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B Microsott Office 2007 u
2010 nHaTepderic usMeHnACs
KOPEHHBIM 00pa3oM —
BMECTO CTPOKV MEHIO I
I1aHeel MHCTPYMEHTOB
1051B11AaCh A€HTa.
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CaMoe ra1aBHOe HOBOBBeAeHIIe — DTO AeHINdA,
3aMeHVBIIAasI MEHIO I [TaHeAV MHCTPYMEHTOB
IpeApiaymux sepcuit. Ha aenrte Bkaagkm
YIIOPsIAOYEHBI COrAacHO I10CAe40BaTeAbHOCTH 3a4a4,
KOTOpPBbI€, KaK IIPaBIA0 BLIIIOAHSIIOTCS Ha pa3ANYIHBIX
DTarax co3gaHus AoKymeHTa. /leHTa AzMHaMM4Ha, T.€.
II0 Mepe CMeHbI 3a4a4 MOI'YT IIOSIBASTHCS
AOIIOAHNTEAbHBIE BKAAAKIA.
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Aas xaxxaoro npnaoxenus rnakera Office 2010 aenta Oyaet
cogep>KaThb pa3dAnyHOe KOAMYeCTBO BKAaAO0K C MHCTPYMEHTaMI.
OaHako MHOTVE 13 HIX OyAyT Ay0AMPOBaTLCA BO BCEX
IIPUAOKEHUSIX.

PaCCMOTpI/IM BKAAAKM KOTOPBI€ BCTPEYarOTCsI B OOABIIIVHCTBE
HpMAOX(eHMI‘/’I:

IDaiia

IT'Aasnas

IBcmaexa

IPasmemxka cmpanuyol

IPeyensupoganue

1Bud

Habops!l MHCTPYMEHTOB Ka>k A0 BKAaAKM OObeAVHEeHBI
KOHTYPHOI AVHIEN 1 Ha3BaHNeM. B rmpaBoM yray kaxxaoim
IIaHeAV IHCTPYMEHTOB HaXOAUTCS YITAOBOM DA€MEHT -9TO
KHOIIKa OTKPBITUSI OAHOVIMEHHOIO AMaA0TOBOTO OKHA
COOTBETCTBYIOIIIEN ITaHEeAI.
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Cayxur aas padoThl ¢ TeMaMy, (POHOBBIMU
1300pakeHUsIMU M UTHTepBaaaMyl MeXKAY
a03arramMu B g0KyMeHTe. KpoMme TOrO, 3a€Ch
MO>XXHO HacTpamBaTh IIapaMeTpPhbl CTPaHUIIbI
M IIOPSAAOK PacIiOA0XeHMsI 91€eMeHTOB Ha
CTpaHUIIe.
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KomMmaHap! 5TON BKAaAKM HEOOXOAVIMBI A5
[IpOBEPKM A0OKyMeHTa (opdorpadusi, Tesaypyc u
T.A.) VI IPEeAOCTaBACHUS AOCTyIIa K HEMY APYIUM
I10Ab30BaTEASIM C I1eABbI0 IIPOCMOTPa; TaKXKe
MMEIOTCS KOMaHABI 4151 A00aBAeHI1s
KOMMEHTap¥eB, OTCAeKVBaHMA 1 O0OpadOTKN
1M3MEHEeHIV, CPAaBHEHISI BepCUU V1 3aIMThI
AOKYMEHTA.
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Pasmerka Pexum Beb-aoxyment Crpyktypa MepHosu Macwraé 100% Mogoe Ynopraouurs Pasaennre
CTDAHWULE YTEHNS O6AACTS HABKIALNM ) M0 wHpuHe CTPAMMUM | ayHo

Cogep>XnT Bce HeOOXO0AVIMOE AAs1 OTOOpa>keHM s
AOKyYMeHTa pa3ANYHBIMU CII0CO0aMM, Ha4MHAasA C
0a30BBIX IPEACTaBACHII AOKyMeHTa I
3aKaH4VBas HA0OOPOM CpeACTB OTOOpaKeHN I
AAsT paOOTHI C AMHENKaMU U1 CeTKaMU, a TaK>Ke
AAsT padOTHI C AOKYMEHTaMU B HECKOABKIIX
OKHaXx.
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OTKpLITE NOCNEAHUIA hann

[pyrue KoMaHasl...

PasmecTuTb Nog AeHTOM

Aast p0CcTyIla K KOMaHAaM VIMeeTCs
na"eab bvicmpuiii docmyn, Kotopast
pacrioaaraeTcs B 1€BOM BepPXHEM yIAy
okHa. Ha Hee BpIHeceHbI caMble
rAaBHble KOMaHABI, KOTOPbIE MOIYT
IIPUTOAVTHCS BO BpeMs paOOTHI B
a100om pesxume. [1o ymoaganuio sra
I1aHeAb COAEPKUT KHOIIKA
Coxpanumo, OmmeHumpo,
IToemopumvs. CiipaBa OT HIUX
HaXOAUTCSI KHOIIKa Hacrpoiikn
I1aHeAV OBICTPOTO AOCTyma, '@ 9 Y Is
BBI3BIBAIOIIASI OAHOMMEHHOE OKHO.
34eCch MO>XHO A400aBUTh 1AM yOpaTh

KHOIIKY C IIaHeAV OBICTPOIo AOCTYIIa,
IIOCTaBUB UAM yOpaB raA04Ky.

Ilaneav 6vicmpozo docmyna



3aHeceHle AaHHEBIX B Oydep
Ha3bIBAE€TCs KOIIMPOBAHNEM AN
BBIPE3aHIIEM.

«Konuposanue»- 03Ha4aeT, 4TO B
Oydep nomMmelieHa KOs AaHHBIX,
BBIAE/1€HHBIX B ICXOAHOM AOKyMeHTe.
«Bwvipesanue»- BblAe1€HHBIE AaHHbBIE
YAAASIIOTCS U3 AOKyMEHTa U
rioMeraiorcs B Oypep. Vissaeuenne
AAHHBIX 13 Oy(depa Ha3bIBaeTCs
6CMABKOU.
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Ecan HeoOxoa1mMoO XpaHUTD
OAHOBPEMEHHO HECKOAbKO HAE€MEeHTOB,
caeAyeT BOCIIOAb30BaThCs Oydepom

ooMeHa Office.

Y Bcex IIPpUAOXKEHNI I1aKeTa
Microsoft Office 2010 nmeetcs
o0aactb 3aza4d bygep oomena. ITpu
IIOMOIIY KOTOPOIO MO>KHO XPaHUTD
A0 24 51eMeHTOB.

A A5t IpUHYAUTEABHOIO OTOOPasKeH! s
o0aactu 3agau bygep obmena
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00MeHna Ha Bkaaake I'rasnas
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C nomouoto éxradxu Paiir omxpoisaemca mento Office Backstage, komopoe
1n0360A5€M GbINOAHAMD Onepauun ¢ 0OKYMeHmamu U Hacmpauseamo

napamempuot.
Ceedenusa-npocMoOTp MHPOPMAUU O .o R e T

agWan  Bevaexa [ Mepexops  Awmmauen Mokal (agoe  Peuewuposanme By

AOKyMEHTe, yIIpaBAeHue rp—
paspereHusiMu OOIINM AOCTYIIOM U ...
BEePCIUSIMI. Mo e

Caegenus: UHTEPOEIC NAKETA

C:\Uses) User\DesktopoguctO\HTEPOE/AC MAKETA.ppt

(M g EF 5;:::::’:;:@!!1”[ KONNPOBATD X HIMEHATY A'OOY‘O aCTh 3T0R '
RETTNY
ITocaedHue- ClIMCOK HEAQBHO
Paywep 650K6aM

Co3pare -
OTKpI)IBaBH_IMXCﬂ AOKYM eHTOB, a. iy Moaroronum, x oBuwemy gocryny . "

Nevare [ .;-‘A Mepea pacnpoctpanesmen obiuero gocryna x 31owy daiiny weoGrogmo Hassaue HTEPSEAC MAKE

— YUECT, NTO OH COABPXHT ”

Tak>Ke CIIVICOK IaIloK, COAep Kallx e

(cnrvmmoe, KOTOPO He CMOFYT MPOYECTH /MO C OTPINHYLIHHUMN

9T AOKYMEHTBI. pasa —

& Napauerpu
Co3damb- HaOOp 111a0A0HOB A5 - " -

Ynpasnerme ﬂ_] Ceropn, 1233 (asvocorpanesne)

CO 34 a H Mﬂ AO KyM e HTO B . sl .i] Ceromn, 12:22 (astocoxpanenme) f?"""" S User

P

H_] Ceropn, 1212 (seroconpenenme)

Ilewamwv- 00aaCTb IIpeABaPUTEABHOIO Yoo
IIPOCMOTpa AOKyMeHTa U HaCTpOJiKa
revyaTiu

Coxpatumv u omnpaéumo- OTIIPaBKa
AOKYMEHTa 110 9/1eKTPOHHO I104YTe,

coxpaHeHHble B popmare PDEF. B KAd D Kd @ (/lil./\



