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O napameTpax cTpaHuubl

« K oCcHOBHbIM NapamMeTpam CTpaHULbl OTHOCATCA pa3Mep
CTPaHuLbl, MONS U OpUeHTaUns CTPaHULIbI.

° I'Iapameprl CTpaHULUbl MOXHO YCTaHaBJ1IMBATb KaK AOJiA
BCEro AOKyYyMEHTa, TaK U AJA ero otaesibHblX pa3aesioB.

« [1na BbIOOpa 1 yCTaHOBKM NapaMeTPOB CTPaHULIbI
NCNONb3YyOT anemMeHTbI rpynnbi MapameTpbl cTpaHULbI
Bknagku PasmeTka cTpaHuubl
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CTPaHMLBI",

JIadopatopuas padora
Microsoft Word 2007,
«PeIAKTHPORAHHE H (OPMATHPOBAHHE TEKCTA B TEKCTOROM PeJAKTOPe)

THn ypoka: ypoK KOHTPOIA 3HAHHI (caMoCTOATETbHAS paboTa)

Iles ypoka: IPOBEPHTH 3HAHHA yIAIIHXCA 10 IPHEMaM peIaKTHPOBAHHA H (pOPMAaTHPOBAHHA
TeKCTa.

HOEXEOK BBINO/THEe HHA:

1) HaGpath TeKCT 10 mpeIo:keHHOMY 00pa3

2) V3MeHHTH NapaMeTphl CTPAHHIIBL:
- opHeHTauus: anp0oMHas (PazMerka cTpanHIE — [TapaMeTpsl CTPaHHIIEL)

- moxs: Bee 1o 1.5 oM (Pa3merka ctpaHHIE! — [TapaMeTphl CTPaHHIE)
- 1IBeT JIHCTA: THIOBBIH (PasMeTka cTpanHubl — DoH cTpaHHIIBY)
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3) Uamenuts mpHAT TEKCTA:
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CnegyeT OTMETUTb, YTO NO YMONYaHMIO NapamMeTpbl CTPaHULbI
yCTaHaBMBalOTCA He AS1S BCero JOKYMeHTa, a TONbKO A1 TeKyLLero pasaena,
TO €CTb TOro, B KOTOPOM B J@HHbI MOMEHT Haxo4UTCH KypCop WUnu BblaeneH
doparmeHT.

[Mpy HaNn4YMM pas3pbIBOB pa3geroB B AJOKYMEHTE AN YCTaHOBKM NapaMeTpoB
CTpaHuUbl BCEro 4oKyMeHTa HeobxoanmMo npeasapuTenbHO BblAENATb BECb
OOKYMEHT UNnu rnosib30BaTbCs AnarniorosbiM okHOM NMapamMeTpbl CTpaHULbI.
K ananorosomy okHy NMapameTpbl CTpaHULUbI MOXXHO NEPENTH, LWENKHYB No
3Ha4ky rpynnbl MapameTpbl CTPpaHULbI



Bbi6op pa3mepa bymazu

Bo Bknagke Pa3meTKa cTtpaHuubl B rpynne NMNapameTpobl
CTpaHuubl LLENKHUTE MO KHOMKe Pa3mep 1 B NossBUBLLEMCS
cnucke BblIbepuTe OAuH U3 NpeasiaraeMblX pa3mMepos ( ).
[Tpn HanM4uM pasgenos B JOKYMEHTE BblIOpaHHbIN pa3mep
CTpaHuLbl OyaeT yCTaHOBMEH TOSMbKO AN TEKYLLEro pasaena.
[1nsa BbiIbopa Npon3BoribHOro pasmepa bymaru n/mnu ero
NpUMeHeHUs Ansi BCero JOKyMeHTa Bblibepute komaHay Apyrue
pa3Mepbl CTpaHuL (CMm. ).

B cyetumkax lUnpuHa v BbicoTa Bknagkn Pasmep 6ymaru
avianoroBoro okHa NMapameTpbl cTpaHuubl ( ) yCTaHOBUTE
Tpebyemble pa3mepbl. MakcMmanbHO BO3MOXHas BbiCOTa U
LUMPUHa cTpaHuubl — 55,87 cm (22 atonma). [Npu HeobxoanmocTu
BblOepuTe Tpebyembin NapamMeTp B pacKpbIiBaKOLLEMCSH CINCKE
NMpumMmeHunTb.
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YcTaHOBKa noseu cTpaHuubl
Bo Bknagke Pa3meTka ctpaHuubl B rpynne NMapameTpbl cTpaHULbI LLENKHUTE MO KHOMKe
MNMonsa n B nosiBMBLLEMCS MEHIO BbIOEPUTE OANH U3 NpeasiaraeMblX BapUaHTOB ( ). Mpwn
Hann4Ynu pasgerioB B JOKYMEHTE BblOpaHHbIN pa3mep rnoneun dyaeT ycTtaHOBMEH TOSbKO
On4 Tekyllero pasgena.
[na Bbi6opa Npon3BofbHOIO pasmepa nonemn u/unn NPUMeEHeEHNs X Ansa BCero JOKyMeHTa
BblbepunTe KomaHay HactpanBaemblie nons (cm. ).

B cuetunkax BepxHee, HuxHee, JleBoe, lNpaBoe Bknagku NMona gnanoroBoro okHa
MapameTpbl cTpaHuubl ( ) ycTaHOBUTE TpebyeMmble pasmepbl nonen. MNpu
HeobxoaMmMocCTn BblbepuTe TpebyeMbl NapamMeTp B pacKpbiBatoLLEMCS CMIUCKE

NMpuMeHUTL.
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Bbi60op opueHmayuu cmpaHuubl

Bo Bknagke Pa3ameTka cTpaHuubl B rpynne MapameTpbl CTpaHULbI LLENKHUTE MO KHOMKe
OpueHTauus 1 B NOSIBUBLLEMCS MEHI0 BblOepuTe OAMH U3 NpeafiaraeMbiX BapuaHToB
( ). Mpn HanNn4Mn pasaenos B OKYMEHTE BbiOpaHHas opueHTauns oynoet
yCTaHOBIEHa TONbKO AN1s TEKYLLIEro pasaena.
[Ans npuMeHeHsl opueHTaLumn Ans BCero AOKyMEHTA LLIENKHUTE MO 3HaYKy rpynmbi
NMapameTpbl cTpaHMubl Bknaaku Bug (cwm. ).
Bo Bknagke Mona ananorosoro okHa MapameTpbl cTpaHuubl BbibepnTe HEOOX0aUMYHO
opueHTaLuio 1 TpebyeMbili NapameTp B packpbiBatoLlemMcs crnvcke MpumeHuTb (CM.

).
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«PegaxkTHpoBaHme H GOPMaTHPOBAHHE TEKCTAa B TEKCTOBOM PeJaKTOpPe»

THO ypoKa: YPOK KOHTPOIA ZHAHHI (CaMOCTOATebHA% paboTa)
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Paboma ¢ korifoHmumynamu

O KonoHTUTynax
KonoHTUTynamu HasbiBatoT 06n1acTu, pacrnonoXXeHHble B BEPXHEM, HUXKHEM U BOKOBbIX
NOSIAX KaXX4oM U3 CTPaHWUL, JOKYMeHTa.

KonMOHTUTYNbLI MOTYT cofiepXaTtb TEKCT, Tabnuvubl, rpadpudeckme anemeHTol. Hanpumep, B
KONMOHTUTYIbl MOXHO BKITHO4aTb HOMepa CTpaHuL, BpeMs, AaTy, aMbrnemMmy KoMmnaHuu,
Ha3BaHWe JOKyMeHTa, M4A hainna u 1.4.

B fOKyMeHTe BCe CTpaHULbl MOTYyT MUMETb OANHAKOBbIE KOSTOHTUTYIMbI. HO MOXHO caenatb
TakK, YTOObI OTNINYANIUCb KONOHTUTYITbl YETHBIX M HEYETHbIX CTPaHWL, a KOSTIOHTUTYN NepBON
CTpaHuLbl OTNIMYarcsa OT BCeX OCTarnbHbIX. KpoMe Toro, And KaXkaoro pasgena JoKyMeHTa
MOXXHO co3aBaTb He3aBUCUMBbIE KOSTOHTUTYIbI.

KonoHTUTYNbI MOXHO 3a4aBaTb CaAMOCTOATESNTIbHO UMW BOCMOS1b30BaTLCA KOSNeKumnen
CcTaHOapTHbIX BNOKOB KOSTIOHTUTYNOB.

KonoHTUTYNbI Noka3aHbl B OkHe Word TONbKO B pexmme oTobpakeHna PasmeTtka
CTpaHuLbl U B peXxume npeasapuTesibHoro npocMoTpa.

Henb3a ogHOoBpeMeHHO paboTaTb C OCHOBHOM YacTblO JOKYMEHTA U €ro KOFIOHTUTYIIaMMU.
[na nepexoaa K co3gaHuio U/unu pegakTupoBaHUIO KONMOHTUTYIOB ABaXabl LESTKHUTe
MbILLbIO B BEPXHEM UITN HXKHEM More cTpaHuubl. [1pn 3ToM aBTOMaTUYECKU OTKPOETCA
crneuuvanbHas Bknaaka Word 2007 — Pabota ¢ konoHTutynamm/KoHcTpyKkTop ( ).



Pa6oTa C KONOHTUTYIaMu

TnasHas Bcraska PasmeTka CTpaHuUbl Ceeinkn Pacceinkun PeueHsuposaHue Bua Koncrpyktop

DHTWTYN ¥ KOAOHTUTYA ™ CTPAHULE Y | Bpema KapTutka KONOHTUTYAY KONOHTUTYNY

Skenpecc-6aoku ¥ E‘j % E‘ Hasag OcoBiit KONOHTUTYA AN8 NEPEBOA CTPAHNLE! =]+ OT BepxHero kpas A0 BepXHEro KonoHTMTYAa: 1,25 e
G ) = f—

PucyHOK 15, Cnepyowas 3anuce Pa3Hble KONOHTUTYNBI A8 YETHEIX M HEYETHBIX CTPaHNL r OT HUKHEro Kpas 40 HUXHEro KonoHtuTyna: 1,25 cm
Mepeitin k sepxteny NepeiTit K HIKHEMY ! 3aKpLITh OKHO

HukHII Homep  Jatau
Kak B npeasigyuien pasaene IEI MokasaTb TEKCT AOKYMEHTA E BcTaBuTh TabyNALMIO C BEIPAaBHNBAHNEM KONOHTUTYN0B

KonoHTutynst Bcraska Mepexoasl MNapameTphl Monoxexue 3aKpbiTh

JlaGopaTopras padoTa

Microsoft Word 2007.
«PegakTHpoBaHHE H (OPMATHPOBAHHE TEKCTA B TEKCTOBOM PeaKTOpe»
Tun ypoKa: YpOK KOHTPO/IA ZHAHHH (CaMOCTOATebHA padoTa)

e ypoKa: IPOBEPHTH 3HAHAA YIaIIHXCA IO IPHEMaM PeJaKTHP OBAHHA H () OpMATHPOBAHHAA
TEKCTa.

Tlops3oK BLINOIHERAS;. .

1) HaGpars TeKCTIIO IeFIOREHHOMY 0GpasLy.

- OpHeERTAIS; ATkG0MHax (PA3METKA CTDAHHI - [TapayeTp CTDAHHIR)

nons: Bce mo 1.5 cu (Pazmerka cTpaHumsl — [TapaMeTps! CTPAHHOE])

- BBeT AHCTa; Mot (PasheTKa CTPAHHIB! — DO CTPAHHIR).

~TpasmEma_mHcTa (PasMeTka CTDAHHIE - SOH CTPRHHIE)

EV) H3MeruTs MPEOT TEKCTA:

::tgr”gg“w“g WordArt (Beraeka— WordArt)

- mepesi aG3an; 14 pansep 6yxe, mpmbr Arial. K, mo mmprse (Tnagsas— Wpar, AGsan)
r~B‘ropoﬁ a6zaw; 16 pasmep Oyke, mpudT ComicSans, . no uentpy (Inagxas — IpadT, Adzan)

:{) MexaycTpoussi uuTepean— 1.5 (TnagHas — Adzan)

A\ nnncne afsana — 0 (Traouag . AR2arm)

14:23
2811.2012

PucyHok 9




[na nepexona mexay BEPXHUM U HXKHUM KOSNTOHTUTYNaMM, a Takke Mexay
KOSTOHTUTYSIaMn pasHbIX pasfenoB MOXHO UCMOMNbL30BaTh KHOMKM rpynnbl Nepexoabl
Bknagku Pabota ¢ konoHtTutynamum/KoHcTpyKkTop (CMm. ) UNMN NPOCTO NPOKpYy4MBaTh
AOKYMEHT.

Ecnun cogepxmMmoe KONoHTUTYMa NpeBbILIaeT YCTaHOBMEHHYIO 4115 HEro BbICOTY, pa3mMep
Nosisi HE YBENUYMBAETCS, HO TEKCT HA CTPaHULLE CMELLAeTCs BHU3 (Npu paboTe ¢ BEPXHUM
KOSTOHTUTYOM) U BBEPX (Mpu paboTe C HUXKXHUM KONOHTUTYITOM).

[na 3aBepieHnsa paboTbl C KONOHTUTYaMn 1 BO3BPaLLEHNSA K OCHOBHOW YacTu
OOKYMEHTa HaXXMUTE KHOMKY 3aKpPbITb OKHO KOMTIOHTUTYNOB (CM. ) Unn Knaeuwy Esc.



Co30daHue KoJIoHmumysos

BcTaBka ctTaHOApPTHONO KOSIOHTUTYNA
Bo Bknaake BetaBka B rpyrnne KONMOHTUTY bI LWENKHUTE NOo KHOMke BepxHumn
KONMOHTUTYN NN HNXXKHMIM KONMTOHTUTYN 1 B NOSIBUBLLEMCS CMIUCKE BblbepuTe OANH U3
npeanaraemMbliX KOFTIOHTUTYIOB ( ).

B KOMIOHTUTYNEe BMeCTO NoLCKa30K ( ) BBEANTE HEODXOANMBIN TEKCT; OH HE
0bs13aTenbHO JOMKEH COOTBETCTBOBATL COAEPXKAHMIO NoACKa3Kkn. Kpome TeKkCTa MOXHO
BCTaBNATb Tabnuubl 1 rpadonyeckme 06beKThbI.

[Mpn HeoBGXOANMOCTUN N3MEHUTE OPOPMIIEHMNE KONOHTUTYIA.

Beingute 3 pexxuma paboTbl C KOFIOHTUTYNaMu.
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ThasHas Bcraska Pa3meTka CTpaHuLb Cevinkn Paccoinku PeueHsnposarme Bug

PaboTa C KONOHTUTYIaMK

KoHcrpykTop

3kenpecc-6n0kM
PucyHok .
BepxHuit HixHuit Homep | Jatam Mepeittn k BepxHeny MepeiTin K HIKHEMY

KONOHTUTYA ™ KONOHTUTYA ™ CTPAHULEI ™ | EPENS Kapruhka yny
KonoHTuTy bl Bcraska Mepexogel

'

5, Hasaa
E, Cheayrowas 3anuce
@4 Kak 8 npeaniaywen pazgene

«Penalmlponaﬂue H d)opMaTuposaHne TeKCTa B TeKCTOBOM

pelaKTope»
BepxHil KonoHTUTYR JlaGopaTopras padoTa
Microsoft Word 2007.
HpoBaHHE B (JOPMATHPOBAHHE TEKCTa B TEKCTOBOM PeJaKTOPey
Tuny YPOK KOHTPOIA 3HAHHH (CaMOCTOATeNbHAT PadoTa)
Tl YPWka: IPOBEPHTH 3HAHHA yIAIIHXCA O IPHEMaM PeJaKTHP OBAHHA H ()OpMATHPOBAHHA
TeKCTa.
Tlopsaox BBINOTHERNS; ...

IMA)AH,.aﬁ.p,a,I,b.r. [€KCT 110 MPETOKEHEOMY 00pasly.
- OpHERTAAR; a7830yEas (Pa3eTKa CTDAHHIS - [TapayeTps! CTDRHHIBY)

- mong; Beemo 1.5 e (Pasmerka cTparmup! — [TapaveTpe! CTPAHHIEL)
- IIBET JHCTA: THIOBKIH (Pa2MeTka CTPARHIE — PO CTPAHHIE)

- a_nucTa (Pazuerkac - ®oHC

3) VzMernTS MpHEAT TEKCTA:
- saronosox: WordArt (Beraexa— WordArt)

jNuegm-.tiiaé - 14 pasmep & 1 Arial. X, no muprse (T naggas— pudr, AG
:WBTOQOﬁ a03am; 16 pasmep 0 1 ComicSans, U. mo e naeHax - 1IprdT, A0S
1 D 0= ‘ | i—A \
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OcoBblit KONOHTHTYA A9 NEPBOI CTPAHNLE!

[V] nokazats Teker gokymenTa
MNapamerpel

Et OT BEPXHEro KPaa 40 BEPXHEr0 KONOHTUTYAE: }1,25 (-

PasHble KONOHTUTYALI 418 YETHBIX U HEYETHBIX CTPAHML, v OT HUKHEro Kpas 40 HUXHEro KoAoHTUTYAa: 1,25 M

[B) Berasurs Taéyasumio ¢ seipasHmeansent
TMonoxexue

v

3aKpbiTh 0KHO
KONOHTUTYN0B

3aKpbiTh




Hymepayuss cmpaHuy,

BcTtaBka HOMepoOB cTpaHuL,
PacctaHoBka HomepoB cTpaHuu B Word 2007 npon3BogMTCA aBTOMaTUYECKN cpasy BO
BCEM JOKYMEHTE.
Hymepauuio cTpaHuL MOXHO NpPoM3BOAUTL NPY NIOOOM pexmme oTobpakeHna AOKYMEHTa,
HO yaobHee aTo AenaTb B pexume PasameTka cTpaHuubl.

Bo Bknagke BetaBka B rpynne KonoHTUTYNbI LLENKHUTE No KHOMKe Homep cTpaHuubl, B
NOSIBUBLLEMCS CMMCKe BblDepuTe 0anH N3 crnocoboB pacrnonoxeHus Hymepauum (Beepxy
CTpaHuubl, BHM3y cTpaHuubl unn Ha nonax ctpaHuubl), a 3ateM O4MH U3 BapUaHTOB
Hymepauuu (puc. 12).

[Tocne BCcTaBkM HOMepa OOKYMEHT aBTOMaTU4eckn byaeT nepeBeneH B peXxXnum paboTbl C
KOSTOHTUTYSIaMu.



Pasmerka crpaHmupl  Ceenkw Pacceinku Peuedsuposadue  Bug

Z02 e @ 13 = g 1 2

TuynbHas Mycras  Paspeie | Ta6nuua | Pucyrok KapTunka Ourypei SmartArt Juarpamma CHumok | unepcceinka 3aknagka Mepekpecthas | Bepxuit HuokHuit 1g| Hagnuce Skenpecc-6noku WordArt Bykenua ®opmyna Cumson
CTPHMLA ¥ CTPAHMLA CTPaHULE! v v ceeinka KONOHTUTYA ™ KOAQHTUTYA ™ | v v ¥, v+ 4 O6vexr v v Y.

CTpaHmugt Mipocroit BBepXy CTpaHHLL Tekar Cimsonsl
Npoctoii Homep 1 BHu3y crpaHmugl

Ha nonsx crpaHuusl
Tekywee nonoxenme
«PeAaKTPlpo B3 ©OPMAT HOMEPOE CTPaHML,.

YAaNUTb HOMepa CTpaHMLy

Mpocroit Homep 2

«PejaKkTHPOBAH

Npocroit Homep 3

Tun ypoka: ypok KOHIp!

e ypoka: mpoEEpHTE
TEKCTA.

Tlopsigox BBUOJHEHNS; . Npocroii Homep

P BepTukanbHan nuHUA
1) Habpats TexcT N0 mped

;Kmemna Bl

- OpH ; alB0
- nong; Beemo 1.5 oy (Pas
- IBCT THCTA: THTOBBIH (P

JIHCTA

e @ [lononHuTENbHEIE HOMEPa CTPaHMLY ¢ caitta Office.com
3) M3MerHTS MPHAT TEKC) )
& COXpaHWTb BbAENEHHEIA GPArMEHT Kak HOMED CTPaHNLIbI (BBEPXY CTPaHMLL)

~aronoeox: WordArt - Wor

r"ne b1 a03am; 14 pasmep 0

1712

P S D)
Pl O o0
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N3meHeHuUe HyMepayuu

U3meHeHue cnocoba Hymepauyuu u Ha4asibHbIl HOMep

Bo Bknagke BeTtaBka B rpynne KOnMOHTUTYNbI LLENKHUTE NO KHOMKe Homep cTpaHuubl U
B NOSABUBLLEMCS CMNUCKE (CM. puc. 12) BbibepuTte kKomaHagy dopmaTt HOMEPOB CTPAHULL.
B ananorosom okHe dopmaT HOMepa CTpaHuL, (puc. 13) B pacKkpblBatoLLEMCSH CrNCKe
PopmaTt HoMmepa Bbibepute crnocob Hymepaummn CTpaHul, a B CHETYNKE HAYaTb C —
yCTaHOBUTE HOMEP, Ha4YMHas C KOTOPOro crieqyeT HyMmepoBaTh CTPaHULbI.



A@”b—- o — o —— .- Aoxymenl. - Microsoft Word b- -— _-.-o |=|“

Masm Bcraska Pa3MeTka cTpaHmupl Cebinku Pacceinku Peueﬂznposaﬂue [A] 0
§ 0= OEEDP M. Q033 § 0 0 HE 4EX=T0
=l - @4 =

Jata v epema

TutynbHas Mycras  Paspeie | Tabauua | PucyHok KapTuHka 0nrypu SmartArt Auarpamma Cunuox Tunepcceinka 3aknagka MepekpectHas | BepxHui HikHMi Homep Haanucs 3xcnpecc BN0KK WordArt Synuua @ ®opmyna Cumson

CTPaHULA ¥ CTPHULA CTPaHULB A CChinKa KONOHTUTYA ™ KONOHTUTYN ¥ CTPHULIb ¥ 5 "4 Ovext v v
CrpaHmusl Tabauupl Wnnocrpaunn Cebinkn KononTutynsl Tekcr Cumeonel

- mong; Bcemo 1.5 em eTKa —ITapan
- BT THCTA: THN0BSIH (PasMeTk CTDAHMIE ~ POH CTPAHAIE)
- a_nucTa (PasMerxa - don

§~ W3mernTs TTEKCTa;

- saronosox: WordArt(Berassa - WordAr)

:wn BB 303am; 14 [5) T Al no mepaHe (I'naeHag - LIpadT, AG
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YodaneHue Hymepayuu

HesaBncmmo oT cnocoba BCTaBKM HOMEPOB CTpaHUL, ANS yaaneHns BceX HOMEpPOB BO
Bkragke BeraBka B rpynne KonMOHTUTY bI LWerkHuTe No kKHonke Homep cTpaHuubl 1 B
NosBMBLLUEMCS MEHIO BbIbepuTe KOMaHay YAanmMTb HOMepa CTpaHuL, (CM. ).
Yaanntb HOMepa CTpaHuL, MOXHO Takke B pexxnme paboTbl C KONOHTUTYNnamu. [Jnga atoro
BblOENUTE HOMEP CTPaHMULbl UNU paMKy HaanMcu, B KOTOPOW OH PaCrofOXeH, U HaXXMUTE
KnaBuLly Delete.



VIHmepHem pecypchbi:



Cnacubo 3a eHumaHue!l!!



