TeKkcToBbIV peaakTop

Microsoft WORD

Ha3Ha4yeHne TEKCTOBOIo
npoteccopa. [NpnmeHeHue.
3anyck. ['lapameTpbl cTpaHULbI.
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Yto Takoe npoueccop WORD.

PenakTop TEKCTOB - 3TO NporpamMmMHOe CpeacTBO A8 BBoAa U
MoandUKaLMM TEKCTOBLIX d0ansioB UM TEKCTOBLIX JOKYMEHTOB.

TeKCTOBbLIU NPOLLECCOP - MOLLHbLIN TEKCTOBbLIN pedakTop, KOTOPbIN MOXET
co3gaBaTtb pawnsibl, HE ABNSALNECH TEKCTOBLIMM.

WORD - sto npunoxenune Windows, npeaHasHadeHHoOe Ansi co3gaHus,
npocmoTpa, Mmogmdukauum n nedatn tekctoBbix AgokymeHToB. WORD - ogHa
N3 caMbiX COBEPLLEHHbIN NPOrpaMmm B Kilacce TEKCTOBbIX MPOLIECCOPOB,
KoTopasi npeaycMmaTpuBaEeT BbINOSIHEHUE COTEH onepauun Haa TEKCTOBOW K
rpacdmnyeckon nidopmaumein. C nomoibto WORD moxHO BbicTpo 1 C
BbICOKMM Ka4€CTBOM NOAroTOBUTb NIt000M AOKYMEHT - OT NPOCTOM 3anncKn 40
OpuUrMHan-makeTa CroXXHOro n3aaHus.

Bo-nepBbix, WORD gaeTt BO3MOXXHOCTb BbINOMHATL BCE €3 NCKNIOYEHUS
TpaaMLUVOHHbIE onepaLmn Hag TEKCTOM, NpeayCMOTPEHHbIE B COBPEMEHHOWN
KOMMNbIOTEPHOWN TEXHOMOTUMW:
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Habop 1 mogudukauma HedbopmaTUupoBaHHOM andaBUTHO-

LMdppoBon MHGOPMaLNK;
— popmatupoBsaHmne CMMBOJSIOB C NPUMEHEHNEM MHOXECTBA LUPUJTOB
pa3HOobpasHbIX CTUNEN U PA3MEPOB;

chopmaTupoBaHmne cTpaHuL (BKIto4as KONMOHTUTYIbI U CHOCKWN);

— dopmaTnpoBaHMe JOKYMEHTA B LiefIoM (aBToMaTu4eckoe
cOCTaBMeHNe ornaBneHns n pasHoobpasHbIx ykasaTtenen);

— rpoBepka npaBonucaHus, nogotop CMHOHMMOB 1 aBTOMaTUYECKUIA
NepeHocC CoB..

Bo-BTOpbIX, B npoLieccope WORD peann3oBaHbl BO3MOXHOCTU
HOBENLLEN TEXHONOMU CBA3bIBaHWUS N BCTPpanBaHUsS 00 bEKTOB, KOTOpad
NO3BOMSET BKMOYaTb B JOKYMEHT TEKCTOBbIE (bparMeHTbl, Tabnuubl,
NNNCTPaUnK, NoaroToBNEHHbIE B Apyrmx npunoxeHunsax Windows.
BcTpoeHHble 00BEKTHI MOXXHO PEAAKTUPOBaTbL CPEACTBAMM STUX
NPUNOXXEHUN.

B-Tpetbnx, WORD - ogHa 13 nepsbix 06Lea0CTYMHbIX NPOrpamMmm,
KOTopas NO3BOMSAET BbIMOMNHATL MHOIMME onepaum BEPCTKM ,
CBONCTBEHHbIE NPOdEeCCUOHaNbHbLIM N3aaTefibCKUM cucTtemam,
FOTOBTUTb NOMHOLEHHbIE OpUTrMHAaN-MaKkeTbl ANs nocneaytoLwero
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B-yetBepTbiX, WORD - 370 yHMKanbHas KONMIeKUnsa OpurMHanbHbIX
TEXHOSOMMYECKUX PELLEHMI, KOTOPbIE NPEBPALLAOT HYAHYHO U
KponoTnmByto paboTy rno oTaernke TekcTa MHOrAa B yBNeKaTenbHoe, a
NHOrOa gaxe B ycrnokamsatwLlee 3aHaTme. Cpeam Taknx peLleHnn -
CUCTEMA roToBbIX LLIABGMOHOB 1 CTUNEN 0OPMNEHNS, N3SILLHbIE MPUEMBI
cos3gaHunsa n moandoukaummn Tabnuuy, yHKUMM aBTOTEKCTA U
aBTOKOppPEKUNKN, dopMaTHasi KNCTb, MONb3oBaTeNbCKME NaHeNu
NHCTPYMEHTOB, MaKPOSA3bIK U MHOIMEe-MHOrme apyrue.
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W Microsoft Word - office 10-11 class E

Mporpamma WORD o6bI14HO s ™Y ®ann Opasxa Bua Boraska Popmar
HaxoAWUTCS B IMaBHOM MEHIO (MEH N o (s rn) {shhds fs| |0 D Coangre.. cui
Myck - NMporpammel). Kpome Toro, = 2;:2::: o
APNbIK NPOrpaMmbl H4acTo = W ShiftsF12
MnomeLLatoT Ha pabouunii cTon. Bel S e
3anyckaeTe nporpammy Al

cTaHAapTHbIM CNOCOOOM -
ABOWHbLIM LLIENYKOM MO ee

MapaMeTpbl CTPaHUUEI...
[E, MpeagapurensHbIi NPOCMoTP

r;“ é Meyate... Ctrl+z

NUKTOrpamMmme. :
([ s :

Bbl 3aBepLuaeTe nporpammy 2| Cooticrea
nobbIM N3 cTaHOapTHLIX CRCCOO0B COXPaHWTE MameHEHMAE ~ | 1106 (Gasoseit kypc) INF plan 262

L 2 office 10-11 class
(KHOMKa 3aKpbITUS OKHA, MEHIO 1 -] deaziasin
daun - Bbixoa. Ecniv B MOMEHT

3akpbiTnst okHa WORD obHapyxurT,
YTO Bbl BHECSI UBMEHEHUS B
OOKYMEHT, HO HE COXPaHWIIN ero B
doaunre, Ha 3KpaH NocTynuT
ANaroroBoe OKHO. Bbi MOXKETE
COXPaHUTb N3MeHeHus B hanne
(oTBeT Aa), HE coxpaHﬂTb
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OObeKTbI MeYyaTHOro u3naHug

« [nsa Toro, YToObl NPUCTYNUTL K paboTe C TEKCTOBLIM NPOLIECCOPOM,
Heobxoanmo oBnaaeTb MPOCTbIMU anropuTMamMmm pabdoTbl C pas3nMYHbIMK
obbekTamu: TekcTamm, cmmBonamMmu, absalamm Tabnuuamum,
unntctTpauusamun. lNpexae BCcero BbIACHNUM, C KaKuMn o6bekTaMmn Mbl
byoem paboTaTb B nNpouecce co3gaHnsa TEKCTOBOro JOKYMeHTa. Kak n B
apyrux npunoxeHnax Microsoft Office, 3mecb MOXXHO BblAENUTL ABE
OCHOBHbIE rpynnbl 06bekmoe: JokymeHmbi n UHCMpymMeHMBbI.

OOBeKT
okymenm
OO0BEKT OO0BEKT OUOBEKT
L Texkcm | Pucynox Tabauua
OObexT DuzypHolii OOBeKT
meKcm HHuazpamma

(puc.) Knaccugukauyusi obbekmos, cocmaessiroujux 00KyMeHm

o Kaxagbln 0ObEKT MMEET CBOM CBOUCTBA.
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C nomoL b0 NHCTPYMEHTOB Mbl NPOU3BOAUM pa3sfinyHble
onepauuu Hag AoOKyMeHTaMu. Tak, onepupysa pasnmyHbiMU
CUMBOS1IaMU, MOXXHO BBECTU TEKCT, NpuaaTb eMy HeObXoaMMbIN
BUA, PACnofioXuUTb H CTpaHuue. BbinonHAA onepauun ¢
donrypHbIM TEKCTOM, MOXKHO OCPOPMUTL KpacCcuBbIN 3arofioBOK Ha
TUTYNbHOM NncTe, Onepauynn ¢ pUcyHKamMmmn No3BONAKT YKpacuUTb
BHELLHWM BUA BalLero AOKYMeHTa U caenaTtb ero cogepaHume
bonee NoOHATHbIM.

O0bekT MHCTpyMEHT

OO0OBEKT
MeHro

OO0bekr I1anenp

O0BEKT KOHTEKCTHOC

OO0bekT I maBHOE MEHIO

Fara o = =5 g

(puc.) Knaccudgukayusi uHcmpymeHmos
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[TapameTpbl CTpaHULbI

Ha nepBoM aTare p860TbI C nevaTHbIM n3gaHnem Hago yCTaHOBUTb
napamMeTpbl ero CtTpaHuu. K HUM oTHocATCA pa3mMep n opueHTauunad Jincrta,
BENnn4nHa nonewu, pacCTodHUE OT KOJTIOHTUTYJ10B A0J1 BEPXHEIO U
HWXHETO KpaeB CTPaHULbI. YCTaHOBIMEHHbIE napamMeTpbl MOT'YyT ObITb
M3MEHEHbLI B Nnpouecce pa6OTbI Had n3gaHnem.

[Mpun BbIOOPE pa3mepa CTpaHULbl OPUEHTUPYNTECH Ha NevaTarLlee
yCcTponcTBo. Tak, nnct dopmarta A4 MOXHO pacnedaTtaTb Ha Ntodom 13
COBPEMEHHbIX NPUHTEPOB, Toraa kak hopmart A3 nogaepkmBaeTcd
TONbLKO cneumanbHbiM1 MogndukaunsmMmm NnpuHTepPoB. OpneHTaums
CTPaHuLbl MOXET ObITb BblibpaHa KHUKHas 1 anbbomMHas.

[Mpn ycTaHOBKE BEMNYNHBI MONEN Npexae Bcero Heobxoanmo
onpeaenuTb, 0QHOCTOPOHHSA UKW ABYXCTOPOHHSS nevaTs byaet
ncrnosnb3oBaTbCs. [1py 0OAHOCTOPOHHEN NMevaTn CoAEPKMMOE nevaTHOoro
N3gaHns pacrnosiaraeTcs TofbKO Ha O4HOM CTOPOHE MNevYaTHoro nncTa
(Npn ne4vaTn goknagos, pedepaTos, AuccepTauum u T.n.). B aTom cnyyae
pasnuyatloT BepxXHee, HMXKHEe, rneBoe U npasoe nons. [pun nogrotoBke
XYPHanbHbIX N KHUXKHbBIX N34aHUN NCMOSb3YETCA ABYXCTOPOHHSASA
nevarb. 3[€Cb pPasnM4aloT Tak Ha3blBAEMbIE 3epKaribHbIE MOSH, a TakxKe
BMECTO N1eBOro 1 NpaBoro rnosien UCnosb3yrT NOHATUA BHYTPEHHUX U
BHELLUHUX MOnewn.




YcTaHOBKa napaMeTpoB CTPaHULbI.

« [1na ycTaHOBKM NapamMeTpoB
CTPaHULbI NCMOSb3YHOT KOMaHay
MapameTpbl cTpaHuLbl, MEHIO
Paunn.

B aTtom okHe 4 pa3aena: MNons,
Pa3mep 6ymaru, ICTOUYHUK
oymaru n Maker.

» Pasmep v Bua nonen, a Takke
NONoXXeHNe KONOHTUTYIIOB
yCTaHaBNMBalTCS B pasgene
MNMons. Pasvep n opneHtTauus
bymaru yctaHaBnmBaroTCsl B
pasgene Paamep oymaru. Noii
yCTaHOBKE pa3mepa foneun
HeobxoaMmMo NMbOo yBENUYUTL
BENUYMHY BHYTPEHHErO (MnK
NEeBOro) Nons 4o BEeNMYMHbI
nepenneTa, MMbo yCTaHOBUTL
BENUYMHY NepenneTa oTaenbHO.

lNapamerpbi CTpaHUUbI

Mona Iga3mep ByMaru I MCTOYHHE ByMaru I MakeT I |

BepxHee: 1 M Ofpazel

HuxHee: |1 29 cM 3 e D\

Nesoe: 2cM

4[>

4[>

4r M

Mpasoe: 1cM

MepenneT: ID M 3: N

OT Kpaa A0 KONOHTHTYNa

BEPXHEro: lm

MapameTpbl cTpaHULbLI 2 x|

Mona | PasMep OymMary : IMCTOHHHK ByMaru I MakeT I

Pzziiep ByMaru: Obpazey —
[A4 210 x 297 ~| —

LWnpHHa: |21 M 3: er—
BeicoTa: |29,? cM 3: e

OpHEHTAUHA

. * KHH¥HaA e

" anbfoMHan

[MpHMEHNTE:

IKo BCEMY AOKYMEHTY L' i

Mo YMONYaHMHD. .. | OK OTMEHa




YcTaHoBKa napamMmeTpoB CTPaHULDbI.

JlercTBre

AJroputm

YcraHoBKa
pa3MepoB

Y OpUECHTAINU
CTpPAHUIIBI

1. Beibpars pasnen Pazmep Gymaru
nuainoroBoro okHa Ilapamerpsl crpaHuubl.

2. B packpsiBaroniemcs cnucke Pazmep
OyMaru BeIOpaTh HY>KHBIW pa3mep.

3. C nomotpro nepekntoyaresiei OpueHTanus
YCTaHOBUTH HEOOXOAUMYIO

OPUEHTAIIAIO CTPAHUIIBI.

YcTaHoBka
BEJIIUYHHBI
OJIEHN

1. BeiOpatb pazaen IloJs quaioroBoro OkHa
IMapameTpbl cTpaHULIBI.

2. B citydae n1ByXCTOPOHHEH I1€YaTH YCTAHOBUTH
(dnaxxok 3epkajibHbIE MOJIS.

3. YCTaHOBUTH pa3Mep MOJIEH ¢ MOMOIIBIO
COOTBETCTBYIOIIMX CYETUHUKOB.

4. YCTaHOBUTH pa3Mep MO s MEPEITIETA C
noMmouipto cueryuka Ilepemer.

S. YCTaHOBUTH paCCTOSIHUE OT KPAeB CTPAHULIBI
110 KOJIOHTUTYJIOB C TIOMOIIBK) COOTBETCTBYIOIINX
CUETUYUKOB.
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3agaHus ans caMocToATeNbHOM paboThbl:

1. 3anyctute TekctoBbin pegaktop WORD.
2. YcTaHoBUTE cneayoLime napaMmeTpbl CTpaHuLbl Ans 6yayLuiero n3agaHus:

dopmat bymaru - A4;
OpPUEHTaLMA KHUXKHaS;

nons - 3epkanbHble: BEPXHEe- 2 CM, HKHee - 2,5 cM, BHyTpeHHee - 1 ¢cm,
BHeLLHee - 2,2 cM;

nepenner - 1,3 cm.

3. 3aKoH4YNTE YCTaHOBKY MapaMeTpoB CTPaHMULbI.

4. Hane4vataunTe Balle nobmumoe YeTBEPOCTULLME.

5. CoxpaHuTe TEKCTOBbIN hann B Nanke:

c:\ Homep Bawuen wkonbl\ knacc\damunua\uma danna.doc
6. KOHTpOnbHbIE BOMPOCHI:

YTo noHMMaeTcs Noa napameTpamMm CTpaHuLbl?
Kak BbibpaTb pasmep nucrta?

Kak ycTaHOBUTb NapameTpbl CTpaHuLbI?

3 kaknx o6bekToB cocTaBnaeTca [JOKyMeHT?

N3 kakmx 06 beKTOB COCTOUT 0O bEKT IHCTPYMEHT?

Kakne ocHOBHbIE AENCTBUA HEODXOAUMbI A9 NOArOTOBKM NeYaTHOro
n3naHma?




