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CyLLEeCTBYET HECKOMNbKO pegakLuum
naketa MS Office, HO B ntobon 13 HUX
obsi3aTtenbHO coaepKaTcs YeTbipe
OCHOBHbIX nporpammebl. Microsoft Word
(paboTta c Tekctamm), Microsoft Excel
(pabota c Tabnuuammn), Microsoft Power
Point (co3gaHue npeseHTaumn),
Microsoft Access (paboTa ¢ bazamu
OaHHbIX).




OcobeHHocTbo Nnaketa MS Office aBnsieTca 1o,
YTO BCE ero nporpamMmmbl UMEKT CXOXUN
NHTEepdenc, TpedbyoT OANHAKOBLIX MPUEMOB
paboTbl, a MOTOMY OCBOEHNE OYeEPEOHOM
nporpamMmmbl He Bbi3bIBAeT OCODbLIX
3aTpyaHeHun. Kpome Toro, Bce nporpamMmmel
Nnaketa MakcumMmarnbHO MHTETPUPOBaHbI, TO ECTb
OOKYMEHTbI, co3daHHble B OOAHOM nNporpamme,
MOXHO MCNONb30BaTh B APYron.




Microsoft Word — oaHa n3 cambix
COBEPLLUEHHbIX NPOrpamMm B Kriacce TEKCTOBbIX
penakTopoB, KOTopasa npegycMmaTpuBaeT
BbINOJSIHEHME COTEH onepaLnn He TOMbKO C
TEKCTOBOW, HO N C rpadunyecKkomn
nHpopmaumen. C nomouwibto Word MoxHO
ObICTPO U C BbICOKMM Ka4eCTBOM NOArOTOBUTb
nobon JOKYMEHT OT NPOCTEULLEN 3aMNCKM O0
Cepbe3HOoro TunorpadCckoro MakeTta KHura,
XXypHana.




[1na aBTomMaTnsaymm aTon AeATENbHOCTU
kopnopauwneun Microsoft paspaboTtaH naker
nporpamm nofd HaszeaHnem MS Office,
npeaHa3sHavYeHHbIN Oans paboTbl C
OOKYMEHTaMMW.

NMporpamma Microsoft Word — ogHa u3
rmaBHbIX Yacten MS Office.




3anyck pedakmopa

3anycKk pegakropa OCYLLECTBNAETCSH Yepes
[naBHoe MmeHto ([Tyck — Bce nporpammei -

Microsoft Word) nnn gpyrumm nssectHbiMu B
OC Windows criocobamw.
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meKcmoeomM pedakmope:

|||”H| GCHOBHble Buabl paaom, 8bINOJIHAeMbIX 8

BoiELES AolEblie npeaBapuTENbHbI
AOKYMEHTa, NPOCMOTP AOKYMEHTA
cCOXpaHeHne OOKYMEHTa nepeq ne4vaTtsbio,

Ha OucCke; HacTpouKa napamMeTpoB
OTKPbITUE COXPaAHEHHOIO neyaru,

Ha OUCKE OOKYMEHTa; o4HOBpeMeHHasa paboTa
aBToMaTnyeckas C HECKOJTbKUMW
NpoBepkKa rnpaBonncaHus; AOKYMEHTaMWU;
BHECEHWE U3MEHEHUU B ncrorb3oBaHne
OOKYMEHT CTaHOapTHbIX LWabroHoB
(pemakTupoBaHue); Ha HEKOTOpPbLIE BMUAbI
BHECEHUWE U3MEHEHUI B LGOI U Lo

ohopmMIrieHne OKYyMeHTa
(dbopmatupoBaHue);




cO3JaHne HOBOro JOKYMEHTAa

1 C”OCO6 . T§ Nokyrent! - Microsoft Word
: darin [paska Bua Bcraeka ®opmat Cepeuc  Tabnvua OkHo  Cnpaeka

q)aVIﬂ - CO3,EI,aTb AR M= = e y | &7 i3 1| 9 100%
HoBbIM JOKYMEHT SRk AN

Co3pganve

2 C I-I O CO 6 . : _] HoBbii aokymeHT
. - @ XML-A0KYMEHT

M H CT pyM e H T —J W] Beb-cTpaHua

4 CooBleHre 3neKTPOHHOR NoYTEI
MJ M3 MMEerOLWEeroca A0KYMEHTA. ..

LLabnoHbl
MoMCK B CeTH:

= o3|z w < >
i Pucosanme ¥ e | AsTodmoypeir N\ N [ O A 4l 2 (@] &
i1 Ha 2cm Crl Koni




III ‘
|‘” MCHOﬂb3OBaHMeCﬂaHﬂapTHHXlﬂa6ﬂOHOB
Ha HEKOTOpPbIE BNAObl JOKYMEHTOB

.@i Hokyme Ht1 - Microsoft Word @

fgaﬁn Mpaeka Buwa Bcraeka ®opmat Cepeuc  Tabnvua OkHo  Cnpaeka X
RN BEWE ) | ¥ i e e 4 e N |-

e
: Times Mew Roman v X X 4
0 . . . - 0 0 0 0 6 0

=0 A

r

el 5

I v X

Co3panve
_] HoBui aokymMeHT
&B XML-A0KYMEHT
W) Beb-cTpaHuua
| CooBleHne 3NeK TPOHHOM NOYTLI
&1_] M3 MMEHOWEroca AOKYMEHTA. ..

LWabnoHbl

MoMcK B ceTw:
v

P
Q
E‘ ﬂ_u Ha MO&M KOMNBHTEpPE. .,

(¥e)
= B|E|EE N -
. - 4 Cneayrowan CTpaHHU.a

ry WaBnoHe! Ha y3ne Office Online

: Pucosanme ~ Le | AsTodmrypei N\ N [] O A Al e 8] |3 | e I A~ e

7

Crp. 1 Pasa 1 11 Ha 2cm (| Kon 1



B co3gaHun nokymeHTa "
NCNonb3yTCH
npegnaraemble

BapunaHTbl LWabIoHOB:
Aenoso M3bickaHHOE  M3bICKaHHBIM
06|_|_|||/|e d).alfc nmcnlam.o Ity d_‘far‘(c )
Tipyriie [LoKyMeHTbI BN o 6 =

MacTep MacTep nuceM MacTep MacTep

3 dlMnNCKU KOHBEPTOB NoYToB... thakcoe
OTyeThbl 7 I )

ObbliHEIM ~ CoBpemMeHHoe CoBpeMeHHbIM CTaHAapTHOE

I_IMCbMa N CbaKCbl dakc nMceMo Ity thakc nMceMo [ty
My6nukaumnm -]
CrnsiHWE

IllaénoHbI

Obwwre | Apyrve AoKyMeHTbI | 3anuckm | OTYeTbl MHcbMa M hakcbl Mybnukaunk | Cnnvanue

5 5 & @ [O9°°

MpocMoTp

Cozaate
() aokyment (%) wabnoH




Co3aaHue TeKCTOBOro AOKYMEHTa

Becb rnpouecc co3gaHnd TEKCTOBOIO

AOKYMEHTa MOXHO pa3fesrintb Ha TPU
aTalla.

1 3Tan: BBOO TEKCTA.
2 3Tan: pegakTMpoBaHWE TEKCTA.
3 3Tan: gopmMaTupoBaHMeE TEKCTA.




III
”H| I'IpaBMna co3QaHnNA TEKCTOBOIO
AOKYMEHTa.

[lepen cosgaHuem

AOKYMEHTa ®akin | Npaska Bua BcTaeka
YCTaHOBUTb 2

OXPaHHTL KaK...
napameTpbi
CTpaHuLbl, pasmep MNapaMeTpbl CTPaHUUDI. ..
LpundTa. =5 MNevatb... Ckrl+P

v
v

dann — [NapameTpsbl
cTpaHuubl - Nong




1
I I | ‘ ‘ ‘ | [lapame Tpbl CTPaHHLB! @

Mona ]Pa3mep BymMaru | MCcTOYHKK ByMaru |

Mona

BepxHee: m HuxHee: |2cr1—_%JI
Nesoe: 3cm = Mpagoe: m
Mepenner: m MonoxeHHe NepenneTa: m
rIO CTaHﬂ'apTy OpHEHTAUHA

pasmMep nosreun

YyCTaHOBJIEH ON1A e e

BEPXHEr0 U HUKHEro veckomeko o [0

2 CM., Ansi nesoro 3 o

CM., OJ14 NnpaBoro 1,5 e

KO BCEMY AOKYMEHTY ¥
CM.

Mo YMONYaHKHD. .. OTMeHa

Pa3mep wpudrta
paBEH 14 nr. ®opMaTHpoBaH/e

é Obbl4HBIM + No L + Times New Roman




dopmupoBaHmne absaua Npon3BoAUTCS
Haxatuem Ha knasuwy ENTER.

PDopMATHPOBAHHE TEKCTA.

DOPMAINPOGAHILE — INO NPOUECC OPOPITEHIIE 6H

K mpoueccy (opMaTHpPOBAaHHA OTHOCHICA: (popMal\ipOBaHHE CHMBOJIOB,
oGpaMreHHe H 3aTHBKA, CO3JaHHEe CIIHCKA-TIepedHCIeHHT, o(\opMIeHHe CTPaHHLIBI

HEZ20 G MERCTIL.

JOKYMEHTA: pa3sMETKa CTPaHHIIbBI, BCTaBKa HOMEPOB CTpPaHHL], €1)XHI'IIYI H HILKHHIT

KOJIOHTHTVIIBI, IT€'IaTh JOKYMEHTA,
COE€OHHEHHE TEKCTa C PHCVE
KapTHHOK, IIPpeJHasHa'I€HHbIX ITId VKPdR

QM. BcTapka PHCYHKA\ H3 OHOMHOTEKH
CHIT1 JOKYMEHTOB. B{rTaBka PHCYHEKA,

Enter




[lepeHoC CTPOKK NpOoMn3BOAUNTCA
aBTOMaTU4ECKMN.

PDopMATHPOBAHHE TEKCTA.

DOPMANIPOGAHIIE — 3TN0 NPONECC OPOPMACHIE GHENIHEIO GO INEKCIII.
K mporeccy ¢opMaTHpOBaHHA OTHOCHICA (pOpPMATHPOBAHHE CHMBOJIOB,
oGpaMIeHHe H 3aTHBKA. CO3JaHHe CITHCKA-IIepedHCIeHH, 0]opMIeH e CTPaHHLIbI

JOKYMEHTa: pa3MeETKa CTpaHHIBI, BCTABKa HOMEPOB CTPaHIHILI, BC‘[)XHIII\-II H HILKHHI

KOJIOHTHTVIIBI, IT€'IaTh JOKYMEHTA,
COEOHHEHIIE TEKCTa C PHCYHKAMII BcTapka PHCYHEKa H?3 OHOTHOTEKH

KAaPpTHHOK, IPE€IHA3HAICHHbIX A1 YVKpPaAlI€HITI JOKYMEHTOB. BcTaeka PHCYHEKA,




3HaKku NpennHaHnsa cTaBaTCA cpasy nocrne cumBorna, 6es
yCTaHOBKMU npobena.

II3yueHHe JHCLIMIUINHBI IIPEroaraer
P AKTHIeCKOH H CaMOCTOATETBLHOH (popM padoThbL

bompuyoo pome Oma A:
KOMIBLIOTEPHBII IPAKTHKYM, ITABHOH 3ajadeill KOTOPOro sBILIETCA O0yUIeHHe
CTYJEHTOB HABBIKAM IMPHMeHEHHA COBPeMeHHbIX HH()OPMALIHOHHBIX TeXHOJIOTHIH T
pelIeHHa  Ipo(pecCHOHATLHBIX B mpouecce Takoro o0y4eHHA CTYIEHTBI

IMOIIYIAaK0T HABBIKI HCTIONB30BAHHA Pa3sTIIHBIX HCTOYTHHKOB IIH(l)O])MﬂUIIIL KaK BO

BHYTpPEHHeM, TaK H B MeXIYHAPOZHOM HH()OPMALHOHHOM I a TaKKe

[Tocne 3Haka npenuHaHma obasatenbHa ycTaHOBKa OQHOro
npobena.




[na yctaHoBKK 6onbLLOro npodena mexay
obbekTamu ucrnosnb3yerca knasuwia TAB
(Tabynauun).

EQHHHIIBI H3Mep eHHA KOMIBIOTePHOH ITaMATH:
bBur (b),
Barr (B), 1B =80

KumoGanr (KB),1 KB =1024 B
Meradanr (MB).1 MB =1024 KB
I'nradans (GB).1 GB =1024 MB




Mexay ckobkamu 1 KaBbldKaMn OOBLEKT
3anucbiBaeTcs 6e3 yctaHOBKM rnpobena.

caMoOH IMporpaMMBL, Ha3BaHHE JOKYMEHTa H KHOITKH «YITPaBJICHITA « OKHOM.
Korzga 3aITyCKAKOT ITPOoIpaMMy Hel)BbIIVI a3, TO B 3arOoJIOBKE€ aBTOMATH'IE€CKH

BBOJHTCA Ha3paHHe «JJOKyMeHT 1», IOKa TeKCT He COXPaHHTH I0J JPYTHM
HMmeHeM. ITudpa 1 ropopur, uro nporpamma Word MokeT oGpadaTbBaTh
OJHOBPEMEHHO HECKOIIbKO JOKYMEHTOB, ITePeKTYasACh ¢ OJHOTO Ha JAPYTOM
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ONCKE
[lepBnYHOE (NonHoe) .
coxpaHeHue JOKyMeHTa: T8 Joxyent - Microsoft Word
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ima cpanna,
Tun dDaVI na (I'Ipl/l MapaMeTpbl CTPaHAUbI. ..
HeO6XO,£I,l/I MOCTVI), MevaTts... Ctrl+P

[Tanky, Kyga coxpaHaTb;
KHonka «CoxpaHuTb»
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[loBTOpPHOE COXpaHeHue
.D.OKyMeHTa: E_ z Mpaska Bua Bcraeka @opMaT CepBMC
dann — CoxpaHnTb Unn i L] Cosaare...
HCTpymMeHT E |l OTKPBIT...
- JaKpbITE

5 CoxparmTe Shift+F12

COXPaHUTE KaK...

[laHHast KomaHaa
npegHasHa4vyeHa ong
COXpaHeHNs U3SMeHEHNN
B JOKYMEHTe noa Tem
X€ UMEHEM U B TY Xe
nanky

4 CoxpaHuTb Kak Bef-cTpaHMuy. ..
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CoxpaHeHne OOKYMEHTa

Ha ,D, U CKeTy CoxpaHe HHe AOKye HTA

Manka: | ' Moii komnerorep 9 - R
®aiin — CoxpaHnTb Kak... D [Srevw -
B okHe «CoxpaHeHune | ot e
OOKYMeHTa» YCTaHOBUTb @ [Simmomr
Nma daina, T
Tun dpanna (npwu P;J
HeobxoanmocTn), 48
Mot komnbtoTep — [uck canores

3,5 (A)) Mo:eém o i
KHonka «CoxpaHuTb» Lo

okpyxerre | Tndaina: | Aacyment Word OTMeHa
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”“” OTKPbITUE COXPaHEHHOro Ha
ONCKe OOKYMEHTa

®ainn — OTKpPbITb
nnu

VHCTpYMEHT

Bna Bcraeka dopMat  CepBMC

S3KpbITE
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”“” aBTOMaTM4ecKasi NnpoBepkKa
NpaBoNMMCcaHus

[TIporpammon
nog4yepKuBaroTCs
rpammaTunyeckue,
opdorpaduyeckue,
NYHKTYaLUNOHHbIE
OLLUNOKKM, KOTOpPbIE
nporpaMmmam
npegnaraetr
NCrpaBUTb
BO3MOXXHbIMU
BapuaHTamu.

Tabnmua OxkHo Cnpaeka

Alt+wenyok
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”“” aBTOMaTM4ecKasi NnpoBepkKa
NpaBoNMMCcaHus

lpasonucanue: pycckum (Poccua)

paMMaTHYecKkan ownbKa:
KpOMG TOI'0 MOZHO CO34aBdTh MponycTHTE

COOCTECHHLIC PHCYHKH H CXCMbIL @J
HCIIOJIb3Y BCTPOCHHLIC CPEACTEA

DETAKTODA. v | Cneayrouwee |

BapuaHTbl:

He xsaTaeT 3anAToM nocne cnoea "toro™, | M5MEHHTE |

| QBBACHATE. .. l

AsbIk CNOBapA: pycckui (Poccma)

CpaMMaTHKa
MapamMeTpobl... | OTMEHa |
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”“” BHECEHNE U3MEHEHUN B
OOKYMEHT (pedaKTnpoBaHue);

PedakmupoeaHue — amo npouecc, rnpu
KOMOPOM 8HeWHUU au0 meKcma He
u3mMeHsiemcs (ucnpaesieHue owuboK).

K npoueccy pegaktmpoBaHUs OTHOCATCS:
nepemMeLleHne no HabpaHHOMY TEKCTY,
yaaneHue, nepemMeLleHmne n KonmpoBaHme
dbparMeHTOB AOKYMEHTA, NPOBEpKa
npaBonMcaHns 1 NepeHoc Cnos.




B Word nmetrotca 2 pexxuma peaaktupoBaHUA:
PEXNUM ecmaeKu U PeXUM 3aMeHbI.

B pexnme BcTaBku (MCNONb3yeTcs Yalle BCEro)
BCE CUMBOISbI CripaBa OT Kypcopa caBuUratTcs,
ocBobOOXaada MecTo Angd BBOAMMOIO
nonb3oBaTernem TeKcTa.

B pexume 3aMeHbl HOBble CUMBOJIbl 3aMEHSIOT
cobon cyuwiectBytowwmne. Korga aToT pexum
BKIMIOYEH, B CTPOKE COCTOSAHUA BblOENAETCS
nHgukatop 3AM (OVR). [Ina nepeknoyeHns
MexXxay 3TUMK OBYMS pexumMmamu cnegyet
Ha)kaTb Knaeuwy Insert nnn caenatb 4BOVHOU
LLIENYOK MblLbO Ha nHamnkaTope 3AM.




BHECEeHMNE N3MeHeHNN B odpopMIIeHNE
OOKYMeHTa (dbopmMmaTtupoBaHue)

dopmamuposaHue — amo npouecc
oghopMsieHUe sHeWwHe20 suda meKcma.

K npoueccy dpopmatnpoBaHnua OTHOCUTCA:
doopmaTnpoBaHMue CUMMBOSIOB; ObpamMneHne n
3anuvBKa; co3daHune crnmcka-nepevyncneHns;
opopMneHne CTpaHMLbl JOKYMEHTA: pa3MeTKa
CTpaHuLbl, BCTaBKa HOMEPOB CTPaHUL, BEPXHNU
N HWXKHUI KOSTOHTUTYIbI; NeYaTb OKYMEHTA;




dopmaTupoBaHue - 2

coeanHeHue TeKcTa ¢ pucyHkamu. BcTtaBka
PUCYHKa U3 DNONNOTEKU KAPTUHOK,
npeaHa3Ha4vYeHHbIX Ans YKpaLlleHus
OOKYMEHTOB. BcTaBka pucyHKa, BbINOMHEHHOIO
B rpadomnyeckom pepaktope Paint. Onepauuun co
BCTaBMIEHHbIMW PUCYHKaMW: NepeMeLLieHne,
N3MeHeHne pasmMmepa, Co3gaHne pamMmkm BOKpYr
PUCYHKA; co3aaHne cobCTBEHHbIX KAPTUHOK C
MOMOLLIbIO NaHENMN UHCTPYMEHTOB
«PuncoBaHue»; nobasrneHmne oobekToB WordArt;

paboTa ¢ Tabnuuamu.




BblaoeneHue TeKcTa.

Cnocobnbl ebiOesieHUsI meKkcma:
BECb TEKCT:
- [lpaska — ebidesiumb 8ce.

absau;

- YCTaHOBUTb Kypcop Ha nboe crnoso ab3ala u mpuxxobi
wWleJIKHymb NeBov KnaBuLLEN MbILLK;

- LLENKHYTb MbILbIO B Ha4ane absaua n, He OTNyCcKasi MbiLUW,
npomsiHyms 00 KOHUAa ab3aua.

CTPOKW:
- WENKHYTb NIEBOW KHOMKOW MbILLX CIieBa OT CTPOKW TEKCTA.

ClrioBa.

- YCTaHOBUTb yKa3aTer|b MbILLW Ha CrioBe U caenaTtb ABONHOMN
LLIETYOK J1IEBOW KNaBULLEW MbILLN;

- YCTaHOBUTb KYPCOpP B Ha4dalie€ CiioBa U NPOTAHYTb MbllLUb 0O KOHLAa
CJioBa.
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2l MpakTuueckan pabota.doc - Microsoft Word

®opmat  Cepeuc Tabnuua OkHo Cnpaeka

®avin | Mpaeka | Bwa BcTaeka

0 E‘? KonvpogaTe
2 BcrasnTe shift+Ins

4 =
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Ctrl+Ins ) B <

| Tesicimena ¢ odvexmamu
VCTaHOBHTB KypcOp Ha KOHTYP 00beKTa H IIENKHYTh

Beroe1eHie oovernul.

MBIILI0. TIOARATCA MapKephbl Ha TPAHHLIAX 00beKTa.
T3MeHEeHIEe NISMEPO6  O0verma npu nomongy Meiiin. BBIIETHTE 00beKT.

VCTAHOBHTB YKa3aTellb MBbIIIH Ha MapKep I'PaHHbI 00bEKTa H, HaKap JIEBYHO
OIIKY MBI, HE OTITYCKaA, ITEPEMECTHTD YKa3aTellb MbIIIH.

I
IKonupoeanite o0bermul.

BLITETHTE 00bEKT.
CrormpoBate B Oy(ep oOMeHa ¢ ITOMOLIBE)

KOMaHIbI H]) AaBKa -

KoImipoBaTh.
D CTAaBHTbL 00BLEKT B JOKYMEHT ¢ MOMOIIBI KoMaHIbI IIpaBKa - BCTABHTE.
Yoanenue ovverma.
IemHTh 00beKT. Haxath Knasury <Del=.

Ny A

Db

b o S




BbioeneHne ab3aua

IIep eKMHOYeHHA MeXIY STHMH JBYMA PeXHMaMH cleayeT HakaThb KIapHIIy Insert
HIH ¢JeaTh JBOHHOH MIETIOK ML Ha HHIHKaTope 3AM.

(I’OPI\I“]'I'I-I[)OB AHIIEe TeRCTA.
@OI)JI(UM"I)OGIIH e —3mo npouecc (NI)O])JL’N'H 1HE GHENIHELZ0 G INERCIL.

mporieccy (POPMATHPOBAHHA OTHOCHTCSA: (POPMATHPOBAHHE CHMBOJIOB,
oGpanIeHHe H 3aTHBKA, CO3TaHHe CITHCKA-TIepeTHCITeHH, 0()opMITeHHe CTPaHHLIBI
OKYMEHTA: Pa3MeTKa CTPAHHLIBLI, BCTABKA HOMEPOB CTPAHHLI, BEPXHHIT H HILKHII
KOJIOHTHTYJIBL, I1e4aTh JOKYMEeHTA,
COETHHEHHE TeKCTa ¢ PHCYHKAMH. BCTaBKa pPHCYHKAa H3 OGHOMHOTEKH
KAPTHHOK, IPeIHA3HAIeHHbIX I YKPalleHHsA JOKYMEeHTOB. BCTaBKa PHCYHKA,




BblgeneHmne cTpoku

DOpMATHPOBAHIHE TEKCTA.
DopMAMNPOGAHILE — N0 NPOUECC OPOPMTEHIE GHENIHEL0 GO INEKCIII.

| mporeccy (OPMATHPOBAHHA OTHOCHICA: (hOPMATHPOBAHHE CHMBOJIOB,

oﬁpanmemle H 3aMHBKa, CO3JaHHE CITICKa-II€P € THCIICHITA, O(I)OI)MTIGHIIE CTPaHHIIbI
AOKYMEHTaA: pa3METKa CTpaHHLbI, BCTaBKa HOMEPOB CTPaHIIL, BC[)XHI'IIVI H HILKHHI

KOJIOHTHTVIIBL, IT€1aTh JOKYMEHTA,




BbiaoeneHue crioBsa

JOKYMEHTa: pa3MeTKa CTPaHHLIbI, BCTABKA HOMEPOB CTPAHHLI, BePXHHI H HILKHHI
KOJIOHTHTYJIBI, ITeYaTh JOKYMeHTa,

COoeTHHEHHEe TeKCTa ¢ mimysixdlis. BCTaBKa PHCYHKA H3 OHOMHOTEKH
KAPTHHOK, IpeJHA3HaUeHHBIX A VKpalleHHA JOKYMEHTOB. BCTaBKa PHCYHKA,

BLIOIOJIHEHHOT O B IpadpHuecKoM pegakTope Pamt. Ormepaipi co BCTaBIIEHHBIMH
PHCYHKAMH: IIepeMeLeHIe, H3MEeHEHIe pasMepa, CO3JaHHe PaMKH BOKPYT




'l
Il“” dopmamuposaHue cuMeoJsios
usnu wpugpma:

Bbloenntb 0ObEKT.
MeHtio dopmam — wpughm.
B okHe ycTaHOBUTb ‘dopuat | Cepeuc  Tabniua  Okro

HeobxoagMMble napameTpbl
ans goopmatupoBaHUA — |
(pa3mep wpndTa, =T Aoz
HayepTaHue, LBET,
BUOOU3MEHEHNE,
aHMMaLUWOHHble 3 deKThI K

T. AO.)
KHonka OK.

s—  COMCOK...




Wpncpr as)

WpndT | MHTEpBan | AHUMaUKMA ’

WpndT: HauepTanue: Pasmep:

|i—|mes New Roman Oﬁbl'-leIH |

Times New Roman

Kypcue
Mony¥HPHBIM
Mony¥HpHBIM KypcHe

Univers Condensed L]
LeeT TekcTa: MoaYeprkHBaHHe:

| ABTO v | |(HeT)

BnaousMeHeHWe

| 334epKHYTBIM | € TeHbHo | Manble NponucHbie
| ABOWHOE 334epKMBaHHE | koHTYp | BCE NpoONHCHBIE
| HaACTPOYHBIA | npunoAHaTEM | ckpeITbIA

| noacTpoYHLIA | ¥TONNEHHBIH

Obpasel

Knaguia “Caps Lock™ BKTIHOYaeT pexM Hadopa

WpnpT TrueType, OH MCNOABZYETCA ANA ELIEOAA KK HA 3KPaH, T3K M Ha NPHHTEP.

Mo yMON4aHHHD. .. OTMEHa




MpeiMETHO-OPUEHTUPOBAHHAA  cpefa  [CIEeRRVNI=To NS B F=170= S s o Tolg oY= VL0 ]
NO3BONAKWKMX ONepupoBaTe ¢ obbekTamMu onpefeneHHoro knacca. Cpefa peanqsyer
OTHOWEHMA mMexay obbekTamu, onepauun Hag obbekTamu W OTHOWEHWAMM,
COOTBETCTEYIOWME WX  onpedeneHuio, a Tawke obecneyweaeT  HarngagHoe

npeacTaeneHne ODBLEKTOB W WX CBOWCTB. CTyAeHT onepupyeT obbekTamu cpeibl,
PYKOBOACTBYACE MEeTOAMYECKMMKM YKA3aHWAMKM, B UeNAx AOCTMHEHWA NOCTABNEHHOW

nocTaeneHbl CTYAeHTamM CamMOCTOATENBHO.




WpndT | MHTEpBan = AHMMaUMA

'I||m| I e

WpwdT: HavepTaHue: Pazmep:
Monotype Corsiva NONY¥HUPHEIM KYPCHE 14

Marlett A OBbIYHBIN 10 A
Microsoft Sans Serif MNONY¥HPHBIA KYPCHE 11

Monotype Corsiva 12
MS Outlaok

MS Reference Sans Serif v 16 &8

LeeT TekcTa: MNoAYepKHBaHHE:

I | (veT)

BMAOH3MEHEHHE
[] zauepkHyToF [ ]c Tereto [] Maneie nponmcHele
[ ] agoiiHoe sa4epkuBaHme [ ] konTyp [ ] ece nponmcHeR
[ ] HaacTpouHert [ npunoanaten [ ckpeimeii
[ ] noacTpoqHer

Obpazey

FpeonemRO-OpUERMUPOSARRAS LPeOn

WpndT ana 3kpada. Ana nevatn Dy aeT ucnonezoead Hanbonee noxoskui wpnd T,

Mo ¥MONYaHHHD. . . OTMEHa




Nporpamm,
NO3BONALWMX ONepUPOBaTE ¢ obbekTaMu onpeaeneHHoro knacca. Cpefa peanuayer
OTHOWEHMA Mexay obbekTamu, onepauuu Hag oObeKkTaMu W OTHOLEHMWAMM,
COOTBETCTEYIOWME WX  OnpeleneHuio, a Tawke obecnedyweaeT  HarnagHoe
npeacTaeneHne obbekToB M WX CBOWCTE. CTyaeHT onepupyeT obbekTamu cpeibl,
PYKOBOACTBYACE METOAMYECKMMM YKASaHWAMM, B Uenax AOCTHHEeHWA NOCTABNeHHON

nocTaeneHel CTYAeHTaM CaMOCTOATENBHO.

....... L PP G A A P PP P T PO A N T A W . A0 L PP N A

Fipeosemno-OpueRsmposaRRay  peda  5T0  yYeOHbI/ nporpamm,
NO3EONAOWMX ONepUpoBaTE ¢ 0DLEKTaMW onpeaeneHHoro knacca. Cpefa peanuayeT
OTHOWEHKMA Meway oObekTamu, onepaumn Hag obbekTamu W OTHOWEHWMAMM,
COOTBETCTBYIOWME WX  OnpedenceHwo, | Tawke ofecneyusaeT  HarnagHoe
npefacTaeneHne 0OLEKTOB W WX CBOWCTE. CTyaeHT onepupyeT ofbekTamu cpeasl,
PYKOBOACTBYACE METOAMYECKUMW YHaZaHWAMMW, B LeNAX AOCTMHEHWA NOCTABNEeHHO

NnocTaeneHbl CTYAeHTaM CaMOCTOATENEHO.



Mo>XHO ncnosnb3oBaTb A4ns doopmMaTUpPOBaHUA HE TONMbKO
KOMaHObl MEHIO, HO U MHCTPYMEHTbI Ha NaHenm
NHCTPYMEHTOB «DopmMaTnupoBaHnsI»

MopMaTUpoBaHue

A4 | OBbIMHBIA v | Times New Roman




Bblgenutb ab3au nnm
BECb TEKCT.

MeHio @opmam — ab3ay. -
dopmaTt | Cepeuc  Tabnvua OkHO
B okHe ycTaHOBUTL | Cwleedenl Sl =T

HeobXxoauMble A WpndT... |

napameTpbl Ans
doopmaTmpoBaHug
ab3aua (nepBylo CTPOKY,
MEXCTPOYHbIN MHTEPBAan,
BblpaBHUBAHWE TEKCTA U
T. AO.)

KHonka OK.

dopmamuposaHue ab3aua:




OTCTYNBl M HHTEPBAaNG! ‘ Mono¥EHHUE Ha CTPaHMUE ]

Oblwmne

BblpaBHHEaHHE! ﬂo NesoMy Kparo v | YpoBeHb: OCHosHoﬁ TEKCT ¥

OTcTYn

-~
cneea: | M i Nepeas CTPoKa:
Cnpasa: | M 3

MHTEepBan

. - ~
PO - MEMAYCTPOYHBIM:  3HAYeHWe!

nocne: - OnnHaprlﬁ _V_| ——

~

Obpaseu




! ®avn [paeka Buwa Bcraeka It Ceperc  Tabnuua OkHo (Cnpaeka

1 I I | T4 Mporpamstoe obecneue uue - Microsoft Word @@

RN BEE = BN L o - 3] g1 100% - @) | L Yrene B8
i A4 OBbHEIA + Aria v Arial . : == 5] ~ itz >~ A~ x
ST O NI T 1 - Cl 8 e g 10t qLe 1120 1 01300 2140 1 2150 1 16+ A

QD‘UFILID‘. - CPaHALB! M 3aNHMBKA. .. Ridivivl LpPeUDl, PYRUBULLISBYALD NS I ULKVINSURVIVIE
YKA3AHWAM Pare NOCTABNEHHOW AWAAKTWYECKOW 3agauu, nwfi,_
NpoU3B0AM M 3ajadn KOTOpOro MnNoOCTaBNeHbl CTyAeHTam
CAMOCTOATE :

abopatopHeld  NpakTukym.  [porpaMmel  3TOro  TvNa CNyMaT Ans  NpoBeeHus
HabnaeHWA, ANa WX YUCNeHHoro W rpadM4eckoro  npeacTaeneHws W Ans
WCCNeaoBaHWA pasnuyHblX 0BLEKTOB MCNONb30BAHWA 3TUX 0DLEKTOB Ha npakTuke. B
nporpamme 0BbIMHO ONPeaenalTCa Uenu 3KCNepuMeHTa, ONWCLIBAKTCA cpeacTea M
METOAMKW NMPOBEAEHWA 3KCNepumMeHTa, MeTodbl 0BpaboTKW AaHHeIX, dOpMel OTYETA.

peHawepbl CNyar AnAa oTpaboTKM W 3aKpenneHWs TeXHWYeCKUX HAaBLIKOB MNpW
peweHun 3agad. OHKW obecneyrBadT nonyyeHwe WHhopMaUry No TEOPUK W NPpUEemMam
peleHna 3agay, TPeHWPOBKY Ha PasnNUYHb YPOBHAX CAMOCTOATENEHOCTH, KOHTPOMNE M
CAMOKOHTPONL. Kak Npaeuno, TpeHamepkl BKIKYAKT CNeayiowmne pesumel. WayyeHue

e0pUK, AEMOHCTRAUMA NPUMEPOB, paboTa ¢ PeneTUTOPOM, CAMOCTOATENLHAA paboTa,
CAMOKOHTPOMNL, KOHTPOMb.

KoHTponupyto WKWe nporpammel NporpammMHele  CpeacTBa, npefHa3HadeHHele Ans
BO3MOMHOCTE BBOAA OTBETA B hopMe, MaKCUManNeHO NpUONMKEeHHOW K 0D WenpuHATOH,
obecneyvnBaTe MKCALMIO pe3yneTaTOB KOHTpONA, chop, pacnedartky M CTaTUCTUYECKMH
aHanwa. KN gom#Ha aHanuavpoeaTte OTBET Ha NPaBWNEHOCTE W Bel4aBaTh afeKBaTHy
OLEHKY HE3ABMCUMO OT (hOPMBl M CMHTAKCUMYECKOR MPamMOTHOCTH OTBETA.

- el@|=m ¢
 Pucosanme ~ e | AsTodurypeir N\ N [ O A1 4l ¢ (8]

Ctp. 1 Pasa 1 1/5 Ha 19cv CT 36 Kon 1

-5&5 “’5)‘ % & e =0 g ; @l‘lporpammoe of... RU ‘ 13
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PEeHaxept
PelWeHnn =
peleHns 3
CAMOKOHTP
e0pUK, €
CAMOKOHTP
KoHTponup

K

obecnevyune
aHanua. KI
OLIEHKY He:z

®opmat  Cepeuc  Tabnvua OkHo Cnpaeka

OTCTYNbI M KHTEPBaNE! | MonoXEeHHe Ha CTPaHHLE

Obwme

BolpasHuBanue: | Mo wyprHe v | YpoBeHb: |OCHOBHOWM TEKCT

oTcTYn

cneea:

nepeag cTpoka:  Ha:

CNpaea: oTCTYN
MHTEpBan
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abopaTopHLIA NpakTukyM. Mporpammel 3TOMO TMNA CNYKAT ANA NPOoBeASHMWS
HabNIOAeHUA, ANA WX YUCNEHHOrO W rpadKyeckoro npeacTaBneHwa W Ans
MCCNeJOBaHUA PasnWyHblX 0OBLEKTOB MCNONL30BaHWA 3TUX ODLEKTOB Ha npakTuke. B
nporpamme oBbIYHO ONPEeaensAlnTCa UenW SKCNepMMEHTa, ONWCLIBAKTCA CpeacTea W
METOAMKM NPOBEAeHWA SKCNepumMeHTa, MeTofbl 0bpaboTku AaHHbX, dopMbl OTYeTA.
peHawepbl cnywaT Ana oTpaboTKM W 3aKpenneHus TeXHMYEeCKMX HABbIKOE NpW
pelweHnn 3anad. OHW obecnevyrMBaloT NonydYeHwe WHMOPMaLUK No TEOPKHKM M NpUeMam
peleHna 3a0ay, TPeHUPOBKY Ha PasnUYHLX YPOBHAX CAMOCTOATENBHOCTH, KOHTPOML W
CAMOKOHTPONL. Kak Npaeuno, TpeHawepbl BKNOYAIOT CNeayioWne PexumMbl M3ydYeHKue
SOPWK, JeMOHCTPAaLUKA NPUMEPOE, paboTa ¢ peneTUTOPOM, CAaMOCTOATENLHAaA paboTa,
CAMOKOHTPONMb, KOHTPONb.

KOHTPONUMPYIO WKMe NporpamMmel NporpamMMHble CpeicTea, NpefHasHadYeHHble Ans

...............................................................

BO3MOXHOCTE BBOAA OTEETA B hOPME, MAKCUMAaNLHO NPpUBNMHEHHOW K 0DWEeNpUHATOM,
obecnevynBath PUKCALMIO Pe3yNeTaTOB KOHTPONA, cOop, pacneyaTky M CTaTUCTUYECKMI
aHanua. K[ gomkHa aHanw3vpoBaTe OTBET Ha NPABWMNBHOCTE W BblAABaTE aieKBAaTHYHD
OLIEHKY HE3ABWCUMO OT hOPMbl U CUHTAKCUYECKOW MPamMOTHOCTH OTBETA.




BblOennTb CNUCOK.

dopmMamupoeaHue crnucka:

MeHio @opmam — ®opmaT | Cepeuc  Tabnuua O
CMUCOK. WpHdT...

BbibpaTtb obpaseL Afzall...

MapKUpPOBaHHOIO 1N

HYMepOBaHHOIo |

CrncCKa. .‘ [(paHAiubl 1 3aNHMBKa. ..

KHonka OK.




Co3gaHne MapKMpoBaHHOIO Crncka

Cnucok

.

R

MapKWPOBaHHBIM | HyMepoBaHHeIM | MHoroypoeHeBbiH | Cnmcok c*mneﬁ|

= .
HeT = . ,_Irm XPAHEHH: MPOTPAMM H JAHHBLX CITYKAT HAKOTIHT eMIH.
o . » xecTkrmi aHck (HDD);
» nuckopog (FDD);

» OpOHTPhIBATEh KOMIAKT- JHCKOB (CD-ROM) .
BrermciieHHs poH3e 0JHT MHKp orporieccop (CPU).




Cnucok

MapkupoBaHHbIH  HyMEpoBaHHBIM | MHoroyposHesbiH | CnMcok cTHner

CospnaHue HYyMEePOBaAHHOIO CINCKa

EQHHHIIBI H3Mep eHHA KOMIbI TePHOH TaMATH:
. bur (b),

). Bafr (B), 1B =80
. KnnoGanr (KB),1 KB =1024 B

. MeraGamr (MB).1 MB =1024 KB
. T'uraGarir (GB).1 GB =1024 MB

M3MEHNTE. ..




III
l“” PaHnUbI U 3anuBKa

UTOObI 100aBUTL B TEKCTOBbLIN JOKYMEHT PaMKy HY>XHO:
BblaenuTb BECb TEKCT UMK HYXHbIW ab3al,

BoinonHnTb KOMaHay ®opmam — [paHuua u
3aJiueKa.

Ha Bknagke MpaHuya BbIOpaTb TUN rpaHunLbl, LIBET,
LLUVPUHY U T. A.
Ha o6pasue BbiAenuTb HyXXHble rpaHuLbl

Ha Bknagke CmpaHuuya yCTaHOBUTb (€CINN HY>XHO)
PUCYHOK B BMOE rpaHuLlbl.

Ha Bknagke 3asiueka BblOpaTh LIBET.
KHonka OK.




“ YcTaHoBKa rpaHuubl K absauy

dopMaT | Cngnc Iaﬁnnuva OkHo  Cnpaeka

1A Wengr... REHOE=8 &1

=7 Abzau...

= COMCoK... e ;
ede 1Bt B T B G 100 1AL 1120 13 1 14 145 1 16 AT

JviauiA UTdHUBMTUA  CIPHTENMYECRMM pECypLrumM UlpdH, M
PerucTp... Tex CONYTCTEYET TEM, KTO aKTHEHO HCIOJE3YET COBPEMEHHEIE

_/' - ~
=] AsTodopMar... FOTEPHELX TEJIEKOMMYHHKALTHH.

PAsSBHTBELE TENEKOMMYHHIAIOHOHHELRL CPEACTE, obecrneuMBaIIx OOCTYyII K




.|I|m|
[ paHuupl M 3aMBHa @‘

CpaHrua ‘gpaunua Janueka

Tun: Tun: Obpasel

Ana A06aBNEeHNA rpaHuL WENKHHUTE
0Bpasew MnKM UCNoNb3YHTE KHOMKK

ez

06 BeMHanA B J

MpUMEHHTE K!

Apyras
aﬁ3auy v
MapaMeTpbl...

MaHene OpH30HTaNBHaaA NKHAA. .. OTMEeHa




YcTaHoBKa rpaHuubl K absauy

HauOONMELIDGE YCIEX CONYTCTEYET TEM, KTO AKTHEHO HCIIONBESYET COBpEMEHHEIE
CPENCTEA KOMITEEOT EPHELR TEJEKOMMYHHIALTHIL.

COBPEMEHHBIE TEXHWUYECKME CPEACTEE AENAHT BO3MOXKHBIM CO34aHMEe

CUCTEM NEPEAZYM MHNOPMALUMK B NHA0A CYWECTEYHWER hopMe:

aneomaoﬁpamewﬁ, ronoca. ﬂDCWﬂHaﬂ AnNA ONepaTMeHOoro
MCNONb30BAHWA MHDOPMALMA NPEBPALLAETCA B BaXKHEMLWMIA hakTop
coyuanbHOro passMlTiA DﬁU.LECTBa Ha OCHOBE MPUMEHEHIMA HOBBIX
TEXHONOMA B Dﬁpa3DBaHMM, HaykKe U NMPoO3B0ACTEE.
Mezxcdyuapoduar ceme HHTEPHET ceromua AenderTcd opHMM M2 Haubomee
PASBHUTEIX  TENEKOMMYHHKAIIHOHHEIX CPefcTE, oDecrnewMBarl® [OCTYI K

MHPOEEM HHGOPMAITHOHHEM pECYPCan.




YcTaHoBKa 3anuBku ab3aua

MCIJopmaT Cepemc A_T_aﬁnmua OkHOo  Cnpaeka

é] AsTodopmar...

Wpndr... RPOE=8 &1

Abzal...
CnMCcoK...

CpaHnubl U 3aNHBKA. ..
f1:4:1:5° - T U T S (R IS & N NS V- B = RIS C RS RIS (RPN PO B

ParICTD: . IMAITHOHHEIM PECcypCan.
ogHad cete MHTEPHET ceromua aemdetca ogHuM H2 Haubonee
Y COMMYHHIKALIHOHHELX ~CPEfACTE, ODECHEMMBAKOL [HOCTYI K

WP OEEM HHG OPMAITHOHHEIM PECYRCAM.




I'pauuu,hl H 3a/IMBKa

CpaHnua | CTpaHvua | 3anueka

Twn: un; Ofpaszey,

Ana A06aBNEHUA rPaHuL WENKHUTE
06pasel Nk MCNoNb3YHTE KHOMKK

LWnpHHa:

obbeMHana

| 0,75 nT j MPHMEHMTE K:

]aﬁsauy

Apyrasn

MapaMeTpbl...
OK I

MaHens ‘ [FOpPH30HTANEHAA NMHKA. .. ’ OTMEHa |

MHPOEEM HHOPMAITHOHHEM PECY]CAM.

I'pauuu,m H 3a/1MBHA

CpaH1ua l CTpaHMua  3anueka ‘

3anveka

I HeT 3an1ekn

T T ENE
1
CEE NN
N OEEECE
I I
IS I
N ECEEr
=TT T

¥30p
™M

Po30BbIF

Apyruve useTa...

||:] Het

=

&

YcTaHoBKa 3anuBku absaua

Ofipasey

[MPHMEHNTE K!

|a63au.v

NaHene

[OpPHU30HTANbHaA NHMHKA, ., ‘

o]

MexmyHaponsad cete MHTEPHET ceropna senaerca opHmmM U2 Haubonee

PA3EHTELE TENEKONMMYHHKAITHOHHELRX CPELCTE,

MUpOBEM HHGOPMAITHOHHEIM PECYPCAM.

0b ECTIEHHMBIITIE HAOCTYII K




OdopmMmneHne 6ykBuubl

[1ns opopmneHns nepson OYKBbI B
npennoXeHNn HYXXHO:

Bbioenutb nepByto OYKBY B NPeasIOKEHUMN.
MeHio @opmam — bykeuuya.

BbibpaTb nonoxeHne OyKBULbI, BbICOTY B

CTPOKaXx, NSMEHUTDb LLIpl/ICpT, YCTaHOBUTDb
PaCCTOAHUE OT TEKCTA




ﬁ HaCTosjee BpeMA B MHPE OTMETACTCA }"CIOIVI‘IIIBIIH TE€HJCHLIHA

VCKOPEHHOTO Pa3BHIHA HH()OPMALHOHHBIX TexHOMOTHH. Ha mopore XXI Beka
HMEHHO HHpOPMALMA CTAHOBHICA CIPATETHYECKHM PeCcypcoM CIpaH, H
HAHOONBIHE YCITEX COIYTCIBYET TeéM, KTO AaKTHBHO HCIIONB3YeT COBpeMEHHbIE

CPeICTBa KOMILHOTEPHBIX TETEKOMMYHHKALI 158




MonoxeHne
Bua BcTaeka Cepenc  Tabnmua OkHo Cnpaeka
w

WpndT...

Abzau...

CnMCcoK... HEeT B TEKCTE Ha none

[paH1ubl 1 3aNKBKa. .. MapamMeTpbl
wpkdT:
Times New Roman

KonoHKH. ..
Tabynauma...
Hu Npagne - PACCTOAHKWE OT TEKCTa!

PervcTp...

| OTMEHa l




HHTEPHET

HACTO/IECE BPEMA B MHPEC OTMEHACTCH }’CTOﬁ'-IHBaSI TCHA CHLHA

YCKOPEHHOIO PasBHTHA HHOPMAILIHOHHBIX TeXHOIOTHH. Ha
rmopore XXI Beka HMEHHO HHQOPMAIHMA CTAaHOBHTCS
CTpaTerH4YecKHM PecypcoM CIpaH, H HAaHOOMBIIHH yCIleX COMYTCTBYET TeM, KTO
AKTHBHO HCIIOb3YeT COBpeMeHHbIe CpeACTRa KOMITbIOTEPHBIX

TEIICKO MI\'I}’HHI'\'E]I.IHI\&.




3anonHeHne poHa AOKYMEHTA

Cepeuc  Tabnuua OkHo Cnpaeka

eA00 1110 1420 1130 1 014 1 45 1 e 16

CpaHMubI M 33NHBKa. .. H, W HAMULIIBLWMI YLl IEX
MeHio Popmam —

KOnOHKH. .. CRONL3YET COBPEMEHHBIE
¢OH ) Tabynauma. .. OMMYHUKELMIA

ByYKBMUA. .. myn Nepeol crpoku 1.25,

BbibpaTtb UBeT |
3aJTMBKW q:)OHa . PervcTp. .. ACTEA AENAT BO3MOKHBIM

L@t Tema...

= 7 EEEEEEREEN
PaMKH ] EEEEN
AsTodopMaT... & & an

- m o] o
M Ctvnu 1 HOPMATHPOBAHHE. ..

MokazaTe dopMaTHpoBaHme...  Shift+F1 HenTen I
Apyrve TEETS. ..

Cnocobbl 3a8NMBKH. ..

paMka cheea.

4 a63al. MexdyrRapodHan cems MHTEPR

Moanoxka...




” BcTtaBka rpachnyeckoro oonekrta
BcTaBka KapTUHKM U3 Konnekuumn ocdpuca

YCTaHOBUTb KYPCOP B HY>XHYIO CTPOKY

MeHio Bcmaegka — pucyHOK — KapmuHKU (W U3
ghauna).

Konnekuua kapTUHOK (YNopsaovnTb KapTUHKW)
Konnekuun Microsoft Office

BoibpaTb TeMaTnyeckum pasgen

BblgennTtb KapTUHKY

llpaska — konupoeamb

3aKpbITb OKHO KOSfiekuum, Ha 3anpoc oTBeTuTb «a»
Bctasutb KapTuHKy lIpaeka - ecmasumab
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Bcraeka | ®opmat Cepeuc  Tabnuua OkxkHo Cnpaeka
HoMepa cTpaHMu. ..

JaTta v epema...

CumMBOn...

W unepcceinka,.,  Chrl+K s W darina...

3 .
¥ ,59,9 Co CKaHepa MnK1 KaMepel. ..

=% Konnekumn Microsoft OFfic &
+ &5 ABTODMrypEI
+ - BusHec
+ <5 Beb-3neMeHTh
+ %% BpeMeHa roaa

8| ¥nopRao4nTe KapTHHKH. .. — & reorpadmueckue kap
& MocyAapcTeD
&y AoMawHee X03AMCTEO
*HMBOTHBIE

3A3HMA

-

3ApaBo0XpaHeHne
3HaKH
MHCTPYMEHTBI

MKy CccTBO

PR

-
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1G] OtipazopaHue - Konnekumua KapTMHOK (Mic... @

! Gaiin [Mpaeka Bua Cepeuc Crpaeka

s - =
: 1) Monek... [@ Cnncok Konnekumi... || =3

: CNUCOK KonneKuymi

¥ 3apaBooxpaHeHHe
&5 3Hakm
&5 MHCTPYMEHTEI
@ WKy CCTEO
+ &5 MNoan
+ 5 MecTa
@5 Hayka
%y OfpasosaHme
+-&% OflweHne
+ % Ocofible cnydam
= 2 ceapra o 100
& OTabIX M , 2 cexpra o 100 x;

+ & OdoprneHme g . 1 maoca nap raproca,

e 4
+- % Mepesosku 1 craram caxapa,

&5 NepcoHam 05 mitHoi J0H COmBY,
@5 MuTanne 25 cranamarpyr:

@5 MNoroaa

% Noeszakm
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l H| BcTtaBka rpachnyeckoro oonekra:
BcTtaBka kKapTuHku n3 cpanna

YCTaHOBUTbL KypCOp B
HY>XHYHO CTPOKY

Bcraeka | ®opmat  Cepeuc  Tabnvua OxHo  Cnpaeka

PazpbiB...
MeHio Bcmaeka — Homepa cTpanL...
pucyHOK — U3 JdaTta v BpeMa...
(paﬁna) CuMeon..
Bblaenutb KapTUHKY T CW
KHOI‘IKa : : @ AsTODHrYpbI

«Bcmaesumb»

2
3.




fobapne Hue pUCYHKa

Mou nocneaxue
AOKYMEHTbI

Patoumi cTon

Mon
AOKYMEHTEI

48
Mo#
KOMNBHOTER

Moe ceTesoe
OKpY¥EHHE

A Mom prcyHKN

a b

l | . .

AN-CHKN

MMA harna:

ANIHEART

BIGBOOK1

3 QX _J;_ﬂ'Cemel:v

ARROW3

_ﬂi@?ﬂ Wq‘h

h

BLENAYHS
v

l BcTaenTe 'I

OTMEHa




Co3naHue Tabnuubl.

CyulecTBYeT Tpu crnocoba co3gaHnsa Tadnuubl:

npeobpasoBaHME TEKCTa B Tabnuuy;
nobasrneHue (BctaBka) Tabnuupbi;
pucoBaHue Tabnuubl.




BcTtaBka Tabnuubl:

YCTaHOBUTbL KYpCOp B TO MECTO, rae oyaer
BCTaBneHa tabnuua.

MeHto Tabniuya — dobasume — mabnuuya.

B OKHe yCTaHOBUTb KOJIMYECTBO CTPOK U
CTONOUOB.

KHonka OK.




B y>ke cosgaHHOW Tabnuue MOXHO:

0obaBnsATb A4ENKU, CTONOLbI, CTPOKU;
yoansTb S4EnKn, CTonoLbl, CTPOKK;
00bEONHSATL CTPOKN, CTOMNOLbI.

3anonHeHune Tabnuubl MOXXHO BbINONHUTbL C
NMOMOLLIbIO KIaBmaTypbl, a TakKe BCTaBKOM
0ObEKTOB Yepes bydep odbmeHa.




YCTaHOBUTL KypCop
B HY>KHbIW 3NTIEMEHT
(CTPOKY Unu

[1obaBneHne anemeHTOB B Tabnuuy

cTonbeu)
Tabnuua —

Tabnuua | OkHo  Cnpaeka
BCTaBUTb — CTPOKU 4] HapucosaTe Tafinmuy . Bl &
BbILLE UIK HUXE 3 se6ma
(CTOJ'I6L|,b| CnpaBa ¥AannTL CTonﬁubl Cnesa
7% CﬂeBa) BLlAEnMTE

Ctonbubl cnpaea

. CTpOKM Bblwe

" CTPOKM HHXE

Auerkn. ..




.|I|m|
YnaneHue anemMeHToB B Tabnuue

BbligennTb anemMeHThbl
(CTpOKM nUnu

cTonoubl)

Tabnuua — yoanuTtb

— CTPOKU Unm

CTOJ_l6L|,b| Tabnmua | OkHo  Cnpaeka

4 Hapncosate Tabavuy

BcTaenTe

BblaennTe W Cronfup

_j AsTodopmaT Tabnuuel. .. =+ (CTpOKH

v I Auedkw...
'ﬁlﬂlﬂ']lﬁ.“Illﬁ[!!]-lllllﬂ-’.'&-q-;-.—-.....n.




ObbeanHeHune a4yeek

BcTaenTte

BblgennTtb S4enku |

BblaenuTe

11 OBBEeAHHNTE AYerKu

HH  PaszfuTe A4eriku. ..

Ta 6 J-| I/I L'| a _ PasfnTe Tabnuuy

7] AsTodopMat Tabnmuel...

O0beanNHUTb AYENKU e

3aronoekH

MpeofpasoBaTk

Al Coptupoexa...

dopMyna...

CKpbITb CETKY

CeoHCTBa Tabnuuel. ..

116 1
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| H| npegBapuTenbHbIN NPOCMOTP AOKYMEHTa
nepea nevaTbio

1 crnoco0: 2 Crnocoo:
dann — NpeaBapuUTenbHbIN WHCTPYMEHT
NMPOCMOTP
v dann . Mpaeka Bua Bctaeka @opMat Cepeuc
[ Cosaatb... Ctrl+n
= OTKpBITE... Ctrl+0
3aKpbITE
[Q] CoxpaH1Tb Shift+F12 H a rl a H en M
COXpaHnTb KaK... MHCprMeHTOB

G CoxpaHuTb Kak Beb-cTpaHnuy...
B Hakith...
Bepcun. ..
MpeABapUTENBHEIM NPOCMOTP BE0-CTPaHMUbI

MapamMeTpbl CTRaHKMULI. ..

@, MpeABapHTEnbHBIM NPOCMOTP

&h Mevatn... Chrl+P



HaCTpOWKa NapaMeTpoB NevyaTu

dann | Mpaeka Bua BcTaeka

COXpaHUTb Kak...

dann — lNeyaTtb
MapaMeTpbl CTRaHMUEL. ..

B okHe «[levatb» & e cowe ||
yCTaHaBNMBaloTCA :

napameTpbl Ons T Qe

MprHTEP
I-I eLI aT VI ( H y>KH bl e HMA: 56 hp LaserJet 1015 Series Driver ”M
: CeoboaeH -
CTa H VI L'| bl y :::09‘””3 hp LaserJet 1015 HauT npuHTep. ..

nopT: DOT4_001 [ neyaTe B dakin

KONMNYeCTBO KOMUW) "~ aeyeropovinnears
CTpaHubl Konuu

O K * pee YMCNO KOMMHA: i]
" Tekywan " BblAENEHHbIM hparMeHT

" homepa: | qﬁ

BeeAMTE HOMEPA MIMNK AHMANa30HE CTPaHML,
pasaeneHHble 3anaTeiMK, Hanpumep: 1,3,5-12

11 IV pazofpaTtk No Konuam

BrNHOYMTE! Bce cTpaHHUB! AManasoHa _'J Macwrah

YHMCNO CTPaHKL Ha NHCTe:  |{ CTPaH1ua v
Hane4aTaTeb:
no pasMepy CTPaHWUbI: TerywWHi v

MapaMeTpel... OTMeHa
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HECKONMbKUMW OOKYMEHTaMW
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KonmoHmumyn — amo Ons nsmeHeHust unu

HebosbWoU hpaemeHm yOaneHns KoNoHTUTYna

meKcma, KomopabIiu caoenaTb OBOWHON

ne4amaemcs e ) LLienyokK B obractu

S LA G e b e k2 nobOro KOSIOHTUTYNa u

yacmu Kaxoou us3 yOoanuTb U USMEHUTb

cmpaHuy. TEKCT 0ObIYHBbIMU
Hanpumep, 3T0 MOXET ObITb npmemamu.

Ha3BaHE KHUI'N, IT1aBbl,
UMA aBTOpPa U T. I.




KomaHaoa Bud -
KOJIOHMumyJibl, NOSBUTCS

Co3naHune KONMIOHTUTYIOB

LLlenkHyTb Ha KHorke
BepxHulU/HUXxHuUlU KosiloHmumyin

naHenb MHCTPYMEHTOB 4114 NaHemnm NHCTPYMEHTOB
ynpaBiieHUsa KOJIOHTUTYyNnamu. KonoHmumynsbi ons
[1py 3TOM OCHOBHOW TEKCT NepEeKIoYEHNS Ha HVDKHWA
n3obpaxkaetcsa B POHOBOM KOJTOHTUTYII.
pexnme, a B BepxXHen 4actu B pamMmke HWXHero KofoHTUTynNa
CTpaHuUbl Bblaendaercsd BBECTWU TEKCT (Hanpumep, cTp.),
obnacTtb ANg HanMcaHus LLIeNKHYTb Ha kHonke Homep
TEeKCTa BEPXHEro cmpaHuybl naHem
KOMOHTUTYIA. NHCTPYMeHTOB KostoHmumyinbl,
BblbpaTb peXnM BbipaBHUBAHUS U
BesecTtn B pamke B6erHeI'O o6pamneHus.
ROJIOHIVITY 1€ HEOTAOANIMOC LLlenkHyTb Ha KHOMKe 3aKpbimb
CMOBO, BbIOpaTh PEXUM NnaHenu MHCTPYMEHTOB
BblpaBHNUBAHUSA (MHCTPYMEHT Konoumumynoi.

Ha naHenu) n obpamrennsd
(KHOMKM BHewHuUe 2paHuybI

Ha Tarerni
doopmaTnpoBaHms)



