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OxkHo WORD
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Ctpoka MaHenwu
MEHIO MHCTPYMEHTOB

\\ 3nech nosiBnsieTcs
BBOOAUMbINA TEKCT

[Monocobl
JlnHenka MPOKPYTKU

dopmMaTUpOBaHuS Crpoka
COCTOSIHUS
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KHonku Bbibopa

MPOCMOTPOB



CTpOKa MEHIO Word
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1 COOEPXWUT OAEBATb MYHKTOB MEHIO, B KOTOPbIX
TeMaTU4eCKM CrpynnmpoBaHbl BCe KOMaHAbl U
NHCTPYMEHTbI, UMEIOLLIMECHA B PACMNOPSIKEHNN
nonb3oBartens. YTobbl NONy4YNTb KPaTKyK CrpaBKy O
nobon U3 aTnx KomaHg, HeobxoaAnMO LLENKHYTb
CHayarna ykasaTenem MbIlIX — NO KHOrMKe x2]a
cmaHOapmHou naHesiu UHCMpyMeHmoas, 3aTem
BUOON3MEHEHHBIM KYPCOPOM — MO MHTEPECYIOLLEN BaC
KoMaHae. TOYHO TakKe MOXHO MOoSy4YnTb CrpaBKy O
noobom Buanmom anemeHTe okHa Word (kHorke,

Hewnke un T.4.).




[laHenn MHCTPYMEHTOB
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1 coaepXxaT KHOMKM Arns 6bIcTporo Bbli3oBa Hanbonee
YyNnoTpeOUTENbHLIX KOMaH4. PUCYHOK Ha KHOMKK
CUMBOSIN3UPYET BbINOSIHAEMYIO onepauunto. Ecnu
3agepxaTb yKasaTresb MbIlWN HAa KOHKPETHOWU KHOMKe, TO
NOABUTCS BCMNSblBalOLAa NoAckaska — ApnblvoK,
NOACHALWNN OEUCTBUE KHOMKW.




JIluHenkn chopmaTnpoBaHus

0 cnyxXat A yCTaHOBKU noneu CTpaHuLUbl, OTCTYNOB

ab3aua, no3mumn Tabynaumm n pasmMepoB A4eeKk B

Tabnuuax.
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[Tonocbl NPOKPYTKN

7 (NMHEerkn NpocmoTpa) NO3BOMAKT NEPEMELLATLCS MO
NMNCTKaM AOKYMEHTOB B FOPM30HTaNbHOM U

BEPTUNKAJIbHOM HalpaBJIEHUAX.
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Ctpoka cocTosAHUA

1 oTobpaxaeT nHdopmaumio 0b akTUBHOM JOKYMEHTE
(KONMMYeCcTBO CTPaHUL, MECTOHAXOXAeHne Kypcopa u T.
[.), a NPY yKasaHUM KypCOPOM Ha KOHKPETHYO KHOMKY
naHesnMm MHCTPYMEHTOB — KpPaTKO MOSICHAET OYyHKLNK

yKasaHHOW KHOMKW.
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KHonKu BbibOpa pexuma
npocmMoTpa

7 MO3BOSISAOT NMPOCMAaTPMBaTb JOKYMEHT B Pa3HbIX
pexxmmax, OfHaKo cnocob npeacTaBrneHns OOKyMeHTa
HUKaK He BNUSAET Ha ero coaepkaHue.

HOpMaribHbIU PEXUM NPOCMOTPAa AOKYMEHTA;

/ MPOCMOTP CMPYKMypb! JOKYMEHTA;
.
AOKYMEHTa B PEeXNME pasMemKu cmpaHuubl MO3BOJIAET

YBUOETb, KaKk AOKYMEHT OyaeT pa3MeLlleH Ha CTpaHuLuax
npu nevyaTu.




[TapameTpbl OOKYMeHTa
[lapameTpel, BJ'II/IFII-OU.I,I/Ie Ha BHEWHM | cramr T

Eﬁﬂ“ﬁ%‘&gﬂ%’@ﬁa R mcnenbl Hinke: Chone

OpureHTaums cTpaHuLbl

(KHWXKHas nnu

anbboMHasi) | Paoas e

[lonsa cTpaHuubl OOVECTb —l

*KONOHTUTYNLI Boroma
ClpaHAb

*Homepa cTpaHuny CT4HAAPTHONM naHenu

*Homepa cTpok NHCTPYMEHTOB NO3BOJIUT

*BepTtukansHoe N3M

BblpaBHUBaHNE N30

*Konn4ectBo KonoHok aKpaHe, ecnun HeobxoanMOo

(raseTHbIit cTunb) - [190% [#]  ypyneth crpaHuuy ookymeHTa

KH acTab KPYMHbLIM MNIaHOM UNK

0003peTH €€ LUENMNKOM.




CoxpaHeHue AOKYMeHTa Ha AuckKe

1 o okoH4YaHuUU pabompel ¢ OOKYMEHMOM HeobxoouMO
coxpaHumsb e20 Ha QucKe, NOCKOJSIbKY:

7 [OKYMEHT HaxoauTcsa B NamMsTM KOMMbOTEPA TONbKO BO BpeEMS
paboTtbl Word;

1 Ecnn BeinTn n3 Word nnm BbIKNIOYNUTL KOMMNbIOTEP, HE COXPaHUB
npeaBapuTernbHO AOKYMEHT, — TO OH DyaeT noTepsiH
0e3B0O3BpPaTHO.

UTOObI COXpaHUTb AOKYMEHT, Hago:

Q BblOpaTb kKoMmaHay CoxpaHuUTb U3 MeHo Pann nnu

LLUEJTIKHYTb MO KHOTKEe COXpaHVITb Ha MNnaHersn
MHCTPYMEHTOB, U

0 B nosiBUBLLUEMCSH Ouasio2c080M OKHE BBECTU UMs dhanna,
BbIOpaTb AMCK K yKa3aTb nanky (karanor) Ha Aucke, roe oyaet
XpaHnTbCcA daun.




O dhopmaTnpoBaHuUU

DOPMATUPOBAHUE — 3TO NPEOBPA3OBAHWE BHELIHEMO BUOA
TEKCTA N EIO PACNOJIOXKEHNA HA CTPAHULE.

B Word ecTb Heckonbko cnocoboB hopmaTUpoBaHUS:

1 ®opMamuposaHue cuMe0osiI08 - NMPUMEHAETCS K
OTAENbHbIM CMMBOMIaM UNK UX rpynne;

1 @opmamupogaHue ab3aues - NPUMEHSETCS K LenbiM
ab3auam;

1 AemoghopmamuposaHue - NUCNonb30BaHUE CTUNMEWN,
LwabnoHoB 1 KomaHabl ABTohopmar.

Hanpumep, cuMBOMbI MOTYyT MMETb NMOMYXUPHOeE,
KypcusHoe, NoAYEepKHYTOE HadepTaHus, Unm MoryT ObiTb
HabpaHbl WpudTom borblUuero pasmepa.




O dbopmaTpoBaHUU

AO3aubl TeKCTa MOXHO:
1 BblIpoBHATL MO NeBoMy Kpato.

1 BbIpOBHATL MO LEHTPY.

1 BbIpOBHATL MO NpaBoOMYy Kpato.
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O dhopmaTupoBaHumn

1 YTobObl dbopmaTupoBaTb oparMeHT TekcTa, Heobxoanmo
ero Bblgenutb. [lpoctenwmm cnocob BbIAENNTb
doparMeHT - HaXkaTb KHOMKY MbILUM N MPOTALLUUTL KypCcop

BblaeneHHbIN TEKCT OTOOpaxaeTcA HeraTUBHO — KakK B 3TOM CTPOKe.

1 Ana doopmatmpoBaHUAa UCNOMb3YHOT UMK

KHOMKU rnaHesiu uHcmpymeHmos ®opmamupoeaHue,
Unu

COOTBETCTBYIOLLME KOMaHAbl N3 MeHio dopmar.

B Word peanusoBaH cneaytowuin BaxHbI NPUHLKM: «YTO
Bbl BUOUTE Ha 3KDaHE. TO U nosrivyaeTe npu nevyatm»

Umobbl omagbopmamupogamb 0mMOesibHOE CJ/1080
— docmamo4yHO WEeNKHymb MbIWbo Ha obou
N bykee amoeo crioea U 3amemM U3MeHUMb
gopmam.
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YnpaxHeHue Nel.

[TapamMeTpbl CTPpaHULbI

1. 3arpyantsb MS WORD

2. B meHo ®aun BbibpaTtb komaHay MapameTpbl
CTPaHM1LUbI, 1 B NOSABUBLUEMCHA OKHe Ouarsioza

3. Ha 3aknagke MNMons ycTaHOBUTL 3HA4YEHUE BCEX
yeTblipex nonen 0,5 cm.

4. Ha 3aknagke Pa3mep 6bymaru 3agaTb napameTpbl.
LLinpuHa nucta: 8 cm BbicoTa: 5 cm

«» HabpaTb TeKCT cBOEN BU3UTHOW KApTOYKK, rae
OOIMKHbI ObITb YKa3aHbl -

e PamMunnuna, nMa, oTYECTBO
e JOMaLUHNWN TenedoH, crnyXebHbln TernedoH

| ecTo paboTbl unn y4edbl (Kypc, rpynna)
e agpe



Hanpumep:

S

MBAHOB

MUBaH WBaHOBUY

cnywarenb Kypca “lMonb3oeamens M3BM"

J =YL "CRNEKTP"

P

Ten.pab.: 64-46-66
Ten.gom. . 24-42-22

adpec:2.Pocmoe H/, yn. Cysoposad.9, k.3
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3anaHue:

0 CamoctoaTtenbHo odpOpMnUTbL CBOKO BU3UTKY, MOSb3YACH
kHonkamu rmaHenu ®opmamuposaHue. (MHdbopmaumto o
OEUCTBUAX KHOMOK MOXXHO MOSTy4YnTb KHOMKOWU

CnpaBka ).

0 Coxparﬂb OOKYMEHT B CBOeW pabouyein nanke nog
nmeHem text1 c nomouibio KoMmaHabl CoXpaHUTb U3
MeHo dawun.

2 Bbiity s WORD ¢ nomowbio komaHabl Bbixoa u3
MeHo Pauvn.




Ao63au B Word

1 Mpwn Habope Tekcta Word aemomamuyecku
NepeHoOCUT TEKCT Ha CreaytoLLyo CPOKY.
He coBepluante murnuyHyro owubKy HeorbIMHbIX
rnosib3o8amersiel - He HaxXumauTte Knasuwy Enter gns
rnepexoda Ha HOBYIO CTPOKY, TaK Kak HaxaTtne Enter B
Word obo3HavaeT koHey o0Ho20 ab3aua n nepexon K
Havany apyroro. KoHeu ab3aua Bcerga obo3HavaeTcs
cneumanbHbiM cumsorniom - - mapkepom k8l ua
ab3aya, B KOTOPOM TaKXe coaepXutca nHdopmaums o
dopmaTtax absaua. Ecnu Bel ynansete mapkep absaua,
TO yOoandaetca u doopmaTtupoBaHme, a TEKCT B 3TOM
ab3aue nonyynTt doopmaTupoBaHmMe CrieayroLlero 3a HAM

a.




Ao63au B Word

1 Mapkep KoHLa ab3aua OTHOCUTBLCS K HernevYataemMbim
cCUMBOMam, T.e. Npu pacneyvyaTbiBaHUN JOKYMEHTA Ha
NPUHTEpPE 3TOT CMMBON HE OoTObpakaeTcs. Ha akpaHe
MOXXHO caenaTb BUOAMMbIMU BCE HenevYaTaemble
CUMBOIbI, B TOM 4YMCrne Mapkepbl ab3aueB n npobensl,
ecnn HaxkaTb KHornky Heneyataemble CUMBOSbI Ha
cmaHoapmHou rnaHersu UHCT 4] /MEHIMO8.




Ao63au B Word

1 Ab3au - 370 ntobdasi YacTb AOKYMEHTa, BBeAeHHas OT
OOHOro Haxatua knasmwun Enter go gpyroro. A63al
MOXXET cofepaTb TEeKCT, rpadunky, oObekTbl
(Hanpumep, opmynbl U guarpaMmmbl) UNKU Apyrue
anemeHTbl. KoHel ab3aua obo03Ha4YaeTcss Mapkepom
ab3aua.

1 PasHble ab3aubl mekcma moaym bbimb o pasHomy
omabopmamupo8aHsl.




YnpaxHeHue Neo2.
[TapameTpbl ab3aua

1 B meHio Popmart BbibpaTb kKOMaHay Ab3au, 1 B
NOSABMBLLEMCS ANANOroBOM OKHE Ha CTpaHWU4Ke
OTcTynbl U MHTEpBarbl YCTaHOBUTL.

Orctyn cimeBa -1 cm
crpaBa - 1 cMm
[TepBas ctpoka - orcrym - 1

CM

HNuTepBalibl nepen - 6 mr,
(myHKTOB), Tocie - 6 IT
BripaBHUBaHUE - MO JIEBOMY
Kparo

1 B meHio Popmart BbibpaTb koMmaHay WpudgTt v

YCTAaHOBUTbL LLIPUAT

Times New Roman Cyr, pasmep - 12, HayepTaHue -

' IYHbIW.




YnpaxHeHue Neo2.
[TapameTpbl ab3aua

1 HabpaTb npuBeOeHHbIN HUXKE TEKCT cobntoaas
odoopmneHne (KUPHbIN, KypCUBHbIU NN NOOYEPKHYTbIN
LUPUPT ANa oTaenbHbIX doparMeHTOB TEKCTA.

1 Ans ab3aua, cogeprallero 3arorioBok, yCTaHOBUTb
pa3smep 14, BbipaBHUBAHWE MO LIEHTPY.

1 CoxpaHuTb OOKYMEHT B CBOeN paboyen nanke noa
nmeHem text2 c nomouibio KomaHabl CoXpaHUTb U3
MeHo daun

—




Cnucok ucnosnb3yemMoun
nuTepaTypbl:

0 MeTtoanyeckoe nocodbue no AUcCUMUNIIUHE
«uHopmaTuka» (2 yactb)

1 BoamoxHocTu TekctoBoro npoueccopa MS WORD
0

1 MpueMbl paboTbl C TeKCTaMM B npoLeccope
Microsoft Word
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