKCTa C MOMOIIBIO MBIIIH WIH
Shift+(cTpenku BpaBo-BIEBO Il CIIOBA H CTPEJIKU BBEPX-BHH3
JuIsi cTpoK) —> CoXpaHHUTh BBIACICHHEIH pparMeHT B Oydepe
(Ctrl+C) wmm ¢ momMonIpio NpaBoi KHOIKHA MBILITH
«KOIUPOBATHY») —> Y CTaHOBUTH KypCOp B TO MECTO DKpaHa,
KyJla Hy’>KHO BCTaBUTh ()parmMeHT — CKONMUPOBATH ()parMeHT M3
oydepa (Ctrl+V)unm npu noMoIIM IpaBO# KHOIKH MBIIIH
«ITapameTpEl BCTaBKH->BCTABHTH))

Ilepenoc:

BrigenuTs @parMeHT TeKCTa C MOMOIIBIO MBIIIH HIIH
Shift-H(cTpenku BnpaBo-BIEBO IS CIIOBA U CTPEJIKM BBEPX-BHHU3
s cTpok) — CoXpaHHUTH BBIICICHHBIN dparmeHT B Oydepe u
ymanuts U3 Texcta(Shift+Delete (Ctrl+X) wmu ¢ moMompio
NpaBoOH KHOIKHM MBIIIH «BBIPE3aTh») — Y CTAHOBUTH KypCOp B TO
MECTO 3KpaHa, Ky/Jia Hy)XHO BCTaBUTh CKOIIMPOBaHHbII B Oydep




dparment —>BceraButs pparment us 6ydepa (Ctrl+V) wiu npu
MIOMOLIY TIpaBo# KHONKM MbIH «[TapamMeTps! BcTaBku->
BCTaBUTHY)

Beigenuth GparMeHT TEKCTa C MOMOIIBIO MBILIH HITH
Shift-+H(cTpenky BpaBo-BJIEBO [UTsi CJI0OBA U CTPEJIKH BBEPX-BHU3
Juig cTpoK) —>Y nanute ¢parmeHT u3 Tekcta (Delete)

Ilouck: I'naBHas —>PepakTupoBanne —> H,Ha‘" >
PacmmpenHsli nouck->(B 1uanoros OKHE BBECTH HCKOMBIH
cUMBOJI/ciIoBO) —> Haiitu nanee

Shcomsch Kim: B o ins st Gy - W6t LI B
fORRETAIPONN MRt N OOt G

o §
E b s 3 PTORE .
ST me e D Da T WA E € aten At AMBSB Aaleilte AdhiDa dosits Adf;' i

v & S e & y " e

R

e Bt man.. St

3amena: ['naBHas —>PeaakTHpOBaHUE —> M Haiir ° £
PacumpeHHEIH nouck-> 3ameHuTs —>(B AMasoroBoM OKHe
BBECTU CHMBOJI/CIIOBO KOTOPOE Ha/l0 3aMEHUTH ¥ BBECTH
CHUMBOJI/CJIOBO Ha YTO HAJO0 3aMECHHUTH) —> 3aMEHUTH/3aMEHHUTh

BC€C.



PABOTA € PULNHSAIA

PRCORAKY PEUEHEMPORAHUE B4 ADURAT Bxog g .

i
1

Ilepexon: I'naBnas —> PegaktupoBanue —> ” ””‘“O >
Pacumpennsiit nouck ->Ilepeiitu — (BBecTu B mone HoMep
CTPaHMIIbl, CTPOKH WU pa3/ieNia Ky/ia Hy>KHO IEepEeHTH)

PEUEH3WUPOEAHIE B Brog | \j

| Halirn i 3ameris

|| et [ damersmn | Depeia |

O6nexT nepexnga: BEeaute HoMeED CTPANMUEL

DATKEHUR MCMOABIYITE ZHAKY + 11— Tipupep: +4 ooTBeTCTEYET
2PEXTAY BNEPEA HE HETHDE @

______________________ Ecmm cnoBo
NIOJI4EPKHYTO KPACHOH BOJIHUCTOM JIMHUEH, 3HAUUT €CTh
BEPOSITHOCTD, YTO B HEM JIONYLICHA TpaMMaTHYeCKas OMUOKa.
Eciu cuHe# BOMHMCTOM THHHUEH — TO ommbKa
oporpaduueckas. Haxxas npaBoii KHOTIKOHM MBIILIN Ha 3TO
CJIOBO, MOXKHO YBUJETh OIIHOKY U
npeAiaraeMbpleuCIIpaBiIeHHbIC BapuaHTEL [1py xenanuy MOXHO
BBIOpATh NOAXOANIMIA BapHaHT WM HaxaTh «IIpomycTuTs BCey.
CnenyeTr mOMHUTB, YTO JaHHOE 0O03HAYCHUE BOZMOXKHBIX



omuOOK JEHCTBUTENBHO TOIBKO B 3JIEKTPOHHOM BHJIE, TO €CTh
1npu nevaru ourndku He 6yryT oToOpaxarses.

4.3. ®opMaTUpOBaHUE TEKCTA

I'nmaBuas ->
ga 2 5 4
S e e Ak e e 5 E e R

T BAATS S TORCTS C OO R
SRS NS WURBO 5 S HOS I CTHCIN BIP B

(Bbigenuts ¢pparMeHT TekcTa) ->

Maxyuasn T.I. Microsoft Word 2013: Meroauseckne
yxasanus. —M.: MHHT, 2014. — 49«

OBOTO P
2013. 113 BeinonHeH s TaHHH K J
TPHBAKOTCA COOTE

(Beibpats mpudr / Pazmep mpudra /Liser noanoxku/ Lser
tekcra / Hauepranue
[7K - nony>xwupHsiii, K-kypeus, 4 — NOMEPKHY THIN M T.II. ])

‘@ e 5 0 WpudpT PasMep WPHPTE  on Word 2013 docx Pensms o
SANN BCTABKA ﬁ‘ AWH wMETv\A CTPAHMLIB CCHIAKA PACCHIIKIA PEY
™ TimesNewf~[12 1A & o izl EE R
| 8c73:m fiid &y, . = Mo
| s Dopaar no ofipasuy et ’ AK $* L
Bydep obuena 5 5

paso;
mecto U&W—T nognoxku  Liser wpwd)ra
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- ——

I'naBnas —>(Bsiaenuts ¢parmenT Tekcra) —>A63an (B
MEHIO 110 IIENYKY NPaBoil KHONIKH MBI ) —>HTepBa MEKIy
CTpoKaMH —> (BBIOpaTh HY>KHbI HHTEpPBaJ)

[+ T~ B Hedoo: - Ward
[AABHAR . BCTABKA  AM3AVH  PABMETKA CTPAHMIM  COMAKIA  PACCHAKW  PELFH3VPGRAHME  BW2
X % Vosrra ¢ o & i = Y
i o ) CalibriOcne - 11 -IA A Aa- fi Aa5BRsTr, AaS63srr,
Emj‘n o Sopidatina g KK M -aex w H-W-o4 - 3 - 1 OBsousesi’ § bes sre..
Eyipen ofasens tipagr
13
b5 3

F Yaamre wiveps

.,
4.4. Co3pnanue GopMyIl CIIOKHOH CTPYKTYPHI
Bceraska —>
ZEBARH  PASMETKA CTRAHALY PELENTAPORSHIAE - ;V
] E " Bepemi nancummia - ‘: o
Tpsioksmm ‘:;, Codid Planaiiarie L} Haamit peazommuyn v B . e

ks~

fipssinag
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CumBonbl —>YpaBaenne—> (BriOpats mabion opmyiisi)->

L N : .
UEH3UPOBAHWE  BWA Bxoa

| Bepsrnii koaoHmryn - ; Q
| Huskmii konoHTHTYA * - B e
i Texcrosoe Cumponnt
| Homep crpanmue ~ nonev o[-
Konormuryne Texcr

i Borpoesonads

| bunow Hutotona

(x+a)*= Z (:‘)x“a""’
=}

’ Knagparsoe ypansenne
—b+Vb? - dac

i 2a

| Minouwsage wpyra

A=nr?

PAINOMEHNES CYRDE

nx nin—1)x2
| (1+x)"=1+i+_2!—'+

H Z‘Lg Jonoruureneme ypasseswes ¢ calita Office.com §

TL  Berasurs nosor ypasuenme

L §

12



&!ﬂ BCTAaBKH CHMBOJIOB B QOEM!JI!:

CumBon—>
7T B - &
Bxun!
A -
=M - © °
r
5 + # « »
¥ x % noa
S R GO ¢ SRR T ]

£2 Jpyrse cnmsonsn.

(Buibpath rpedeckue OyKBbI, CHMBOJIBI M T.11.) —> Jlpyrue
CUMBOJIBI.

aete? - ook

UEH3MPOBAHME Bid Broa

fm— & ) Bepmit ronoutTyA 7T Ypaenenne -

L"a - = (2] Hinkmmit konosmaryn €3 Cumeon~

Buacowuz  Cowinem [pmseuanse Texcrosoe |

Mvephers (2] Howep crparmys: - naner =7 L

e Zi Figw ¢ y 7671:: Cuunons

| T G TR RS Y
Wowor iobwmiiverey [y] Hasop: aewexue e =
n|a B8 k|7 |0 8|26 |ale]¢|T]<]e]|O)56] e|ne "
® ™ Qle|d|[%|4|%|%|%|%|%|%|%|7%|%|%|%A
% Y2 o €[22V ATIR[A N[ 1] |A[T|3
-/ [vl=[c]nls]=]2]2]<]|2]a]-][]] @@

Panee
‘e|e]¥[o]*[~[2]#[s|2]+[x[~[u]a]B[r]als]

Winms [OMMK0 2
Euro Sign

[Aerosanera,. |

Koa swaxa: [204C

%WWJ Coueranue kiasnw: Alt+Ctri«€

g

us koA fweern.)

13




Yrto0b1 N3MEHUTH pa3Mep Gopmyabi:

['naBuas —>(Bsiaenuts Gopmyiy) —>(Bsibparts pazmep
uipudra). (CM. peABIAYIIHE TyHKTHI)

BceraBka — CumBossl —> YpaBHeHue—> BceTaBuTh HOBOE
ypaBHEHUE.

B noxymenre nosisurcst «Mecto juist popMyby, HaxkaB Ha
KOTOpO€ MOXKHO YBHJIETh HOBYIO BKIaAKy «KoHCTpyKTOpY, e
MOXHO BBIOpaTh HY>XHBIH 11abnoH GopMyITbI

. PAEGTA { YPARHEHAMIA ? M - &
PACCBIAKK PELIEHINP OBAHVE BAA KOHCTPYRTOP Oxoa |
X P S Y X & \ 28 H A i
&d A b s 1341 i &
y € VX j-.‘ 2 {()) swe 19 | Jam A [N

Apots Mugenc Paguran Murerpan Kppnueid Crofes @yraups Dsxputiviecrne lpeaean Cnap

arop Marpiuia
oneparopt  * - PR norapnge e - .

Cipyniyie

14



Bribepem [lpo6s —> IlpocTas npobs

PABOTA T YPABHEHIS MM
PELLEH3WPOBAHWE Emg KOHCTPYKTOP
X nrc X i P ox .
e [, 2 Owme g o
Mugexe Paguan Wrrerpan Kpynmedd CroGee Synkums Auakpurniseckne  Npegen n
v Y v . cneparopv v X IHEKK norapugm

i

Dbsunan npacran jpofis
dy Ly dy Gy
dx Ax dx &x
4
2

BmecTo BepxHero kBajpara BIIMIIEM a, BMECTO HHXHETO b)

a E

| ol

a
B utore nonyuunacek (bopMyna:-l;

15



4.5. Co3panue 1 popMaTUpOBaHHE CTPYKTYPhI TaOIULL
U UX COAEPMUMOI0

BcraBka —> Tabnuua —> BeraButh Tabnuiy —>

&

HAR BCTABKA AV3AIAH PASMETK,

QAN FAABHAR BOTABKA

Pm:ymm Wsobpaxenus Gu

s
£ Turynenas crpanmua us VintepHera

3 Nyeraa crpanmya

¥ Sl i Sk 2

S absmuya P

% Paspris CrpaHuys! 4 oo
Crpaaﬁuu Tagnniipt ; DDBDF

Bcraska Tabanys ”

/]

Pazmep Tabamus
Hucno crontyoe: . o
Yncno crpok: i
& Aecikiinin ; Berasurs Tabanuy..

O N6 coneratmton : ;s | {?’g Hapucorars rabanuy

7} ND WHPKMHE DKHA

i Mo yMOoAYaHWI0 478 HOBEIX Ta6AML

(Loox ] [ omena | B2

(Bb16path uncIO CTPOK M CTOJNONOB, LIMPHHY CTOJIOIOB)
Yrobbl 106aBUTh TabIHIy COOCTBEHHOPYYHO, HYXKHO:

BcraBka -> Tabnuna -> (Hapucosats Tabnuiy) u
n300pa3uTh HyXHYyI0 Bam Tabnuiy.

16



Eciu ycraHoBuTb (uiar Ha MyHKTe «ABTONOI00P IIHMPHHbBI
cTOJIOIOBY» U BHIOPATh HYXXHBIH PeXXUM 11oA00pa, TO MKMPHUHA
CTONOLOB OyAeT aBTOMaTHYECKH PACIIUPATHCS HIIH CYXKaThCS
npu Habope TekcTa.

( Ha nmneiike cBepXy MOXKHO U3MEHSTH LIUPUHY CTOJIOLOB
BPYYHYIO).

Yr10o0BI 0TOOPA3HTD JTHHEHKY, HYXHO BBIIIOJHHTD
CIeXYIOLIUE ACHCTBHSA: ‘

Buy -> JIuneiika (MoCTaBUTh rajouKy)

}19‘&)/.40‘.:"') - Wasd FARCIA C TAEABLISMGE FALCTR CYFA DO DIAK
CI3BKA DAIAFH PASMETEA CTPAHMUN CCHKA PACCHINKE PEUS-GUPORAME B KOHCTRYRTOP MAKET KOHCTRYRTOP
. Aas6BarT, o AQD! astsper acsse
TBexsome. 35 o Husswe Tigmarss  Castios
ey
e 3ge
£ 3 £ 3 4 E 3 % i I

_=b + VD~ qae
2a

Ilocne menuka mo Tabnmiie, BBEPXY MOSBISETCS HOBBIH
pazzuen «Pabota ¢ Tabmunammu». B HEM ecTb paszen
«Kouctpykrop» u «Maker».

T TEAKTAL fEASHERIN
RARKET KOHCTRIRTSP

20t AQD! serseer aososer: i

ronosc..  Hessmme Doapson. Cmaer.

Hovgreand - Word

PACCHAKI

PRATH  PAZMETIA CTRAHMUL

PELFHIVPORAHME ea

B pasﬁeﬁe .K(SHCTpI}IKi‘OIS) MOXHO Bi:lspa'i“b CTHIIb TaGIIHILBL.

:

foepes

BUTAGRA  /pEAe  FABETEM CTRAVEEIN

T

PACCHANR  PRUEMBAEURAMSR

17



B pasnene «MakeT» MOXHO, HallpUMep, 00bEAMHUTE WK
'pasgenuTh suerku. J{is 9Toro cnenyer BhIACIUTD SYCHKH B
TabnuIe, a 3aTEM BBIIOJIHUTH KOMaH/IbL:

Maket —> O0bequanTh (W —> Pa3nenurs)

Sopsad « ok

WA Al AR IR TRAIRS

COMARM  PRLINSOH PRI

5 RS SO

Tekcr B sueiikax MoxHO popmaruporats. HaGpas Tekct B
SYEHKEe M BBIJICIUB €r0, MOXKHO, HallpUMep, U3MEHHUTH €ro

HalpaBJICHUE:
Maker —>HanpasneHue Tekcra

= 7.’\.:»:;& (' T
PACCEUIKM  PELEHIWPOBAHME  BAA  KOHCTRYKTOP

A

fasesoune 4

«n
e puedizg % |JILIBem

ATAEANTE AMEAKH oo 997 cn i A ik Mpeopasosars 8 Texcy
aspemaTe Tabanuy s Antonoatiop * ;B“_.“ AMEHKN i ;‘k Bepmyna
Obvesunerng Pasuss sueibm agnnsarge Lamnpie

4 "v & z U it L B Hanpasnenne ¥excna »

' 4.6. BcTraBka puCyHKOB

Vka3aB B JOKyMEHTE MECTO BCTABKH, BBIIIOJIHUTh
KOMAaHJIbl:

Beraska —> Mnroctpanuu —> Pucynku —>(B quanorosom
okHe BbIOpaTh (aiin.)

W3menenue pa3smepa OCyIECTBISAETCA PaCTAIMBAHUEM 33
Kpai.

18



BOTABKA ABARH PAMETEA (TPAHULUS CCHakH PACCHIAKA PELEHIAPDBAHME B

........... N y
: i A ﬁSmnm B Marazan ::%\, @3

B : B Doarpaa 4 .

Tabris MisoBpawenis Duryps B Mo npnosenus «  BhAso s Cowmn {ipw
- o tepnera - e Crmsaogy Wnvepners

Tatrsom Wasooipags Fipuaositnss ByanTHMELS fipss

3 - b 1 2 3 4 Y. 6 : ¥ 5 W

B 3cvaea pecymes
@w{:;vig» « itsofpa.. » Obpasuss wsobpaxenmii il
3 ¥nopagodirs w Hopss nans

Bubnuovexa “Usobpaxerun”®
Opanye swsobpawennit

-
L Microsoft word i Ynopagowrs  Danks *

Meak.jpg Toaenanelipg

Munresmujpg

v [Bee pucynon Cemt oo+ |

L[€nknyB Ha pUCYHOK, BHIOpaTh BKIIaAKy Dopmar u
W3MEHHUTH KapTHHKY.

- e R Fowaeents - @
5 30

4.7. Pabora ¢ quarpaMMaMu
BonbIMHCTBO UarpaMM CTPOUTCS B IPSIMOYI'OJIbHOM

cucreMe koopauHar. [1o ropuszonransnoii ocu X
OTKJIAABIBAIOTCS 3HAYECHUS HE3aBUCUMON NEpEMEHHOMN

19



(aprymenra). Ilo BepTuKaibHOI ocH Y OTKJIA[IbIBAIOTCS
3HAYEHUS 3aBUCUMOM 1iepeMeHHo# (pyHKimn).

HexoTtopseie THITBI JHarpamm:

e Kpyrosas

Cronbuaras (ructorpamMmma)
Spycnas (rucrorpamma)
Jluneiinas (rpadux)
O6nactnas (quarpamma iomazei) (rubpuz
APYCHOM M JIMHEHHOM)

(IlenkHyTh MBILIKO# 110 MECTY B JJOKYMEHTE, Ky/1a HYXHO
BCTaBUTh JUarpammy)
Beraska —> Wiimoctpanuu —> Jluarpamma

Aoxyrresad - Word
BCTAREA AM3AAH PAIMETKA CTPAHWLIBI CCBIAKKA PACCBINKK PELLEH3WPUBAHME

— s R e 3 A I xxan pe
s L8 i si3h oagat il Marazin 4; £
e EEE 1 Qnarparsa :
TaGamua  Pucymen MzoBpaxenns Durypu s " M Mow npuroweinag Buaeo w3 ABLTEN
. ui Mwreprera v s LHMMOK WMnrephers :
Fadanuys Pinnsmorpaupss Aprinoxoims Mynurumegng
3 i E 8 i8 : 3

Boramsare auarpamney

(Buibpath T Hanbosiee noaxoAsilei JuarpaMMmsi)

20



3 PABOT
AVBARH PASMETEA CTPAHMUbB! CChKM PACCHIAKM PELEH3UPOBARME 12718
Pl 5 LA, sex ¥
[;:1 B " & Marazun ‘_g & 1 7
4 Avarparsa : e
Pucyricn WacBpaxwenus Surypes i . Buaeows Comumn [Mpumesamme
,: N o T

Kpryrosan
Thewesiaran
T abnscranan
Toussras

Sepwesan

o

i3
flenecrxopan

Koubsmpoeannas

PEAREERSH O]

e s Ty

Haxats OK. IIpu 5TOM B 1OKyMeHT€e NOSBUTCA IpaduK co
CTaHJapTHBIMHU 3HAYEHHUSMH, a CBEPXY OTKPOETCSI OKHO
nporpammsl Excel, B KOTOpoM Hy»HO U3MEHUTH 3HaueHUsIX U Y
JUIs Halllel JHarpaMMBsl.

21



- Word FABOTA C QHATPAMBMANN
CTPAHWUL B CChIAKA PACCHAKA PELEH3MPOBAHME BnA KOHCTRYKTOP © @OPMAT

it B & & Ei Anarparna & Microsoft Word X
E _ F . H I =

i 3

iLE

HazgaHue ANSTPaMMbi

. ANE llﬁ ]

Kaveropys 1 Kateropss 2 Kareropms 3 Karercpas 4

WPaz 1 ®Panl @Paa3

S | Tl B The Y

[Tocne BBOJa HY>KHBIX 3HaYEHHUH HYXHO IIPOCTO 3aKPHITh
okHo Excel. UTo0b1 n3mMeHUTH 3Ha4eHUs X WM Y, HYXKHO
LIEJIKHYTh Ha KHONKY «VI3MEHUTH JaHHBIE», U1 BO3BPAILICHUS
okHa Excel u u3MeHeHus1 3HaUeHUH.

kma et s e
TABKS ABAIR PASMETKA CTPAHMUE Lo PACCHAKM PELEMIUPOBARUE BMA KOHCTPYKTOP | BOFMAT

R T dwei il 238 2 0

ubers - Avarpann
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Ecnu ménknyTs no rpaduky (auarpamme), BBEpXy
nosBJIAeTCS HOBBIN paszaen «Pabora ¢ tuarpammammny. B HéEM
ecTb pasaensl «KoHcTpykTop»,  «Popmary.

JlaHHBIE, U3MEHHUTh Ha3BaHUS OCEH, MOAIMCH JaHHBIX, C/IEIaTh
CETKYy.

CTHJIb HAYEPTaHUS CHMBOJIOB.

4.8. Co3ganue 610K-cxem
BcraBka — ®@urypsl —> (Bsibpats durypy)

BB % O:
FAABHAA BCTABKA A3AAH PASMETKA CTPAHULBI CCRKA PACCHM

9 - — 1 2 ™ S A =

B Tvynenan cparmya =53] £ a ) SmartAn T

[ Nyeras crpamasa et e — 1 Anacpamna

> TaGamga  Pocyhrs Uiobpamerins) 3 rica apHAOKEr

#4 Paspeie crpanmys: i ws Vrrepwera by CHstraor - " ’
Crgataip TabuMus Vg am

S ¥ i 1

o

K> Hosoe nonotio
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Y100BI BBECTH TEKCT B QUIYpY, HAZ0 KIMKHYTH [0 HEH
[PaBOi KHOIKOH MBIIIX U BBIOpATh «100aBHThH TEKCT.

- Word 3 ¢
X Bupessms i
SHKK PACCHINKA - . 13
£  Kenuposare |
ped X ff) flapamerpsl srrascn:

. 2
7Y - ¥ L]
% Ty WordArt % &i!lﬂ s TERCT ‘n
4 5 % :‘.': HauaTe usmeHEHIE VIN0E 3

5 % Ha nepesnnit naan »

L‘J,,C Ha zagrani naas N

& funepcesinea..

l"‘"—“"’“' Bt Borasuts HasBaHME...

Oérexanue TERCTOM »

Hasnaunts Gurypod 00 yMoauamto

2y Gopmar gurype...

I 11 SonocarnTEASHbIE NADANETDEI PATKIETEM. .

@ O Z
Cmne 3anmeva Kowryp
ITpu xeaHUKA MOXHO OT(GOpPMaTHPOBAThH HUTYPY BO
BKiIaake PopmMar,
KOTOpast MOSIBJISICTCS IPH BbIICTICHUH (DUTYPBI.

W

Acxyuses3 - Word ¢

ABKA AVGARK PAAMETFACTOAMMUE  (CHAKV  PACCHAKM  PEUEMSMPOBAHKE  BKMQ
3 A ¢ = . B
‘ ; ) % Flepeveectims sreped (S
7] Bopasaas Teccr - 5 Mapessacrur vazaz -
Menoweme Ofre 258 e
& - . i Ofwcra wvienenns Tho w2
Srse arean pilte =

4.9. CBs3pIBaHUE U BHEAPEHUE OOBEKTOB

Jlins oOMeHa IaHHBIMH MeXAy nporpaMMaMu Microsoft
Office MOKHO BOCITOJIb30BaThCSI TEXHOJIOTHEHN CBA3BIBAHUA U
BHepeHus 00bexTa, HasbiBaeMoi OLE
(ObjectLinkingandEmbedding). OLE no3BosnsieT BCTaBUTh
JIaHHBIE, CO3/IaHHbIE B OJJHOM IMporpamMMme, B (haiibl ApyTroi
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nporpammsel. Hanpumep, MmoxHo BctaBuTh pabounii muct Excel
B fokyMenT Word. ®aiin, u3 kotoporo O6epyrcs JaHHbIe,
Ha3bIBAETCS HCXOAHBIM, a (haiil, B KOTOPBIH OHH BCTABISAIOTCS —
KOHEYHBIM.

B 3aBHCHUMOCTH OT HAJIMYUSL CBSA3U MEKJY HCXOAHBIM U
KOHEYHBIM (paiiiioM BCTaBIEHHbIE OOBEKTHI MOTYT OBITH
CBSI3aHHBIMH WM BHEAPEHHBIMH. B IepBOM ciyyae aHHBIE
XpaHATCA B UCXOQHOM (aiisie, a KOHSUHBIH (aiin coaepKuT
nMib cBefieHus 06 azpece uexoaHoro (aiina. Buenpennsiii xke
00BEKT CTAHOBHUTCS YacThIO KOHEYHOTO (haiiyia ¥ HE 3aBUCHUT OT
M3MEHEHNH ucxoaHoro ¢aiina. CBa3aHHBIN 00BEKT N3MEHSIETCS
TOJILKO TPY U3MEHEHHH UCXOHOTO (aiia. M3menenue xe
BHE/IPEHHOTO 00BEKTa HUKAK HE OTPAXKAETCH HA UCXOAHOM
¢aiine. [locne BHeapenns 00beKTa He TpeOyeTCs HANIMYNE
ucxoaHoro daiina, HO MPH TOM pa3Mep JOKYMEHTa
yBeJIHYUBaeTCs (T.K. JOKYMEHT COJAEPKHUT BHEAPEHHBIH daill, a
He azipec 9Toro (¢aiina, KaK npy CBI3bIBAHUH).

YroOk! cBA3aTh WIH BHEAPHUTH 00bekT B MSWord HyxkHO,
yKa3aB MECTO BCTaBKH B JIOKYMEHTE, BBIIOIHHTD CIEAYIONIHE
JENCTBUA:

Bcraska —> Tekct — OObeKT

—> Ecnu Hy)HO co3aaTh HOBBIH (haiin, BeIGpats «Co3nanue» u
T obbexra (Hanpumep, Jluct Microsoft Office Excel,
nzobpaxenue Adobe Photoshop u npyrue), mocraBurth rajouky
«B Buze 3nauKa»

25



Auarpamma Microsoft Graph
Aoxyuent Microsoft Word
Aoxyment Microsoft Word 97-2003

ft Word ¢ O/t MaKPOCOE
1 Awer Microsoft Excel 97-2003
et Microsoft Excel ¢ Nogaepxxoii Makpocos

et Micrasoft Excel
Mpezentayua Microsoft PowerPoint
PesyaeTar

Beraska HoBOro oBbexTa THAR “Jlucr

Microsoft Excel” & JOKyMENT B BUAR 3HAYKA.

R

Haxarb OK. ITosBUTCS 3HAYOK, CBA3BIBAIOIIMI HAII JJOKYyMEHT
Word ¢ o6sekTom (B nanHom cinyvae Excel). KnuknyB Ha Hero
MBIIIIBIO, MOKHO MPUCTYIHTD K €r0 PeAaKTUPOBAHUIO.

Ecnu xe He cTaBuTh rajiouky «B Bujie 3HauKay, TO B yKa3aHHOE
MECTO BHEJIPUTCSE OOBEKT, KOTOPBIH MOXHO H3MEHATh
HerocpeacTBeHHO B MSWord.

b4 &- <&

FAABHAT  BCTABKA  PASMITXACTRAWAUN  SOPMFAM  JAHIME  FELEDOWPOBAMME B  HAACTPGANM

P 1ar v EE o = 5 Ay SeEcwe -
5 X ey ==l 5 oo :E g7 g ;”i‘m“
. = B vaamars. -
Seranws XK Qi DA EH T o 4 3 Yoowoe  Oupawnporan Cww
prgig®* b A » Sopmaniposeane - va 1By > Avees v B GopueTe
Ioep dmeren itipmg) Hrac i Crean Peesen
AR &

iR We NN s W N




—> Ec/in Hy)KHO CBA3aTh MJIM BHEPUTH CO3/IaHHbII paHee
00beKT, To BeIOpaTh «Cosznanue u3 ¢aiina»

Bcraska obnekTa

Wma dpaiina:

[+ o [ oesep..

{7 Cease ¢ paiaon

[ B enae sHauka
Pesyabrar
n BTaEka copepxuMaoro ykasawuora ¢anaa e
m ADKYMEHT Tak, 4TOBH era MoXHO 6uiao
PEAAKTUPOBATE, UCNOABIYR NPUADKEHME, B
KOTOPOM OH BHIA CO3jaH.
{

[ ok || omena

Haxag «O630p», BoiOpaTh HyXHbII 00beKT.[Ipu HaxaTuu
OK BbiOpanHblil 00BbEKT BHEAPHUTCS B JOKYMEHT. Tak xe, kak u
NpU CO3AaHUU BHEApsieMoro daiisia, MoxHO BbIOpaTh onuuio «B
BH/IC 3HAYKa», YTOObI B yKa3aHHOM MECTC MOSIBMIIACh MKOHKA,
CBSI3BIBAIOILAS JJOKYMEHT C OOBEKTOM.

Ecnun nocraButs ranouky Hanpotus «Cs3b ¢ daitnom», To
NPY U3MEHEHHH COJIep)KaHusl 00beKTa, OHO Oyier
ABTOMATHYECKH MEHSATHCS B HAIIEM JIOKYMEHTE.
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4.10. Pa3meTka u oopMIICHHE CTPAHHIL

Pa30nenne TeKcTa HA HECKOJbLKO KOJOHOK:

8 - dowpsn Nid

AARHAR BCIAZKA AN TIRAH PACCRMA PEUS-EHPORANUE &

3y - G thraness

e eon i Om

nw Gn-n’nm W

o
1 Saccrancens nepenozce - ¥ Cnpaex 2w ! flocne: e

Ty TR AL

(BHI(GJ]HTB q)parmem TEeKCTa) —> Hapameprl CTpaHHULBI —
>Kononku —>(BpIOpaTh 4HCI0 KOJTOHOK)

[ T €y ¢
TAABHAR  BCTABKA  MBAMH  PASMETKA CTPAHWLIEI

= Paspiises - Oreryn
1) Homepa crpok - = Cnesa: {5
(

# Paccranoexs nepenocos ©  E6 Cnpasa:

lena Opuemauun Paznsey

Napa : &

Tpu
Cnesa

Cnpasa

| ZE  [pyrve KOAOHKH..,

B wtore [I0JIYYUM IBE KOJIOHKH C TEKCTOM
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Bceraska —> Kononruryinst —> Bepxuuii / Huoxaumi
KONoHTHTY —>(BBIOpaTh BUA KOJOHTHTYIA) —>
—> VI3MeHHUTH BEepXHUH/HIKHUH KOJIOHTUTYJI

gnrentd - Word P O . &
PELEHIMPOBAMVE  BIAJ Broa
I"“"‘: 2 i | [} Beprmit konowrarys iy, 7 Ypasnenne -
& L..g " — A 5
& L Hieniit keaouraren = £% Consncn ~
Buaeo ns B S R LT
Wirreprera ¥ Berpoenseii ~
A fip : Thvcrodi
P coms
fiyarod (3 cronfisa) fycrod
Flyevodt masonst KoNOTWIYR
Ton {caevani}
i s
Jon fremmsit)

PIOANKTRARMLIE FROXHRE XonoHTUTY R © calira Offics.com

3ATHTS IR KCROHTATYA
b3 Yaanwms el xononrarya

]

B nosBusmieiics 061acTi KOJOHTUTYJIa MOXHO BITHCATh
mo0O0# TEKCT, KOTOPBIH OyIeT 0TOOpaXXKaThCs Ha KaX10H
CTpaHHIIE.

YroObI BO3BPATHTHCS K PEIaKTHPOBAHHIO TEKCTA, HYXKHO
JBaX/IbI MEJIKHYTh MO JI0O0MY MECTY CTPaHHIIbI, KpOMeE
00J1aCTH KOJIOHTUTYJIA.
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Bcraeka —> KomorTuTyns —> HoMmepa cTpanuibs —>
(BBIOpATH MOJIOKEHHUE HA CTPAHUIIE [CBEpXY/CHU3Y/HA
TOJSIX/TEKyIIEE MONIOXKEHHE ] U TOJIOKEHHeE [cneBa/cnpaBa/no
neHtpy])

B —
Aoxyaera - Word PREOTA € KOAOHTHTYAAMY
TPAHNLE CCRAKIA PACCHAKK PELEH3UPOBAHME BAG KOHCTRYKTOR
y Mg g ) .
) L SmadAd i T Lm‘:z; H % . Bqnmusj OACHOAYN
378 Bwarparsas . :] Hipstmid sonterwryn >

- 3 Mosngiaomenns »  Braecws Lo fip i % Texcrosoe

e Cmpson. > Vinreprera % neae -
# iy 4 » T

fipociod ¥
Flpacres somep 1 E BOAAX CTpIMELRE ¥
§ Tewyiues noae s

B, Yaniems wowepa cipmony
fipecron nomep 2
i
Tipacrod mamep 3
i

fipocyait nomep

Drgmaansbd soniyp 1
v

K oMM IRABYEIE BOMERE EYDRHME € < »
e
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B urore nojry4aeM aBTOMATAYCCKH 3arOJIHIEMBIN HOMEP
CTpaHHUlbl HA Ka 101 CTpaHuLe

Yrobbl yaIUTh UX, HYXKHO JBAXIbl HIEJIKHYTh MBIIILIO 110
HOMEPY CTpPaHMIIbl, BLIAECIUTE €r0 U HaxaTth “‘Delete”

Ecnn Bam HeoOxo1uMo HayaTh HyMEpaUuIo ¢
IIPOM3BOJILHON CTPAHHUILBL, TO HEOOXOAUMO BBIIIOJIHHTD
cleayioue AeicTBHs:

(YcTanoBUTB Kypcop Ha MECTO B JOKYMEHTE, C KOTOPOro
XOTUTE HayaTh Hymepanuio) Pasmerka crpanuist -> PaspbiBbi -
>Texymas crpanuua.

Aewyrazr
CTABKA AM3ARH PAIMETKA CTPAHMLN CCBKK PACCHAKIA PEUE

Paspuise ~ Oraryn Wistepaan

Paspessas CIpang Lnr s :

Kongsuu

Crponvags jor
Brebop vouks, & XOTAPOK IBKSHUREAITCR DN CYPREARA ¥ |
HANMNAETIR CREAVOUMAR CTPANBUR

rrput cipal Ty
i

Ofvexanwe reross
Obrexarne 1eXcrs ORPYT OBBEKTUS M3 08 CTRAMRUER,

Caegysouzan Crpamsiss
Boraska panpeias PAISESS B KENEAD HOBOTS PEERENE LS
CARGYROLIENE CTpaMMigD:.

Texyusan crpainiis
Borsana pRipuiss PEAIEAR M HEMAAD HOBOID PAIAEHR ¢ YO
WE CTRENEY

Hernan crpannig
Beraes PRSPRIBE POKIENS @ PSRN0 HOUBOID PERGEAR €
HETHOMR CTPANRLD!

Henermas crpasuua
Borasks paspeins Pazasns ¢ mauano HOBGIO PUNAENS €
HENETHOR CTDErINL:,
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Jlanee noBTOPUTH ICHCTBHSI, OITMCAHHBIE BBIILE.

Jusaitn —> @ou ctpanuubl —> LiBeT crpanuipl —>
CrniocoObl 3aJIMBKH. . .

B EH G- a2 shoon - W 7 oW -
_ TRHAY WSS MNANG  PADENACTASEEE  CONKR  SNOUAG  MUBCISOROM bt

s 5
WEEBEBR

i [T
Jiates NORTOPRTE, JeACTRAX, DITHCAMRIAE RN, .:-.i:i::'-'
Havcreune npera Sona CpawAL: ,h:»«f-
Jhisafisr > QOR CIPAGII! > LipeT CTpasim > T
(BoibpaTth cnoco6 3anMBKHM CTPAHMLIBI
[rexcrypa/rpajuent/pucynok/ysop] -> Haxars OK)
. o

CroccBet 3aauekn ¢

Ugera

> oann uger
' aBa usera
% zarotoexa

MpaspaunocTe
Or ¢

Ay ¢

TN WTPHXOBKH BapwauTel
< ropuigHTaneHas
 pepwransHan

*} AmaromansHag 1
5 amaroHangman 2
5 wayrpa

% aT ugnpa

| SSRioBudliE:

] Bpauprre saneey specre ¢ gurypos




4.11. Opranuzanus runepcchUIoK B JOKYMEHTE

[Bce neiicTBus ¢ cebutkamu coBepialoTes B « BeraBka—
>Ccpuku->T nnepcebuikan |

Word 2013 8ccx - Word
BCTABKA AM3ARH FAIMETKA CTPAHMUM CCbiRA PACCHMAKN PEUEHSHPOBAHME 343
T

| r’ [ \\ ) Smatart B Marasan :’m? 8 § 1 Begmmstiv ko
i i e P m—— = o £ Hsormnd noncramrys -
Tabmue  Prcywen MacSpmxenia Survpst X & Mon npunowenus - Bhascus Covimest flpmaesmne ) i
. wa Mirepnars v e CHRMOK Vinrepmers #: %] Howep crpasinge: =
Tas A Wanocrpauns Fobi iy
23 o
&3 et .
S %y e
i awanzca [lepexpecrnas
cemnn
Cesm

BceraBka —> 'unepccebika —>(Bauanorom okae

BbIOpaTh “OneKTpoHHOM nouToii”)—>(Ykazars aapec

3JIEKTPOHHOM MOYTHI).

[ ua BO3BpaTa B IOKYMEHT HY)KHO 3aKpBITh

OTKPBIBIIIEECS] OKHO C aJpECOM JIEKTPOHHOM MOYTHI !
2 |

Scraska rtnepasay

Cenzars & Tager

8 Aape: 3n, nouTek:
Gaiin ges. | |

.IENIZ il |

M«ﬁ' ted - BADE EXIFOHHON Hoin
Aokywewte | |

){“J

”ﬁnnﬂ
ADKyent

InexTpoHmHaS
nouta

s Hagana cozagum 3akiiajky. i 3Toro BeIOJIHUM
KOMaH/Ibl, [IPEABAPUTEIILHO MIEJIKHYB MBIIIbIO B
KeJlaeMoe MECTO Iepexoaa:
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Bceraska —> Cepuika —> 3akimaaka
Bnucars UM 3aKIaAKU «31ECHY, U HaxaTh J[00aBUTS.

Howyment N23

Ccoinka gna npumepa

Nopsaor: @ wus
) ngaoxkenue

£ Crpuimsie aknaaxn

VYcTaHOBUB KypCOp Ha JKEJIaeMOE MECTO CChUIKH,
COBepIIaeM CIEAYIONHe ACHCTBUA:
BceraBka—>Ccruika->I'unepccpuika — B auanorosom
OKHE BBIOpaTh «mecmom 6 dokymenme» —> (Boigensem
Ha3BaHUE 3aKJIANIKHU «371ech») —>OK

.
Bcraska runepcsaki

Cemsare e Texer ;umwl

i) Bub mecro e
Daiia, geb- - Hauano goxymenta
Swsaaeh aronoexu

w3 SaKnagmn
AcKymenTe
)
Hoewi
ACKyMENT
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B urore nmonmy4aem cchUIKy Ha 3aJJaHHOE MECTO B
JIOKyMEHTE

Hoxymerar Ned

t LLWK@A""”P“M?E"’]

BcraBka—>Ccpuka->I'unepccbuika — B auanorom okne
B CTPOKE «AJIPEC:» HAMUCATh aJIpeC CTPAHUIILI B
HUHTEpHETE.

B crpoke «Teker:» HanmcaTh ¢I0BO (CIIOBOCOYETAHUE)
0003Ha4aloNIEee CCHUTKY, B MPOTUBHOM CCBUIKOM Oy/1eT
SIBIATHCS CaM aJpec CTPAHUIIBL.

[ utst Toro, 4To0BI BO3BPATHTECS HA3a/l, HYXKHO 3aKPhITh
OTKpBIBIIEECS] OKHO|

BCTIEKA TUNEPCCHIKI

Censatec  Texer

]lii] Herare & Mow J0KyMenTsl
cpanuueil . i . Elde’ Scrolls Cnline
> nara 4 My Cheat Takles
¢) 4. My Games
ecro & } .
A?KWCKH Npocsotpen-| 1+ NetBeansProjects
Heie 4 Youcam
# STt §§ Mo npurarse ¢aitan
Hoeeidt Nocganue & hiok Snrypm N .
ACKYMEHT Gadiam @g Moaescearenscxme watnone Office
i He.cocx SETOP .|
Aapec 1
31eKTPOHHIR

novyra
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Bcraska—>Ccruika—>T unepcceiika—>(BpiOparth nanky)
—> B cTpoke «TekcT:» HanucaTh CIoBO
(cmoBocoueranmne) 0003HaYAIOLIEE CCHUIKY, B
IPOTUBHOM CCBUIKOH OyZeT ABISATHCS Ha3BaHUE MAIKH.
[ mst Toro, 4roObl BO3BPATUTHCS HA3all, HY)KHO 3aKpPHITh
OTKpbIBIIEECS OKHO |

4.12. Co3gaHnrie MHOTOYPOBHEBOI'O OTJ1aBJICHHS

Jlnst Toro 4To0bI CO3aTh MHOTOYPOBHEBOE OTJIaBJICHHE,
Heo0X0AMMO cHavasa BRIJCIUTH 3ar0JI0BKH M BRIOpaTh X
ypOBEHb [IEpBbIH / BTOPOH M Tak fajiee| U NOTOM yxKe
CO3/1aBaTh OIJIABJICHUE.

COIEP/KAHIE
BBEIEHHE............or &

1. I[EJIb TABOPATOPHOI PABOTEL.........coooovimercrinencn. 5

2. 3AJAHMS K B5IITOHEHITIO JTABOPATOPHOIT
PABOTBI 5

3. TIOJAT'OTOBKA K PABOTE. 6

4. TIPIMEPBI JEITCTBUI /1181 BBITIO/IHEHI S
3AJAHITA.. 6
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(BeimenuTh NepBhIii 3ar0JIOBOK, B HALIIEM CIIydyae
«BBenenne») :

Bsesienne

Jaumsie Mmmecme YKasaHHS OpeTHATHAYEHE LI
p IO CO31aRHI0
KOMILICKCHBIX :mwemon 8 CPeJIe TEKCTOBOTO PERAKTOP2
Microsoft Word 2013. OHO K3 r1aBHbIX oAl Microsoft
Word 2013 0T IpeIsLIyIIHX BepCHHE MPOrpaMMsl — 3T0 HOBLI
MPHHIHD OpraHElAHH HHTepdelica: ciena B ri1asHo opacHOH
TpOrpaMMe IPHHIMNA CTIHCKAE HMEIOMEXCS ONepainii Ha
DPHHIK CIACKA KORTEXCTHEIX (BOSHRKAIOLIEX 1O Mepe
®) ¢ #. BMi ft Word 2013 1o sm

HHoe jeficTERe nonuonmw AKTHBH3HpPYET COOTBETCTBYIOMHE
XHOTIKH KOMaR7, O6BbeIHHEHHEIE BO BRIAZKAX.

Cepuiku —> Ornaenenue —>/[06aBuTh TekcT—>(Boibupaem
ypoBeHs [ Yposens 1 ])

[ABHARA BCYAB[A AMBAMH PMMHKACTPAHML{H i CCHﬂkM' »

Bt ﬁ[;‘] Bcrasute koruesyio cHocky E,-!L g‘—,} ¥y

He seniouats B ornseneie | “-‘a Cregyionsan chocka ~ [B Cw

) Berasums
> . 4 Flokasars cookn | ey~ ﬁn Cn
{ Yposers 2 ... Cockm : CRR .. A

Yposens 3

( IToBTOPHTE TaKyIo MPOLIEAYPY /sl BCEX OCTAIBHBIX
3aroji0BkoB. Eciin Hy)XHO caenaTh moa3arosyioBok, TO BEIOpATh
«YpoBeHB 2» )

Tax e MOXXHO IPOM3BECTH NEPEHOC HAa HOBBIH M10yPOBEHB
HETIOCPEJICTBEHHO B CAMOM OTJIABJICHHH C TIOMOIIBIO KJIABHIIIN
«Tab» Ha xiaBHartype.

.

[ [l oTMEHBI BHECEHHS 3aT0JIOBKa B OIJIaBJICHHE BLIOpAThH

«He BKJTIOYATh B OTJIaBICHUE) ]
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E")'(f’:

TNABHAR BCTABKA LWBAMH

“I=“1 BCTB

’ & A% Cre,
Omamenne! Mo T
| Yposere 1 ke Mok
- i YposeHs 2 B
‘ Yposens 3 B

Korza Bce 3aroioBKH BBIAEICHE 1 OTMEYEHBI 110 YPOBHAM,
HY>XHO BBINIOJIHUTh KOMAaHbI:

Ccpuikn —>Ornasnenue —>HactpauBaeMoe ornapieHHe.
d 9 O -

EXl rvews  sciama  peadn pASMEIKACTRA

§ ™ DeSaens rexct © Aax T‘,kmammnmyvom

N il ‘San«mmmocu .

o'my r-" "K\l\"c m(a )

-. .' '» e 3 o e - ,,“:‘;: ‘E

95

Pywioe orsasnenne '!1
Ornassevime ’ m
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B 11anoroBoM OKHe BBITIOJIHUTE CJIEAYIOUIHE HACTPOHKH:

Tloka3zare HOMepa CTPAHMI: ABTOMATHYCCKHU ONPE/IENSeT
1 0TOOpaXkaeT HOMEepa CTPaHMII y 3aroJi0BKOB

Homepa crpanuy o npasomy kpaw: OroGpaxaer
HOMEpa CTpaHHII [0 NPaBOMY Kpalo JOKYMEHTAa, €CJIM CHATh
ranoqr(y, TO Homepa omGpaxcaro*rcx cpa3y TIOCJIE 3aroJIOBKOB.

3arnoJIHCHO PACCTOSHHUE OT 3aroJIOBKa 10 HOMEpa CTPaHMULIbI

3anosanTeab: Beibop cuMBOIOB, KOTOpEIME OyaeT

¥Yposun: MakcumaibHOE KOJIHYECTBO YPOBHEH B
OTrJIaBIIEHUH

P | S e
06 © Aoy | Opasey se§-qoxymensa
3rON0BOK 1 covvvenssrviinsassrsassnsnans 1{~ ! |3aronosokl
(3 |
3ar . M 3 {1 3aronosok 2
o8 3ArONOBOK 3.ecrceecreeieeenens Sl 38ronoeoK 3
8 | |
] |
[¥] Noxasats Homepa crparmy | ] ungpechinkm BMECTO HOMEPOB CTPANML
[¥] Homepa crpanmy no Npasomy xpan ¢ o
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—>]1ns W3MEeHeHHUs Ma0JIOHA CTWIA OTJIABJICHHS CIIEAyeT
BEIOpaTh pexuM «3MEHUTE»

B ananoroBom okHe BBIﬁcpeM YPOBCHB OIJIaBJICHHUSA, CTHITb
KOTOpPOro Mbl XOTHM U3MCHHTD.

Jlnsa nepBoro ypoBHs BeibepeM «Ornasnenue 1» 1 HaxMeM
«A3MeHUTH»

I[anee perakTupyem maﬁnon o csoemy ycmorpenmo

KK BIECTO HOMEPOB CTPaHKL

¥ _Orassnerne 9 s
: om»u

| ooommorrencr Y

niTepsan
! nocae: 5 07, Crune OGHOSARTL ABTORATHUECKH,
C

4.13. 3ammTa JOKyMEHTA.

Yr005I 3aMIUTHTh JOKYMEHT OT HECAHKLIHOHHPOBAHHOT'O
[10JIb30BAHMSA, MOXKHO YCTaHOBHTB I1apOJib.

Jyist 3TOTO CleAyeT BHINIOTHUTE KOMaH/bI:

Knonka «®aitm» —>CBenenns —> 3aluTa JOKyMeHTa—
>3anm@poBaTh ¢ HCIOIB30BAHUEM NIAPOJIA.
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Hoxyrsentd - Word 7 - 0O X
Bxon

CeeaeHunn

3aumra AoKyMeHTa Csowcrsa -
Bce moryT oTkpuiBaTh, KONMPOBATH M Paswep Elige Me cO...
vMeHsTE MOBYI0 HacTe 37070
Yucao cpanmu 2
AoKymenTa.
Hucno caoe 9
r!"v Momerniy Kax oxonsaTensHbi D6uyee spema npasks 13 MuH
R Nowerxa R0KYMEHTE KK, OKOHUATENBHOND it Smsaie DoGaans
HEPEAIKTUPYEMOTD {
eru Hobasurs ..
~pnuevanng Aobsswre

IBA3anHbIe AaThi

* Ynpasnerne TANAMY USMEHEHIHA, KOTOPbIZ PalpeLIeHD fsmeneno
O 7 |3 s .
BHOCUTD NONBICEATENAM to3gano Ceropm 374
(s
% Orpamwsmrs gocryn daneuarano

L@ TMpegocrasnenne nonssosarenan 0cTyna ¢ orparmuermen *
EOIMOKHOCTH MIMEHEHMS, KCNIMPOBSHMA 1 NEUATH, t

- -BA3aHHbIE NOAL30BaTENM
[ Y Aobanuts undposyro nogmuce
8 O6ecnevense yenocrwocte ACKyMeEnTS nyTem aoBGasnenins \evop hp

HEBUMAMMON UWGPOBOH NOANUCH i

| Ynpasaewne | wﬁ,“ 24y X AoGzeurs
BEPCHRMIR * Kem wameneHo Ewye ne co

Noxasars sce cooiicrsa

B nosiBUBIIEMCS OKHE CJIEAYET BBECTH IMapoJib:

Wndposanne pokymenTa MNoarsepxaerive napons

LWndposaHne COAEPXRMMOTO 3T0r0 Paina WnpposaHme COAEPXMMOro 3Toro Paina

X i 1 1

{

Cnwcox na Wp 14y Crmcox nap
XP3HWTD B HAAEXHOM MecTe, XPaHuTe B HAJEXXKHOM mecTe,
CheayeT TaKOKe NOMMWUTE, YTO NPK BEOAE NAPOAR CAeayeT TaKKe MOMHMTD, YTO MPY BEOAE NAPOAR
YUUTBIBAETCA perucTp Gyks. YUUTHIBALTCA Perncrp 6yks.
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YtoOBb! OTMEHHUTH NAPOJIb HY)KHO COBEPIIUTH TE K€
NEUCTBUA:

Knomnka «®aitn» —> Cenenus —> 3anmra J0KyMeHTa—>
3ammdpoBaTh ¢ UCTIOJIB30BaHHEM IapoJIs (CTEpeTh MapoJib) ->
(Haxatp OK).

-
Winpposanue soKymeHTa L@M
LLindposaHme COAEPXMMOro 3Toro daiina
Napone:

Brumanme! 326biThil Naponb BOCCTAHOBUTL
HEBO3IMOXHO, CNMCOK NAPOAEN PEKOMEHAYETCR
XPaHNTL B HAAEXKHOM MECTE,

CneayeT TaloKe NOMHWTE, 4TO NPW BEOAE Napons
YHMTBIBAETCA PErMCTp 6yKB.

4.14. TlonroroBka 10KyMEHTA K II€YaTH.

IMepen neyaThio JOKyMEHTa, yJOOHO MOCMOTPETH HA HETO
uemmkoM. J{st aroro ucnons3yercs «IIpensapurensHbii
npocMOTp». J[JIst 3TOrO BBHITIOJIHMM CJIEAYIOIHE AEHCTBHUS:
Knonka «®aiim» — Ileqars
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Word 2013.docx - Word 7T - B X

Broa JU
+ Kommw: (1 4
Nevam
EE S O:
anHTep "“Eh-‘,ik SCTABA  B3ARM
: s : Titen
Samsung 0 Sesies Ty e e AR w'
e
o hoga o v Heeavoum s cramsseme 4% (O
oiicres npwiepa
Hacrpoiika
T Hamiewavam sce crpasst
1= Bee cpayy
‘HyAHO BATOTHITS KOMIHT
Crpansps
T OanocIoponnas neust
Tlesrats oKD s GANGH...
u, Pasofpam no xomaase
23 123
Krwken opuenTawm =
As .
148 cnx2 one H
Hactpaussensie nons '
1 Crpammip He mcTe —— .
Napamerpes crpasiust i 3 =
. z =
43 we % ~ + + K

OTKpOETCs OKHO MPEABapUTENBHOIO MIPOCMOTPA U HACTPOEK
neyatd. B HeM MOXHO IPOM3BECTH CIIEAYIOLIHE HACTPOHKH:
IIpunTep: Beibpats npuHTEp, HA KOTOPOM OYIET MPOU3BEACHA
1€4aTh, €CJIH UX HECKOIBKO.

Crpanuiel; Yka3aTh CTPaHHUIIbL, KOTOPEIE HY)KHO HAI€4aTaTh:

Texymas — Pacnedaraercs Ta CTpaHuLa, Ha KOTOPOW
HaXOJHUTCA Kypcop

ITpu Haxaruu Ha OK npousBoauTCS neyars.
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13:

14.
15.
16.
17,
18.

5. KoHTpoJibHBIE BOIPOCHI.

Kak 3ameHuts QparmeHT Tekcra?

Kak nmepeiiTi Ha yKa3aHHYIO CTPaHHUILy?

Kak npoBeputs opdorpaduro nokymenra?

Kak 3a1aTh MeXIyCTpOYHbIE HHTEPBAJIbI?

Kak 3apath cTpykTypy Tabmuis1?

Crioco0sl 3a/1aHUs IIUPHHBI CTOIOLOB IS UX
AaBTOMAaTHYECKOTO PACIIMPEHHUs MPU BBOJAE TEKCTA.
Crioco0sl 00beAHEeHUS (pa30reHus) sueeK Tabausl.
B kakux pexuMax IMpOHCXOAUT BCTaBKa GOpMyIT
CJIOXKHOW CTPYKTYpbI?

Kak npou3BOAUTCS HMIIOPTUPOBAHNE 0OBEKTOB B
JIOKYMEHT?

YeM OTIMYAETCSA TEXHOJIOTUSA CBA3BIBAaHHUS OT BHEAPEHHUS
obnekra?

. Kak ocymecTBiseTcs BcTaBKa JUarpaMMsl B JOKYMEHT?
. B Kakux pexumMax IMpOUCXOIUT BCTaBKa OIOK-CXEMBI B

JIOKyMEHT?

Kak npou3BoauTcs pa3bueHne TEKCTa Ha HECKOJIBKO
KOJIOHOK?

Kak BBOAATCS KOJIOHTHTYJIBI?

Kak ocymiecTBiseTcs HyMepauus CTpaHuI?
CnocoObI co3/1aHUs THIIEPCCHUIOK B JOKYMEHTE.
Cnioco6sl 3a1aHuUsA OTJIaBJICHHU.

Kak moaroToBUTh JOKYMEHT K nedaTu?

6. Jlutepatypa

1. Hudopmaruxka. bazossiit kypc nox pen. C.B.

Cumonosuya, Cankr - [TerepOypr, «IIutep», 2010.
2. Camoyuurens Word 2013. Bragumup IItamunckui. ,
«DxcMon, 2013.
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