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TexcroBbIn pexakTop Word

IporpamMma Co3JIaHMs, PSAaKTUPOBAHUS,
dopMaTUpOBaHUs, COXPAHCHUS 1
[Ie4aTy TEKCTOBBIX JOKYMEHTOB,

NpoBepKHU opdorpaduu B JOKYMEHTE.

VYpakosa Enena JImutpuesna



Janyck Word

3anyctuTh Word MOXXHO,
[ICIKHYB ABAKAbI IO SIPJIbIKY HA
pabo4YeM CTOJIC WUJIM HAWTH €T0,
BeIOJIHUB Ilyck, IlIporpammel,

Microsoft Word.

VYpakosa Enena JImutpuesna



Bu skpaHa

Jdoxyme nt1 - Microsoft Word

I 1aBHOE MEHIO

Cnpaeka
CranpaptHas ‘ 0B
[HaHEIb
HHCTPYMEHTOB
o ITanenn
JInaenKHn

HHCTPYMCHTOB

OTCTyIBI OT KPaeB KPaeB JIMCTA
B pexxuMe Pa3meTrka cTpaHuIbl

VYpakosa Enena JImutpuesna



BBepXy HaxoquTCA 3arojIOBOK, HA KOTOPOM HAPALY C
Ha3BaHUEM IIPOrPAMMBbI M KHOIIOK YIIPABJICHUSI
OKHOM COJIEPKUTCS HA3BAHUE TEKYIIETO
TOKYMEHTA

Eﬁﬂouyueml-Microsoft Word )X



I 1aBHOE MEHIO

I1ox 3aros1oBKOM HAXOAUTCS INIABHOE MEHIO, C
IIOMOIIBIO ITYHKTOB KOTOPOTO MOJIb30BaTEIb MOT
oTgaBath Word KOMaH bl P BBIIIOJIHECHUHN
COOTBETCTBYIOILMX ACUCTBUM.

ain Msera B Buraska Poovar Cepene Moxasonsios Ui Croka

VYpakosa Enena JImutpuesna



KpaTKO OITMIICM OCHOBHBIC ITYHKTbI
IJIAaBHOT'O MCHIO.

Dails1 — OTKPBITHE, COXPAaHCHUE, TIeUaTh (aiia.
IIpaBka — onepanuy KONMUPOBAHKUE, BCTABKA, BBIPE3AHUE.
Buja — oTrBeyaer 3a BUJ dKpaHa.

BcraBka — BCTaBka CHEMMUAIBLHBIX CUMBOJIOB, KAPTUHOK, HAIIUCEW WU
JIPYTruX OOBEKTOB.

dopMar — yCTaHaBJIMBAET NapaMeTPhI a03aleB, MPUPT U T.1.
CepBuc — niposepka opdorpadun, nepeHoc ciaoBa, HacTporika Word.
Tabauma — Bce onepanuu, CBI3aHHbIC ¢ TaOIUIIAMH.

OKHO — COAEPXKUT MEPEYEHb JOKYMEHTOB, KOTOPBIE OTKPBITHI B JAHHBIN
MOMEHT.

Pain Mpaera Bun Beraea Popmar Cepewc MNokas cnaigoe Okro Cnpaeka

VYpakosa Enena JImutpuesna



| lanemm MHCTPYMEHTOB

[1og rmaBHBIM MEHIO HaXOAUTCS MaHEIb MHCTPYMEHTOB. Ha
MaHEeJsIX HHCTPYMEHTOB PAcCIIOaraloTcsi KHOIIKH, KOTOPHIE
AyOIUPYIOT HEKOTOPhIE KOMaHbI [NIaBHOTO MEHI0. OOBIYHO
Ha BKpaHE 0TOOpaKaeTcCs JBE NaHEIU HUHCTPYMEHTOB:
CranaaprHas u @opmarupoBanue. CTaHIapTHA MTAHENb
MHCTPYMEHTOB COACPKUT KHOIIKH, BBIIOJHSIOIINE TAKHUE
oIepalny KaKk OTKPbITHE, COXpaHEHHUE, IIeUaTh (paiiia,
KOIIMPOBaHUE (pparMeHTa TEKCTa, CO3IaHUe TAOIHUI] U T.1.

[Tanens MHCTpyMeHTOB DopMaTHUpOBaHKE U3MEHSET MIPUPT,
CII0COO BhIPpaBHUBAHUSI.

VYpakosa Enena JImutpuesna



I lanenmm MHCTPYMEHTOB

CraHaapTHas ITanenn
naHeJb opmarupoBaHus

VYpakosa Enena JImutpuesna




110J10ChI NPOKPYTKH

BHu3y 1 cripaBa 0OKHa HaXOIATCS MOJOCHI MPOKPYTKHA. OHU UMEIOT ABE
JIOTIOJTHUTEIIBHBIE KHOIKU B BUE JBOMHBIX TPEYTOJIBHUKOB, KOTOPHIE
MTO3BOJISIFOT MONACTh HA CTPAHUILY BBEPX UJIA BHUS3.

JINMHEVM KU NNPOKPYTKH

BBepxy 1, BO3MOXKHO, CJI€BAa HAXOAATCS JJUHEHMKNA MPOKPYTKU. OHU UMEIOT
JIBE JIOIIOJITHUTEIIbHBIE KHOIIKU B BUJIE JIBOMHBIX TPEYTOJIbHUKOB,
KOTOPBIE TTO3BOJISIIOT MONACTh HA CTPAHUILY BBEPX UJIA BHUS3.

JIMHeNKH

BBepxy U, BO3MOXKHO, CJI€Ba HAXOAATCS JIMHENKNA. X Ha3HaueHue —
IIOKa3aTh PACIIOI0KEHNUE TEKCTA Ha cTpaHule. C UX TOMOIIBIO MOXKHO
MEHSITh JIEBYIO U IIPaBYyIO rpaHuIly ab3aiia, OTCTYIL.

VYpakosa Enena JImutpuesna



HNHdopMallMOHHAA CTPOKA

IToxg auMu HaxomuTCs HH(POPMAIIMOHHAS CTPOKA, B KOTOPOM yKa3aHa
TeKyIllasl CTpaHuIla, pa3Aei TeKyIlas CTpaHuIa/o0IIee Yucio
CTpaHMI] JOKYMEHTA, PACCTOSHHE OT BEPXHETo Kpas JOKYMEHTA,
CTPOKa U MO3UIIHS Kypcopa B CTPOKE.

PeKuMBbI IPOCMOTPA IOKYMEHTA

JIOKyMEHT MOXKHO paccMaTpuUBaTh B Pa3IMYHbIX pexkuMax. Hanbomee
4acTO MCHOJIb3YIOTCS ABa: OOBIYHBIN peKUM U pekuM PazmeTka
CTPAHULIBI.

OOBIYHBIN PEKUM MPEIHA3HAYECH ISl BBOAA, PEAAKTUPOBAHUS U
(dopmaTrpoBaHus TEKCTA. B 00BIUHBIM pexxume (popMaTupOBaHUE
TEKCTa 0TOOPaX)aeTcs MOJHOCTHIO, & pa3METKa CTPaHUIIbI — B
YIPOIIEHHOM BHJI€ (OTCYTCTBYIOT BEPTUKAJIbHASI JIMHEWKA HE BUIHBI
OTCTYIIBI OT KPA€B JIMCTA), YTO YCKOPSIET BBOA U PEAAKTUPOBAHUE
TeKkcTa. YTOOBI YCTAHOBUTH 3TOT PEKUM HAJ0 BBIIOJIHUTH KOMAaHIY
Bua, O0ObIYHBIA peKUM.

VYpakosa Enena JImutpuesna



B pexxume 10KyMeHT 0ToOpakaeTcsl B TOM BUJIC, KAKOW OH OyJeT UMETh Ha
oymare. B 3TOM pekrMe moka3aHbl OTCTYIbI OT KPAEB JIMCTA.
3aroja0BKH, CHOCKH, KOJJOHKH U HaJAIIMCH 3aHUMAKOT CBOU
JIEMCTBUTEIIbHBIE MECTA. TEKCT, pPUCYHKU U JPYTUE DJIEMEHThI
OTOOPAXKAKOTCS TAK K€, KAK U MOCJI€ BBIBO/IA CTPAHUIIBI HA I1€YAaTh.

YT0OBI MEPEUTH B PEIKUM PA3METKHU, BLIOEPUTE BbI MEHIO Bra KoMaHTy
Pa3meTka cTpaHupbl.

Co31aHue HOBOE TOKYMEHTA

[Tpu 3anmycke Word aBTOMaTn4ecKky OTKPBIBACTCS ITyCTOM JOKYMEHT, C
KOTOPBIM BBl MOXKETE Ha4yaTh CBOIO paboTy. EMy naercst Ha3BaHue
JokymenT 1. THOTIa BOBHHUKAET CUTYyaIysl, KOT/la HY>KHO OTKPBITh
€llle OAUH JOKYMEHT. [[JIs1 3TOr0 HYyKHO IIEIKHYTh HA KHOTIKE .

BTopoii cioco0 co3ganus JOKYMEHTA BBITIOJIHUTH KoMaH 1y DaiJi,
Co3pnarb. [1oABUTCA OKHO, B KOTOPOM IIEJIKHYTh MO KJIABUATYPE
OO6mue u BpIOpaTh TUIT JOKyMeHTa HOBBIN, a 3aTeM MIETKHYTh MO
kHotke OK.

VYpakosa Enena JImutpuesna



