TeKkCTOBbIU NpoLueccop
Microsoft Word

TexHonorna o6paboTku TeKCToBOU
MHOopMauUum



Microsoft Word

o Microsoft Word - oanH 13 nyJwmnx
TEKCTOBbIX peaaktopoB. OH no3BongeT
Cco3/aBaTb U peaakTUpoBaTb AOKYMEHThI,
0o06aBnaTb B HUX Tabnuubl U PUCYHKMN,
N3MeHsATb ocpopmneHmne ab3aues n
HayepTaHue WwpudTa, roTOBUTb AOKYMEHT K
ne4yaTtun. JononHutenbHblie moaynn Word
NO3BONSAOT BbIMONIHATL TaKMe onepauunu,
KaK npoBepka opdorpadpum n rpaMmMaTmnKm,
dbopMmpoBaHme ornaBJIEHUN N yKa3aTeNeN,
cnnsaHue c 6a3oM AaHHbIX.




Microsoft Word

o Bce TekcToBble JOKYMEHTbI, CO3/laHHbIE B
Word, XpaHAaTCa Ha AUCKe B Bnae @annos C
paclmpeHmem «.doc» 1 B OKHE
[IfpoBOAHMKA NpeacTtaB/ieHbl 3HAYKOM B
Buae nucrta éymarm c cuHen éyksom W.

o 3anycTuTb NporpaMmmy MOXHO nbo C
NOMOLLbIO Apnbika ¢ cuHen 6ykson W, nnbo
yepes rnaBHoe MeHi: Nyck—Bce
nporpammbl— Microsoft Office —
Microsoft Office Word 2003.




OkHo  Cnpaeka
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bl TEKCTOBOIo Ao




O61beKkTbl cpeabl — Takme o6beKThbl
NOKYMeHTa, AS1s1 Co34aHuns ,
peaakTUpoBaHUA U GopMaTUPOBAHUS
KOTOpPbIX He TpebyeTcs Bbl3bIBATb
OTAEeNIbHYI0 nNporpaMmmy.

BHeapeHHble 06beKTbl — 3TO 06bEKTh!
KOTOpble nepBoHa4vasibHO CO34al0TCH B
ApYyrov npuknagHowu cpeae.



B TekcTe MOryT 6bITb BblAeSIeHb
cnenytowme obbeKThl:

CtpaHuua, ab3au, CTpoka, CNnoBo,
CUMBOI/I.

CuMBOJT KaK 06beKT onpeaensiercy
creayrowmMmm OCHOBHbIMU
napaMeTpamu:

1. Buna HayepTaHus




PeXXnmbl NnpocMoTpa AOKYMEHTOB
o OOGEIYHEIN PEXWM. JDTOT PEXNM JTYYIIE€ UCIOJTE30BaTh TS

BBOAA, peaakTUpoBaHUSA NN opMaTMpPOBaAHUSA TEKCTA,
oTobpa>kaeMoro B BUae HenpepbiIBHOW BEPTUKASIbHOM
NONOCHI.

o PexuMm Beb-gokyMeHTa. B naHHoM pexumnme Word oTobpaxaeTt
JOKYMEHT B TaKOM BuAae, KakoM OH 6yaeT OTKPbIT
6pay3epoM. lNpeagHa3HayeH ansa dopMmmpoBaHus web-
CTpaHuy

o PeXunM pasMeTKu CTpaHuLlbl. DTOT PEXUM MO3BONSET
paboTaTb C OKYMEHTOM, KOTOPbIM BbIFISANT TaK, KakK rnocne
neyaTu.

o PeXWMm CTpyKTYpbl. Pexxum npeaHa3sHadveH anga paboTbl co
CTPYKTYPOM AOKYMEHTa n ero coaepxanHunem. OH
NCMoNb3yeTcs, Koraa Heob6xoaAnMMo co3aaTh
npeaBapuUTENbHYO CTPYKTYPY WUIN NPOCMOTPETb
NMEIOLLLYHOCS.

o Pexum uteHund. [aHHble pexuMm yaobHO Mcnosb3oBaTb KOraa
Bbl cobnpaeTecb UnTaTb TEKCT, @ HE peaakTupoBaTb
NOKYMEHT.




MacwTtab gokymeHTa

MacwTab AOKYMEeHTa MOXHO YBEe/NYNTD,
4TOObI NONYy4YNTb NoapobHoe n3obpaxeHue,
NN YMEeHbLWUTb, YTO6bl YBUAETb 601bLUYIO
4YaCTb CTPaHULbl NN AaXe HECKO/1bKO
CTpaHWL, Cpa3y B YMeHblUeHHOM Buae. Ans
3TOro 6o BblbepnTe KOMaHAay
Bua—MacwTtab, nmbo Ha CtaHaapTHOM
naHenun KHonky MacwTab u yctaHoBUTE
HY>XHbIN. TakXe N3MeHsATb MacwTab MOXHO,
Bpallas KO/eCUKO MbILLKKN, yaep>XuBas
knasuwy [Ctrl].




[laHenn MHCTPYMEHTOB

TaHAapTHas
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PuncoraHue

Onsa Toro 4to6bl BKAOUYUTL MaHeNb MHCTPYMEHTOB

BbibepeTe Bua— NMaHenb
MHCTPYMeHTOB—HeobxoanmMmas naHesb.



OTKpbITUE OOKYMEHTA

YT106bl OTKPLITL AOKYMeHT Word, Hy>XHO
BbIMOJIHUTb KOMaHAY Pann—OTKPbITb UK
KHoMNKy OTKpbITb Ha CTaHAapTHOU NaHenu
(nnn KoMbmnHauumsa knasuuw [Ctrl]+[O]). B
pe3y/sibTaTe NosABUTCA AMNa/IoroBoe OKHO.
YT06bl OTKPLITb AOKYMEHTA CHa4asa
Heob6XoAMMO OTKPbITb €ro nanky m BblbpaThb
B CMUCKEe NMA AOKYMEHTa, a 3aTeM
LLeNKHYTb Ha KHonKe OTKpbITb N1 ABa)Aabl
LLIeNKHYTb Ha UMeHU danna.




CoxpaHeHne goKyMeHTa

3aBepwmnB paboTy Haa AOKYMEHTOM
ero Hago cCoxpaHwuTb. [n4a aToro
HeobxoammMo inbo Bbi6paTb KOMaHAY
dann—-CoxpaHuTtb Kak..., nnbo
BOCMNO/1b30BaTbCA KHOMNKOW OTKpPbITb
Ha CTaHOgapTHOMW naHenun, nnéo
KoMbuHauumen knasunuw [Ctrl]+[S]. B
nosiBUBLLEMCSH OKHE HeobxoaAnMo
yKa3aTb nanky aasa XpaHeHus
NOKYMeHTa U ero nms.




Bonpockil:

o Kakoe Ha3zHayeHune nporpamMmmsbl
Microsoft Office Word?

o Kak 3anyCcTtuTb nporpamMmmy?

o Ha3o0BUTE OCHOBHbIE 3/1eMeHThl
MHTeppenca nNnporpamMmmesil.

o [loyeMy HekoTopble cnoea Word
noayepkmsaeTt nmb6o KpacHoun, nnbo
3e/1eHON BOJIHUCTOUN NUHNEn?




