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[Mporpamma WORD 06bI4HO
HaxoAMUTCA B rNTaBHOM MeHI0 (MeHIo
NMyck - NMporpammbl). Kpome TOr0,

ApNbIK NpOrpamMmMbl 4acTo MOMELLAT

Ha pabounin cton. Bbl 3anyckaeTte

NporpaMMy CTaHAapTHbIM CNOCO6OM—~=

OBOWHbIM LWEeNTYKOM Mo ee
NMUKTOrpamme.

Bbl 3aBepLiaeTe nporpaMmmy nobbIM
U3 CTaHAAPTHbIX cnocoboB (KHOMKA
3aKpbITUSA OKHa, KHonka Office -
Bbixoa s Word. Eciin B MOMEHT
3aKpbiTUa okHa WORD obHapyxuT,
4YTO Bbl BHEC/IN U3MEHEHMUS B
AOKYMEHT, HO HE COXPaHWIN ero B
danne, Ha aKpaH NMOCTynNuT
Ananorosoe okKHo. Bbl MoXxeTe
COXPaHWUTb U3MEHeHUs B danse

(oTBeT [la), HE COXPaHATb M3MEHEHMUS

(HeT), unu npoao/iXnTb
peaakTuposaHme (OTMeHa).
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Ana npocMoTpa AOKYMEHTa B
WORD MO>XHO MCNONb30BaTb
pa3inyHbIN MacwTab. [dns
3TOr0 MOX>XHO OTKPbITb MaHesnb
NWHCTPYMeHTOB Bupa ananorosoe
okHO MacuwTab, nnaun
BOCMOJIb30BaTbCA OeryHKoMm
MacwTtaba B HMXXHEM NMpaBoOM
Yriy OKHa AOKYMEHTa.
MacwTab BblbupatoT B
3aBUCUMOCTU OT TOro, HYXHO
NPOCMOTPETb HECKO/TbKO
CTpaHuL, cpasy, UWin oaHy
CTPaHULY AOKYMEHTA;
CTPaHULYy LEeIMKOM, NN ee
(parMeHT.

PeueHsmposaHue Bug Hagcrpowku
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Ha nepBoM 3Tane paboTbl C NeYaTHbIM U3AAaHUEM HAA0 YCTAaHOBUTb
napaMeTpbl ero ctpaHul. K HUM OTHOCATCS pasMep U OpUEHTaLUS
JINCTa, BEIMYMHA MNONEN, PACCTOAHUE OT KOSIOHTUTYOB A0/
BEPXHEr0 U HUXXHEro KPaeB CTPaHULbl. YCTAHOBJ/IEHHbIE
napaMeTpbl MOTyT 6biTb U3MEHEHbI B npoLecce paboTbl HaA
n3aaHneM.

[Mpu BbI6OpE pa3Mepa CTpaHULbl OPUEHTUPYNTECH HA NeYvaTatoulee
YCTPOUCTBO. Tak, NnCT popMmaTta A4 MOXHO pacneyaTtaTb Ha 1060M
N3 COBPEMEHHbIX NMPUHTEPOB, TOraa Kak gopmat A3
noaaep>XUBaeTCcHa TOIbKO crneunasibHbIMM MoAUMUKaUunsImMun
NnpuHTEpoB. OpmneHTaumnsa CTpaHuubl MOXeT 6bITb BblbpaHa
KHMXXHasi U anbbomMHas.

[lpn ycTaHOBKE BeNMUYuHbI NMoaen npexae scero Heob6xoammo
onpenennTb, 0AHOCTOPOHHSASA MU ABYXCTOPOHHSASA nevatb Oyaet
NCcrnonb3oBaTbcs. [1pyU 0AHOCTOPOHHEN NeYaTn coaepXxmumoe
neyaTHOro n3aaHus pacnosiaraeTcsd To/IbKO Ha OAHOM CTOPOHE
ne4yaTHoro ancra (Npuv neydyaTun AOKa[0B, pedepaTos,
ancceprtaunn u T.n.). B 3TOM cny4dae pasnnyalroT BepxHee,
HUXHee, neBoe N npasoe nons. Npu NoaroToBKe XYypHabHbIX U
KHMXXHbIX U3AaHWUN UCMNOJIb3YETCS ABYXCTOPOHHAS rneyvyaTb. 34eCb
pa3nnyaloT Tak Ha3blBaeMble 3epKasibHble MO, @ TaKXe BMeCcTo
N1eBOro U NpaBoro nosien NCNosib3ytT NOHATUS BHYTPEHHUX U
BHELIHUX MOonen.
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Mons Bymara Maxker | CeTka AOKYMEHTa

B 3TOM OKHe 4 pa3aena:

Nonsa, bymara, Maket u = o 5=
C eT Ka no Ky M e HTa . MepenneT: Ocm = [MonoxeHue nepenneTa: Cnesa v
Pasmep u BMA Nosiein, a Takxe
p IDI 4
O p VI e HTa L" VI H 6y M a rVI KHWKHas  anbbomHas
yCTaHaB/INBAOTCA B pasaernie Croans
HECKONbKO CTPaHMLL: ObbI4HbI v

NMonsa. Pazmep 6bymaru
yCTaHaB/IMBAlOTCA B pa3aene
Bbymara. lonioxeHune
KOJIOHTUTYJIOB B pa3aene
Maker.
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KaaBuina

Ilepemenienue

L]

[]

L]

[]
Ctri+[
Ctrl+C
Ctri+[]
Ctrl+C

PgUp
PgDn
Ctrl+PgUp
Ctrl+PgDn
End
Home
Ctrl+Home
Ctrl+End

Ha onny cTpoky BBEpX

Ha onny cTpoky BHU3

Ha onny no3unuro BiIeBO

Ha onny no3uiyio BIipaBo

Ha onun a63a1 BBEpX

Ha ogun a03ar BHU3

Ha onHo ¢10BO BIIEBO

Ha omHo ¢10BO BIipaBo

Ha onuH 3xpan BBEpX

Ha onun skpan BHU3

B Havyayio npeapiayen CTpaHulLbl
B Hauano cienyromen CTpaHuIlbl
B xoHel cTpoku

B Havaio ctpoku

B Hayasio nokymeHra

B koHen nokymMeHTa




Pepaktop Microsoft Word no3sonsieT npocMaTtpuBaTb JOKYMEHT B
Pa3/INYHbIX peXxmnMmax:
O6bI4YHbIN — Hanbonee yaobHbIN ANs BbINONHEHNS 60NbLINMHCTBA
ornepaumumn;
DNIEKTPOHHbIN AOKYMEHT — Hambonee yaobeH Ans YTeHUS
AOKYMEHTa C 3KpaHa: c/1ieBa NosIBMASETCA CTPYKTypa AOKYMEHTa, C
MOMOLLbIO KOTOPOW MOXHO 6bICTPO NepeaBuUraTbCs Mo JOKYMEHTY;
Pa3zmMmeTKka cTpaHumL - oTobpakaeT AOKYMEHT B TOYHOM
COOTBETCTBUU C TEM, KaK OH byaeT BbiBeAEH Ha NneyvyaTb; B 3TOM
pexume ynobHo pabortaTb C KONMOHTUTYNaMu, dpenmmMmamm um
MHOIFOKOJIOHHOW BEPCTKOM AOKYMEHTA; TO/IbKO B 3TOM pexmnme
oTobpaxkaeTcs BepTUKasibHaa KOOpAMHATHAs IMHENKA;

CTpykTypa - npeaHasHadeH ans paboTbl CO CTPYKTYpOu
AOOKYMEHTa, NMo3BOIdeT NoKa3biBaTb U CKPbIBAaTb TEKCT U
3arosI0BKM pasniMyHON rnyObuHblI BIOXXEHHOCTU;
FNaBHbIWM AOKYMEHT — MCMNOJIb3YETCH B C/lyyae, Koraa OCHOBHOM
OOKYMEHT clieayeT pa3aennTb Ha YacTu U NpeacrtaBuTb ero B Buae
HECKOJIbKMX NMoaA0KYMEHTOB.

[lepexoa Mexay pexxmMaMun OCYLLECTB/ISETCHA C NMOMOLbIO
COOTBETCTBYHOLLMNX KOMaHA naHenn Bwua vam KHOMOK,
PACMOJIOXEHHbIX CripaBa OT rOPM30HTA/IbHOM MNOJSIOChblI MPOKPYTKKU
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ANa COXpaHHOCTM AOKYMeHTa Heob6XoAMMO BbI3blBaTb KOMaHAY
CoxpaHunTb (HaxaB KHonky Office) nnu WenkHyTb KHOMKY j
[Mpn nepBOM COXpaHEHUN NOSABUTCH AMANIOrOBOE OKHO
CoxpaHeHMe AOKYMEHTa.
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B none Manka cneayet BblbpaTb ANCK, B MoOne,
PACnoJsIOXXEHHOM HUXe — nanky, B KOTOpon HeobxoanMo
COXPaHUTb AOKYMeHT. B none Tun ¢anna - dopmar, B
KOTOpoM byaeTr coxpaHeH AOKyMeHT. B none Uma daunna -
BBECTU UMA pannia AOKYMEHTa U WENKHYTb KHOMKY
CoxpaHunThb.

[1py MOBTOPHOM COXPaHEHUN AManoroBoe OKHO
CoxpaHeHue AOKYMEeHTa He BbIBOAUTCSH, AOKYMEHT
aBTOMaTUYECKN COXpaHAETCHa B TOM Xe danse. Ytobsbl
COXPaHUTb AOKYMEHT noA APpYyrmM MMEeHeM UNu B ApPYyrou
nanke, cneayet B MeHto @ann BbI6paTb KOMaHAy
CoxpaHuUTb KaK, nocsie 4yero nosgBngdeTcss OKHO
CoxpaHeHue oOKYMEeHTaA.



Kypcop yka3blBaeT MecTo, B KOTOpoe byaeTr
BBOAUTbLCHA TeKCT. [JOCTUrHYB Kpasi CTpaHulbl,
KypCcop aBTOMaTU4eCKu nepexoanT B Hayasno
cneaywoulen ctpokun. Ansa nepexona B Havano
cneaywouwlero absaua cnegyet HaxaTtb Enter.
CyLllecTBYyeT ABa peXxnMa BBOAA TEKCTA — BCTaBKU
U 3aMeHbl. B pexxuMe BCTaBKM Npu BBOAE
HOBbIX CMMBOJ10B, TEKCT, COAEP>XALLNNCS B
OOKYMEHTe, NepeMellaeTca BnpaBo OT MecTa
BBOAa. B pexxuMe 3aMeHbl CTapbiN TEKCT
3aMeHdeTCcsa HOBbIM. [lepeknitoueHne Mexay
PeXXMMaMy OCYLLECTBASAETCA HaXaTUeEM KaBULLK
Insert



[lpexae YyeM BbINOSIHUTb KaKyl-HUbyab onepauunto Haag dparMeHTOM TEKCTa, ero
HeobxoAnMMO BblAENUTb OAHUM U3 cneayrLwmx cnocobos:

YCTaHOBMUTb YKa3aTesb MbiluK B neBoe nose (OH NpeBpaTUTCH B CTPENKY,
HanpaBAEHHYO BNpaBOo), NPN HaXXaTUM KNaBULIM MbILUN BblAENUTCA OAHA CTPOKa, Npu
ABOWHOM Ha)kaTuu — ab3au, Npu TPOMHOM — BECb AOKYMEHT;

YCTAaHOBUTb YKa3aTeslb MbilUM B SIeBOE NoJie HanpoTMB NepBOMN CTPOKU dparMeHTa,
HaXkaTb KNaBuLWy MbIWIN U, HE OTNYyCKas ee, pacTsaHYTb BblAe/ieHMe Ha BEeCb
dparmeHT;

YCTaHOBUTb YKa3aTe b MbillM B Hayane dpparMeHTa, HaxkaTb KNaBuwy MbIlUKN U, HE
OTNYyCKas ee, pacTaHYTb BblAeNEeHNE Ha BECb DParMeHT;

ANS BblAENEHUS OAHOIro CN1I0Ba AOCTATOYHO ABaXXAbl WENKHYTb Ha HEM MbILbIO;

ANs BblaeneHns ogHoro absaua MOXHO caenaTb B HEM TPOMHOM WENYOK;

ANS BblAENEHUS OAHOro NpeanoXeHus cneayet Haxatb knasmwy Ctrl n WwenkHyTb
MbIlLUbIO B NpeaoXeHuu;

ANS BblAENEHUS BCEro TeKCTa cneayeT HaxaTb knasmwy Ctrl n WenkKHyTb MbilbIO B
NEeBOM rone;

YTOObI BblAENUTb PparMeHT TEKCTaA C NOMOLLbIO KNaBuaTypbl, HeE06X0AMMO YCTaHOBUTb
KYpCoOp B Ha4yaso unm KoHel pparmeHTa n, Haxas knasuwy Shift, knasuwammn
ynpaB/ieHUs KypCOpPOM pacTaAHYTb BblaeneHne Ha BeCb parMeHT.

CHATb BblAENIEHME MOXHO LWENYKOM MbllK B N1t060M MecTe TekcTa. [1pu BblaeneHunmn
HOBOro dparMeHTa npeablayliee BblaeeHNE CHUMAETCS.



CuMBON cnpaBa oOT Kypcopa yaansertcs knasuwen Delete, cumBon
Cc/ieBa OT Kypcopa - knasuwen Backspace. [Ang yaganeHus
dparMeHTa TeKCTa crefyeT BblAe/IUTb ero n HaXaTb K1laBuLly
Delete. Ecnun Boigenntb parMeHT TeKCTa U HabpaTb Ha
K/laBnaType HOBbIW TEKCT, OH BCTaBUTCHA BMECTO BblAE/IEHHOr0
dbparMeHTa.

YT106bI paspgennts ab3au Ha ABa, He06X0AMMO YCTaHOBUTb Kypcop
B npeanosaraeMbi KoHeLl, nepBoro absaua 1 HaXaTb KaBuLly
Enter.

CobpaTtb ABa ab3aua B 0ANH MOXHO ABYMSA criocobamu:

YCTAaHOBWUTb KYpCOp 3a nocsieaHM CMMBOJIOM nepBoro absaua u
HakaTb Knasnwy Delete;

YCTaHOBUTb KypCop rnepen rnepsbiM CMMBOJIOM BTOpOro absaua u
HakaTb Knasnwy Backspace.

[MTpn HaxkaTun Knasnwn Enter B TeKyLlyo NoO3nUMIO Kypcopa
BCTaBNsIETCS Hene4yaTaeMbi cmmBon 4. Ans BkawdeHus/
OTKIIOYEHUSA pEXMMaA NMPOCMOTPa HenevyaTaeMblX CUMBOJI0B
MCNOJ1Ib3YETCS KHOMKa . HeneyataeMble CUMBOJIbI YAANSAKOTCA Kak
06bIuHbIe, knaBuwamn Delete n Backspace.



KonunpoBaHue TeKkcTa
Ansa KonupoBaHUA dpparMeHTa TekCcTa HeobxoanMmo:
BblAeNnUTb parMeHT TEKCTA;
LLENKHYTb KHOMKY wuaun Bbi6bpaTb B MeHio NMpaBka koMaHay KonupoBaTb;
YCTAHOBWUTb KYpCOp B MECTO, Kyaa cieayeT BCTaBUTb PparMeHT;
LLENKHYTb KHOMKY WNu BbibpaTb B MeHio MpaBka KoMaHay BCcTaBuUThb.
NepeMelleHne TeKCTa
Anga nepemeweHns pparMeHTa Tekcta HeobxoamMmo:
BblAeNNUTb parMeHT TEKCTA;
LLEeNIKHYTb KHOMKY wuan Bbi6bpaTb B MeHio NMpaBka KoMaHay Bbipe3aTtb;
YCTAaHOBWUTb KYpCOp B MECTO, Kyaa cieayeT BCTaBUTb PparMeHT;
LLEeNKHYTb KHOMKY WNu BbibpaTb B MeHio NMpaBka KoMaHay BCcTtaBuUThb.
[MepemMecTuTb pparMeHT TeKCTa MOXHO CcreayrWwmm cnocobom:
BblAeNNUTb dparMeHT TEKCTa;
NepeTsHyTb BblAeNleHNE B HY)XHOE MECTO.

Ecnu npu nepeTtarMBaHnm BbliAENEHUS AepXaTb HaxaTon knasuwy Ctrl
(Npu 3TOM BO3/1e yKa3aTess MbllKU MOSIBUTCA 3HaK + ), To dparMeHT 6yaer
CKOMWpPOBaH.



PenakTupoBaTtb - NPOBEPATb U
MCMNpaB/IATb TEKCT NpPpU NOAroToBKe K
neyartm.

PegakTnpoBaHue TeKCTa BO3MOXHO
OCYLLECTB/IATb HENOCPEACTBEHHO BO BpeMS
BBOJa TeKcTa. [Jng aToro yctaHoBJIEH
PeXMM aBTOMaTUYECKOMN NMpPOBEpPKMU
opdorpadpum npu eeoge. Ecnm Heobxoanmo
€ro aKkTMBMpoBaTb, TO BblbMpaeTca KoMaHaa
NMpaBonucaHue Ha NnaHenm MHCTPYMEHTOB
PeueH3unpoBaHMe.

Word aBTOMaTn4eckun nposepsieT
opdorpaduio n Kaxpoe HeBepHO BBeLEeHHOe
NN HEU3BECTHOE C/I0BO aBTOMATU4YeCKM
noA4YepKMBaeTCs BOJIHUCTON YepTOn.

Ansa ncnpasneHuns cnosa A0OCTATOYHO
YCTa@HOBUTb Ha HEM KYpCOp, Ha)xaTb npasvto
KAaBuLy MbIWLW ANS Bbl30BA KOHTEKCTHOIO
MEHI0, KOTOpOEe NpeasioXXuUT BapuaHThl
ncnpassieHNs oWnbKMN.
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[lpy BBOAE TeKCTa HeobxoanMo cobnwaaTte cneayrwmne

npasuna.
Bo BCex coBpeMeHHbIX TEKCTOBbIX pedaKTopax nepexod Ha
HOBYIO CTPOKY B npouecce Habopa TekCTa nponcxoauT
aBTOMaTMUeCKMu.
OKOH4YaHMe ab3aua MapKUpyeTcs HaXaTUeM KlaBuLln
<ENTER>, nossonswoLien nepentn Ha HOBYIO CTPOKY.
[lpo6en obsa3aTeneH nocne 3HakKa npenuHaHuga; nepeg
3HAKOM npenunHaHus npoben He ctaBuTcd. [ns yCTaHOBKU
crieymanbHblX 3HAKOB MCNOMb3YIOTCH crieayroLime
KOMObMHALUMN KNaBULL:

Jedbunc <->

Hepa3pbiBHbIN aedpuc <Ctrl>+Shift>+<pecpunc>

Tupe <Ctrl>+Shift>+<cepblin MUHYC>

Hepa3pbiBHbIM npoben <Ctrl>+Shift>+<npoben>



3HaK «aeduc» ctaeutca 6e3 npobenos, HanpuMmep: dans-
cepBep, KToO-HUbyab, TEMHO-CUHUN,

ANnga ynydlweHus BHELWHero Bnaa AOKYMeEHTa MOXHO
NCMOJIb30BaTb «HEepa3pbIBHbIN AedUC», KOTOPbIN
NPendaTCTBYET HeXeflaTeNIbHOMY NepeHocCy CJioB,
coaepxalwmx aeduc (B Mecte ero pacnosioXXeHus).

3HaK «TUpe», Uin KakK ero HasblBaloT «AJIMHHOE Tupe»,
CTaBuTCsa ¢ npobenamm A0 U Nnocsie 3HakKa, Hanpumep,
«cneaywowmnm atan - popMmaTupoBaHme».

3HaK «Hepa3pbIBHbIX NMpoben» npensaTcTByeT CMMBOJ1aM,
MeXay KOTOPbIMW OH MOCTaBJ/IEH, pacnosiaraTbCs Ha pa3HbIX
CTpPOYKaxX U COXpaHAeTCcsa PUKCUPOBAHHLIM Npu N0O6OM
BblpaBHMBaHMM ab3aua. DTOT 3HAK O4YeHb YA0OHO NPUMEHSATb
npun BBoAe AaT (KOTopble HE NPUHSATO pacnosiaraTb Ha ABYX
CTpo4YKax), daMununm c nHnumanamm n 7. n. Hanpumep: M.
lO. JlepmoHTOB, 9 Mad, 1682-1696 rr.

CnoBa, 3aK/Il04YEHHbIE B KaBblYKUN UTN CKOBKK, HE AO/KHBbI
OTAENATLCA OT HMX npobenamu. Hanpumep, «EBreHnn
OHermH», rocTuHuua «HeBcknin nanac».



