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CopepxaHue Kypca
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E Ypok 1. BHAKOMCTBO C JIEHTOW

Ypok 2. [lonck 4acto ucnosnb3yemMblX KoMmaHa

Ypok 3. HoBbI dbopmat panna

Bce ypoku cogepkaTt CrUCKN KOHTPOJIbHbLIX BOMNPOCOB, a B
NepBbIX ABYX YpoKax Takke npmBeaeHbl CrmncKu
NpakTUYEeCKNX 3adaHumn.
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Bepcusa npunoxenuna Word 2007 ctana ewle
ﬁ yoobHee n apdekTnBHee B pabote, Yem
* npeablayLume Bepcumn.
BHellHe oHa BbIMAANT HEMHOIO HEMPUBBLIYHO,

HO 3TOT KYPC NMOMOXET ObICTPO pa3obpartbcs BO
BCEX HOBOBBEOEHUSX.

Bbl y3HaeTe, Kak n3snevybs MakCMumMym M3 HOBOW
Bepcum Word n Kkak ObICTpO CrpaBniATbCA C
NPUBbLIYHBIMW 3a4a4aMu.
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Llenb aTOro Kypca — Hay4uTb Nofnb30oBaTeNA:

B w—

PaboTtaTb C IEHTON — HOBbLIM CPEACTBOM, KakK
ﬁ HUKOrga paHee obnerdatowmnm paboTy ¢
'2 npunoxexnmnem Word.

BbICTpO HaxoanTb YacTo NUCMNOMb3yeMbIE

KOMaHObl, Heobxoaumble Ansi NOBCEQHEBHOM
PaboThI.

icnonb3oBaTb HOBbLIM oOpMaT oanos
npunoxeHna Word ontumansHbIM 0bpasom.
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3HAKOMCTBO C NTeHTO!l




3HAKOMCTBO C JIeHTOW

[Mpn nepsom 3anycke Word
FhaesHas Bcraeka PazmeTka cTpaHuuel Cerinkun Pacceinkm PeueHzuposaH : 2007 HOBb”‘;I BHeUJHMIZ BM,D,
e | T NPUITOXKEHUA MOXET
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ENbep obmeHa

e —s  OcHOBHbIe N3MeHeHVS
KacatTCs NEeHTbl —
obnacTtu, pacrnosioXXeHHoOU B
BEPXHEWN YaCTN OKHa
npunoxernuna Word.

INeHTa BbIHOCUT Ha NepeaHnin NraH Hanbornee pacnpoCTPaHEHHbIE KOMaHAbI, TaK
4YTO Tenepb HET HeOBXOOMMOCTM NCKaTb YaCTO UCMNONb3yeMble KOMaHabl B
Pa3HbIX YacTAX NPUNOXEHUS.

[MpnymHbl Nnepexona Ha HoBbIN doopMaT? YNPOCTUTb U YCKOPUTL paborTy.
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JleHTa B oencrtesuu

YnobcTBo 1 npocToTa
paboTbl C NEHTOM
ny4ylie BCero BMAHLI
NpY NPaKkTU4YEeCKOM
NCNOMNb30BaHUN.

AHMMaUUS: LWENKHUTE NpaBon KHOMKOM Mbllin 1 Bbibepute BocnponseseaeHue.

3anyctnte aHMMaumo, YTobbl MPOCMOTPETL, KaK C MOMOLLBIO NIEHTHI
Bblpe3aTb U BCTaBNATb TEKCT, USMEHATb popMaTUpoOBaHME TEKCTa U
LUBET oOHa CTpaHULbI.
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ilcnonb3oBaHMe NeHTbl

63~ H9-0 )7 Press Release.docx - Microsoft VR (=13 A=) npeanaraert
: TnasHas Bcraska PasMeTKa CTpaHuLbl Cebinkm Pacceinkm PeueH3MpoBaHue HPOCTOTy n yﬂ,06CTBO,
B ;‘;% Cambria Garonoes - |16~ {{NiR 2 |H=wai =i cobpaB BCce TUMOBbLIE
T ||l P | [Es KOMaHzbl B OJHOM
MeCTe.

bBybep obmeHa ™ Wpudpr

IIpecc-penns

Komnanus Contoso o0ssABAsET O JOX0aX N0 peay.

llpn(‘)mm, YBEJIMYUHJIACH MO CPABHEHHIO C IMPOILIBLIM IOJI(
dapmauesTyeckan komnawua Contoso Pharmaceuticals cerogHs cbvasuna o 1ol

Hanpumep, MOXHO Bblipe3aTb 1 BCTaABMATb TEKCT C MOMOLLIbIO KOMaHA
BkNaaku «fMaBHasA» , UaMeHATb hopMaTMpoBaHME TEKCTA C NMOMOLLIbHO

BkNnagkn «CTunb»n MeHATb LBET (boHa cTpaHuLbl Ha Bknagke «MakeT
CTpaHuUbI» .
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UTO pacnono)eHo Ha NneHTe

P o) | IleHTa cocTouT U3

0a) &1
y nasHas Bcraeka PazmeTka CcThaHuuel Ccrinku Pacceinkn PeyeHzupoBaHue TpeX L‘laCTeM BKJ'Ia,EI,KI/I,
j ‘ Calibri (OcHoBHOM Te ~ |11 - | A A'|}A3){ 3= v 4= - e |[EE §§1|§l||ﬂ ‘ prl'll'lbl " KOMaHﬂbl

BcraeuTe ¥ K K& 4 ~abe x, X* Aa~ ||~ A~ |E

Bydep o6MeHa ™ WpndT

.k,——“ (i 4‘7*‘. 3
2

@ Bxnagku. Boonb BepxHero kpasi eHTbl PacnonoXeHo ceMb BKNAAOK.
Kaxxgas na Hux npeacraBnsaeT cobom obnactb 4EUCTBUMN.

@ I'pynnbi. Kaxaaa Bknagka cCoaepXXuT HECKOMBKO rpynn, 00beanHSAIOLLINX
BMECTE CBSAA3aHHbIE 3NIEMEHTbI.

9 KomaHabl. KomaHaa — 9TO KHOrMKa, MEHIO UIK Mnorsie, B KOTOPOM MOXHO
BBECTU AAHHbIE.
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KHOMKWM BbI30Ba OMarioroBoro okHa B rpyrnnax

G 9o )+ Ha nepsbin B3rnaa
:_d rnasna.qr Bcraeka PazmeTka cTpaHuuel Cebiakm Pacceinkm Peuen;uposanue KaKaﬂ-TO KOMaH.D'a M3
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Ho 310 He Tak.

WpndT | MHTepBan |

B npaBoM HWXHEM yrny HEKOTOPbLIX FPynn pacnonoxeHa Hebonbluas
OvaroHanbHas cTperodka, HasbiBaemas KHONMKon Bbi3oBa gunanorosoro okHa H.

HaxXmnte aTy KHOMKY, 4TOObI YBUAETL AOMNONHUTESIbHBIE BO3MOXHOCTU, CBA3aHHbIE
c rpynnon. OHX NOSABNSAOTCA B AMaNoroBOM OKHE UK NaHenu 3agad, Kotopble
BbIMMAAAT 3HAaKOMbIMU MO npeabiayien sepcun Word.
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OTobpaXkeHne OonoNHUTENbHbIX BKNagokK

-kl 5 Contoso.docx - Microsoft Word 2 — Pa6ora cpncyHKaMM:. B HOBO|7| BepCMM Word
Pasmetka cTpaHuuel Ceuinkun Pacceinku PeueHsnposaHue Bmf | Qopmart 3 HeKOTOpb|e BKJ" aﬂ KM
| WS e NOSIBASIOTCS, TOMNbKO

v [;/_ FPaHWL PUCYHKE ¥

T ) 3ddexThl An8 pUCYHKa ¥ - Korﬂa OHM Hy)KHbl

CTWUAK PUCYHKOBE

3

OAPMALIEBTUHECKAA KOMMAHWA CONTOS"HARMACEUTICALS

ExeroasNi otuer

CkaxeMm, rnpu BCTaBKe PUCYHKa HY>KHO BbINOMHUTL PSAA AONOMHUTENBHbIX AENCTBUN,
Hanpumep obpesaTtb ero Unu HacTPoUTb ANA HEro ODTEKAHUE TEKCTA.

[oe HauTK COOTBETCTBYHLLME KOMaHAbI?
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Pasmetka cTpaHuuel Ceuinkun Pacceinku PeueHsnmposaHue Bug I Qopmart

‘,j) DopmMa pUCYHKa ¥
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l‘: ’dt d: ‘ ‘ ~ [ rpanuua pucyHka ~
T ! 3D DEKTE ANA PUCYHKE ¥

CTUAN PUCYHKOEB F]

3

OAPMALIEBTUHECKAA KOMMAHWA CONTOS"HARMACEUTICALS

ExeroasNi otuer

OTobpaXkeHne OonoNHUTENbHbIX BKNagokK

B HoBow Bepcun Word
HEKOTOpble BKITagKu
NOSABNAKTCA, TONLKO
Korga OHU HY>KHbI.

MckaTb X HET HeobxoanmMocTn. BmecTo aToro:

@ BuizenvTe pycyHok.

@ [losenaeTtcsa Bknagka «PaboTta ¢ pucyHkamu» LenkHuTe Bknaaky «Popmary.

[losBATCA OONOSNTHUTESNbHbIE rpynnbl N KOMaHObl OJ14 pa6OTbI C PUCYHKaMW,

Hanpumep rpynna « CTUNuM pucyHKoB».
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MwuHKM-naHenb NMHCTPYMEHTOB

,5) d9-0 )¢ HekoTopble komaHab!
~ “ nasHas Bcraska PazmeTka cTpaHuubl Cerinku Paccoinkm PeueHznpoBaHue ¢OpMaTM pO BaHMﬂ

J _E OpweHTaums ~ %= Paspeissi ~ A Mognoxka ~ . HaCTONbKO 4YaCcTo

: [ Pasmep ~ =

§f_] Homepa cTpok ~ \’/_)] LigeT cTpaHuuel ~

pox £E KonoHku ~ b~ Paccravoeka nepenocos ~ | L] FpaHuusl cTpanmy ;_Z | Mcno'nb3y|'0TCﬂ, YTO
i AT RSN \106HO MMETb K HUM
— ; " 4 [ocTyn B No6om

pexume paboThbl.

HaBepcToiBaeM ynyweHHoe

[Mpegnonoxmm, TpebyeTcst BLICTPO BbINONHUTE DOPMaTUPOBaAHUE HEKOTOPOro
TekcTa, Ho paboTa naet ¢ Bknaakon «MakeT cTpaHuubIy.

MOoXHO WenkKHYyTb BKNaaky «fMmaBHasay, YToObl BLIBECTU NapaMeTpbl
dopmaTnpoBaHusi, HoO ecTb 6bonee BbICTPLIN CNOCOD.
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MwuHKM-naHenb NMHCTPYMEHTOB

g HeKOTOpre KOMaH4bl
Bcraska PasmeTka cTpaHuubl Ceuinkun Paccuinkn PeyeHsnpoeaHune ¢OpMaTM po Ba H Mﬂ

:‘f OpweHTaums ~ %= Paspeissi ~ _] Moanoxka ~ oTtcayn HaCTONbKO 4YacTto

I3 Pasmep ~ §_] Homepa crpok ~ \'/_)] LigeT cTpaHuuel ~

EE KonoHku ~ be PaccTaHOBKA NEpPeHOCOB ™ Ql FpaHuubl cTpaHuy, MCI—IOJ—I b3yI'OTCﬂa LITO

SpaNeTDY PRt GRS S TTTRSSSEY  \/106HO MMETb K HUM
| | OOCTyn B Ntobom

pexume paboThbl.

HaBepcToiBaeM ynyweHHoe

@ Bbioenute TEKCT C NOMOLLBIO MbILW, @ 3aTEM HABeAUTE Ha HEro yKkasaTerb
MbILLIN.

@ [losButca nonynpo3payHas MUHU-MaHEeNb MHCTPYMEHTOB. [pu HaBeaeHUK
yKasatensi Ha MMHU-NaHenb MHCTPYMEHTOB OHa OTODpaXkaeTcsl OTYETIIMBO,
NO3BONSASA WenKaTb MbILLbI PacnonoXeHHble Ha HEW NHCTPYMEHTDI
doopmaTtupoBaHus.
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[TaHenb bbICTpOro gocrtyna
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[TaHenb 6bicTporo gocTyna
— 3T0 HebonbLasa obnacTb
B NIEBOM BEPXHEM YISy
NEHTHI.

OHa coaepXuT KoMmaHAapbl,
KOTOPbl€ MHOFOKPaTHO
MCNOSb3YTCS KaXXabin
OeHb: CoxXpaHUTb,
OTmMeHuUTb 1 MNOBTOPUTD.

AHnmaums. LLenkHuTe npaBon KHOMKOWM MbIlLn 1 BbibepuTe BocnponsBeaeHune.

Monb3oBaTenb Takke MOXET A400aBUTb Ha NaHernb ObICTPOro A4ocTyna
CBOW NtOOGMMble KOMaHbl, YTOObI OHU ObINM AOCTYMNHbLI HE3aBUCUMO OT
BbIOpaHHOW BKIAAKMW.
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[TaHenb bbICTpOro gocrtyna
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[TaHenb 6bicTporo gocTyna
FnaeHas Bcraeka PazmeTka crpaHuuel Cerinkmn Pacceinkmn PeueHsnposaHue Bua — STO He6OJ'IbLIJaF| O6ﬂaCTb
@3, Cnpasounukn {4~ X ~ }_;_5. _ 2% Wcnpasnenus & usmeHeHHoM 4 B J1IeBOM BepxXxHeMm v
v e S B | p yriy

@ =] MokasaTe MCAPABAEHNA ™

o ABC Cospatb ; WcnpaeneHua BeiHOCKK neHTb|
a4 Mepesog 23] npUMeYaHue

A0BaEnTb Ha NaHeAb BEICTPOro 4ocTyna
lMpasonucanue MpumeyaHns 4

HacTpoiika NnaHeAu BeICTPOro 40CTyna...

Mpasonucarnne

PazMecTUTE NaHeNk BEICTPOro A40CTyNa Nog AeHToMN

i OHa coaepXuT KoMaHAabl,
KOTOPbIE MHOFOKPaTHO
NCNOMNb3YHTCA KaXablu
aeHb: CoxpaHuntb, OTMeHa
n NMoBTOPUTDL.

Ha 3ToM pucyHKe nokasblBaeTcs, Kak 400aBUTb Ha NaHernb ObICTPOro

AocTyna nobuMble KOMaHabl, YTOObI OHU BbINKY AOCTYMHBbI HE3AaBUCUMO OT
BbIOpaHHOW BKNaaKN.

[laHenb 6bICTpOFO AO0CTYMNa TakKXKe npeaycmartpmBacT yaasieHne KHOIMMOK.
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BpemeHHOe cKpbITUE NEHTDI

Brnarogaps neHTe, Bce

SRS | O\ aH bl HAXOOSITCS B
s=([AL][q OAHOM MeCTe U UX

B erko HanTw.

-

Bcrasute

Bydep obmi - FnasHas Bcraeka PasmeTka cTpaHuub Cerinku Pacceinku Peuen:

HasepcTuiBaeM ynyueHHoe

Ho nHorga HM4ero uckatb 1 He TpebyeTtcs. Ecrnn HYy>XXHO NPOCTO
paboTaTb C AOKYMEHTOM, XXenaTenbHO UMETb ANl Hero bonbLle MecTa.

B aTOM crny4ae ckpbITb NEHTY TakK XXe NPOCTO, KaK 1 paboTaTtb C HEWN.
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BpemeHHOe cKpbITUE NEHTDI

Bnarogaps newte, Bce
SRR S KON aH[bl HAXOAATCS B
| s=([AL][q OAHOM MeCTe U UX
scrasmy 5 B nerko HamTw.

-

Bydep obmi - FnasHas Bcraeka PasmeTka cTpaHuub Cerinku Pacceinku Peuen:

HasepcTuiBaeM ynyueHHoe

BoT kak aT0 caenatb.

1. [Baxkabl LWEeNKHUTE akTUBHYIO BKMaaky. [pynnbl NCHESHYT, K
nosasuTCcs bonblUue MecTa Ansg AoKyMeHTa.

2. Y100bI CHOBa YBUOETb BCE KOMaHAbl, CHOBa ABa)Abl LLIENKHUTE
aKTUBHYIO BKNaaKy, BO3BpaLlas rpynnbl Ha aKpaH.
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PaboTta c knaBuatypou

) QTN crnangpl
o | o e cpumus Caan npeaHasHaqeHb! Ans
3 ";_ Cambria Baronosku) ~ 11~ | A" A7 ||%)] 3= - = - - ||EE : rnorb3oBarernen,
seraours | 4 . A |- A g =t] npeano4YMTarowmx
Bybep omena /| Wowor % sy B4 pabortaTb C
d KnaBuaTypou.

B AunsamnHe neHTbl
HasepcTeiBaem ynywenHoe nodaBuIiNCb HOBbIE
COYEeTaHUsA KNaBuLL.

OTO n3meHeHme obecnedmBaeT ABa 0OMbLIMX NPENMYLLIECTBA MO CPaBHEHMUIO
C npeablaywinmm Bepcmammn nporpamm Office.

° D,J'IS:l Ka)XOW KHOMKU Ha NEHTEe CyLLeCTBYIOT COMETaHUA KIaBULL.

» YacTo coyeTaHums KnaBumiLl OKa3biBatOTCA HAMHOIO 6bICTpee.
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PaboTta c knaBuatypou

HoBble coveTaHust KnaBuLL

ABKa PazMeTka capaHuybl Cc " Pacchigkn PeyeHsunosaHne n Ha3b|Ba|'OTC;| nO-HOBOMy:
(e B m

_,J - Cambria (3aronosku) ~ 11 - |[AS Av“ﬁ;{,' 3= v = - N ||EE §§i|'}{l|| 1T7 S O L VE
23 _ NOoACKA3KM.

Boramms ||| 084 o a0 Aa-|[- A - | ==

Bydep o6meHa ™

e e RS 4 YT0ObI Ha4aTb
MCNosib30BaThb
BCMIblBatoLWMe NOACKa3KMK,
HaXxmuTe knasuwy ALT.

LEGY”
- rnan B
El

HasepcTeiBaeM ynyueHHoe

[lanee:

1. Haxmute BCnnbiBaKOLLYHO MOACKA3KY, BbI3bIBAIOLLYIO HYXXKHYIO BKIaAKy.
Hanpumep, Haxxmute «H» ana Bknagkn «FmaBHasa». [oaBaTtcs Bce
BCMJibiBaOLLME MOACKA3KN AN KOMaHA HY>KHOW BKITadKW.

2. HaxmuTte BCnnbiBalOLLYIO NOACKA3Ky ANS HY>XXHOWU KOMaHAbI.
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PaboTa ¢ knasmaTtypom
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Pa6oTa co cTapbiMy coYeTaHUSAAMU KNaBULL

= » CoyeTaHusa Knasuwl, Ha4YnHatwmecs ¢ knasmwm CTRL
OCTaloTCA TaKMMU Xe, Kak B npeabiayuwmx sepcmax Word.

— Cpegu Taknx coyetaHmn, Hanpumep, CTRL+C ang
konnpoBaHusa n CTRL+ALT+1 ang ctuns «3arofioBok
1.

* MoXHO Takke Ucnonb30oBaTh CTapble COMETaHUS KnaBuLL
ALT+, npegocrtaBnstoLline OOCTYMN K MEHIO U KOMaHO4aM
npeabiaywinx sepcun Word.

— Ho, TaK kakK CTapble MEeHIO HEOOCTYIHbI, HA 3KpaHE HE
6y,£l,yT NnoABIIATbLCA HANNOMMUMHAHNA, KaKUe KilaBULLUN
HaXXaTb. I'I03Tomy a51A NCrnosrib3oBaHNA Co4MEeTaHUA
KnaBuLl HY>XHO NMPOCTO NOMHUTDb 3TY
nocrieaoBaTesribHOCTb.
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YnpaxHeHus gns NPAKTUYECKOTO 3aHATUA

icnonb3yute neHTy.

[obenTecb NoSABNEHNSA AOMNONHUTENBHbLIX BKNAAO0K, 3aTEM BCTaBbTE
PUCYHOK 1 nopaboTanTe ¢ Bknagkon «Pabota ¢ pucyHkammny.

[Tonb3ynTtecb MUHU-NMAHENbIO.
[TpymMeHanTe naHenb ObICTPOro AocTyna.
CKpownTe rpynrbl U KOMaHAbl.

Ncnonb3ynTe coveTaHus KnaBuLL.

NHTepakTuBHOE NpakTnyeckoe 3agaHune (Tpebyerca Word 2007)
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TecTt 1, BONpocC 1

—— -

UTto npousonpgeT, ecnu HaxElb KHOMKY B NPUIIOXEHUU

ﬂ Word 20077 (Bbibepute oaUH OTBET.)

1. Eyp,eT BPEMEHHO CKpPbITAa J1IEHTA, N YBEJTIMHUTCAH
NPOCTPaHCTBO A4 0To6pa>|<eH|/|;| AOKYMEHTaA.

2. byget yBenuyeH pasmep wpudra B TEKCTE.
3. byayT otobpaxeHbl OOMNOSTHNUTENBHLIE BO3MOXXHOCTM.

4. KomaHpga Oygoet nobaeneHa B naHesib 6bICTporo
oocTyna.
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TecTt 1, BOonpoc 1, OTBeET:

—— -

Eyﬂ,yT OTO6pa)KeHbI AOornoJiHNUTEelIbHblE BO3MOXHOCTW.

YacTo nosiBnsieTca AnanoroBoe OKHO, KOTOPOE MOXET ObITb
3HaKOMO Mo NpeabiayLnm sepcmam npunoxenmna Word.

BbICTpbIN cTapT



TecT 1, BONpOC 2

-

Ae HaxoaUTCA NaHernb ObICTPOro AOCTyna, U Koraa ee
crieayet ncnonb3oBaTtb? (BbibepuTe oanH oTBeT.)

| —
‘2 1. OTa naHenb pacrnonoXxeHa B NEBOM BEPXHEM YrIy
akpaHa. OHa cnyxuT ans 6bICTPOro AocTyna K 4acTo
MCMNoNb3yeMbIM KOMaHAaM.

2. OHa oTobpaxkaeTcsl NoBeEpX TEKCTA, U C €€ MOMOLLbIO
MO>XHO BHOCUTb N3MEHEHUSI B hopMaTMpoBaHmE
TEeKkcTa.

3. OTa naHenb pacrosioXXeHa B JIEBOM BEPXHEM Yriy
akpaHa. OHa cnyXuT ans obICTporo gocTyna K
OOKYMEHTY.

4. OHa HaxoguTcs Ha Bknaake MMaBHasA, n ee criegyet
ncnonb3oBaTtb ANs ObICTPOro 3arnycka unn co3gaHus
HOBOIO JOKYMEHTa.
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TecT 1, BOnpoc 2, OTBET:

—— -

3Ta naHenb pacroriokeHa B IeBOM BEPXHEM YNy aKpaHa.
OHa cnyxuT Ans bbICTporo AocTyna K 4acTo

"‘“ NCMNonb3yeMbIiM KOMaHAaM.

OT0 Hebonbluas naHesrb ¢ KHonkamu CoXpaHUTb,
OTmeHuTb 1 MoBTOpPUTL. YTOOLI 106AaBUTL Ha HEE YacTo
NCNonb3yeMble KOMaHObl, HYXXHO LWENKHYTb HY>KHYO
KOMaHOy npaBon KHOMKOW 1 BbIbpaTh [106aBUTbL Ha
naHenb ObICTPOro gocrtyna.
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TecT 1, BONpoc 3

—— -

lNpu KakoM U3 cneayOLWNX 4eNCTBUN NOABNAETCA MUHM-
naHenb? (Bbibepute oauH OTBET.)

1. [BOWMHOM LLENYOK aKTUBHOW BKI1AOKMN Ha NEHTE.
2. Bblaenenune Tekcra.

3. BblaeneHue TekcTa U HaBedeHue Ha Hero
yKkasaTensi MblLUW.

4. Jloboe n3 nepeuncneHHbIX Bblillie AENCTBUN.

BbICTpbIN cTapT



TecT 1, BONpoOC 3, OTBET:

—— -

BblioeneHne Tekcta n HaBedeHue Ha Hero yKasaTtensd MbllLN.

[TaHenb Takke NOABUTCSH, €CNU LWESKHYTb BblAeNEeHHbIN
TEKCT NMpaBon KHOMKON MbILLN.

BbICTpbIN cTapT



[Tonck YacTo ncnonb3yemt
KOMaHA




[Tonck yacTto NCMNOJIb3yEMbIX KOMaH

Word 2007 — 31O HOBOE
NpUNoXeHne n NnpuaeTcd
KOe-4YTO OCBOUTb.

Camoe BpeMsi HanTH
TOYHOE MECTO
OONbLUMHCTBA YacTo
NCMOSb3YyEMbIX KOMaHA.

Hanpumep, roe cosgaerca AoKyMeHT? [oe HaxoaaTcs MapKepbl, CTUMNU 1
NpoBepKa npasonucaHuda? A Kak HacyeT nevyaru?

B aTom ypoke ByaeTt nokasaHo, 4To bnarogapss HOBOMY AM3alniHy
nporpamMmsbl, 3TM KOMaHAbl HAXOAATCA TaM, A€ OHU HYXKHbI.
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PaboTta HaumnHaeTcsa ¢ Ha)xaTtnsa kHonkn Microsoft Office

— —

T o 9-0 - AokymeHtl - Microsoft Word LITO I'IpOI/I3OLLIJ'IO C
@ mMeHio daun?

j ey MocnegHue AOKYMEHTbI
2 M= YT10bObLI OTBETUTHL HA
7 OTKpEITE -

- 9TOT BOMPOC, HAXMUTE
_— kHornky Microsoft

/- / Onyéaukoeate » Office

Y
3akpuiTh

[ _’] Napametpel Word | | X Beixog uz Word

Tenepb kHonka Microsoft Office §
npunoxeHmn Word.

ABNSIeTCA MEeCTOM Havyana AeucTeun B

[1pn HaXkaTK 3TOMN KHOMKK MOSABNAETCA MEHI0, NO3BOSAOLLEE CO3AaTh,
OTKPbITb UM COXPaHUTb OOKYMEHT.

BbICTpbIN cTapT



Mapkepbl, HOMepa 1 apyrue cpeacrtea doopmaTtmpoBaHug

[Tlocne oTkpbITUA

‘6;) b 9-0 )7 AokymenTl - Microsoft Word
O tracnan [ e e e e e ie AOKYMEHTa U BBOOA
“h f;‘ Calibri (OcrosHoiite ~ 11 - | AT A7 |[45]] [3= - 4 K TeKCTa 4yacTto
PP 3 R A o A S (L 1R BO3HIKACT
e ik e 8| HeobxoauMoCTb
BbIMOJIHUTb
dopmaTMpoBaHmue

JTOIo TEKCTA.

MHormne n3 sHakoMbIX KOMaH4 oopMaTUpPOBaHUA HAaXOOATCA Ha BKNaake
maBHas B rpynne «Wpudt»: «lMonyxupHbin», «Kypcus», «Pasamep
wpudpTta»u Tak ganee.

Tam e MMerTCsl HECKOSbKO AOMONMHUTENBHbIX MOME3HbIX KOMaH/.

BbICTpbIN cTapT



Mapkepbl, HOMepa 1 apyrue cpeacrtea doopmaTtmpoBaHug

[Tlocne oTkpbITUA

‘69 b9-0 ) [okymenTl - Microsoft Word
Ci nasHas Bcraeka PasMeTKa CTpaHuMLEl Cebinku Pacceinkm PeLEHIMPOBaHME ,D.OKyMeHTa n BBO.D'a
“h ;’L‘ Calibri (OcHosroiite ~ 11~ | AT a7 || 5[ 3= - § K TeKCTa 4yacTto
S N R Y N (o) BO3HVKaeT
e LG e 3| HeobxoouMOCTb
BbINMOJIHNTb
dopmaTMpoBaHmue

JTOIo TEKCTA.

Hanpumep, He nponyctuTe rpynny «Ab63awy, nokasaHHyto 3aecb. OHa coaep>KuT
BCeraa nonynsipHble MapkupoBaHHble, HYMepPOBaHHbIE 1 MHOFOYPOBHEBbIE
CIMUCKMN.

Ha aTon Bknagke Takxe rnosiBAaoTCA KOMaHabl YCTaHOBKW OTCTYMNa U BblpaBHUBAHUA.

BbICTpbIN cTapT



PaboTta co cTunamm

AokymeHtl - Microsoft Word

Pacceinku PeueHInpoBaHue Bua

. :. } J’}s ""_'-..."','
=249 | ) aasbceoe | Aabeene AaBbC: _ % ah 5 2
: v ki 1 OBEIYHEIN WsmenuTe ’ .

7 B&3 UHTE... 3aroaoeo...
CTHUAN ™

Crunu 3 T

2

Hy>xeH 6bonee MoLLHbIN 1
9P EeKTNBHBIN NOAXoA K
dopmMaTnpoBaHUIo, He
OrpaHNYnNBalOLLMNCS
BO3MOXXHOCTSIMW KOMaHA
NOMY>XUPHOTO LWpudgTa un
Kypcusa?

CTOUT NO3HAKOMUTBLCHA CO
CTUNSIMU B HOBOM BEPCUU
Word.

MoxxHO nnbo BblbpaTb CTaHOAAPTHLIM 3KCNpPecc-CTusb, Nbo

NPUMEHUTb paHee CO3AaHHbIN CTUMb.

BbICTpbIN cTapT




PaboTta co cTunamm

HokymeHTl - 1icrosoft Word KOMaHﬂ,b| pa60Tb| CO
Pacceinku PelUeHIMpOEaHNe Bua CTM”ﬂMM pacnonO)KeHb|

EEAT AaBbCcDc|| AaBbCcDc AaBbCi % 3 H Ha BKIaake rﬂaBHaﬂ, B
7 OBEIYHEIN

Wwag 29 cHWNTE

TBesunte... 3aronoso.. []VEmermre rpynne Ctunmu.

AN ™~ Mageunia

Crunu 3 T

2

Ha aTom pucyHke
NoKasaHo, Kak MnosiyymTb
HY>XHbIE€ CTUSIN.

@ OSxcnpecc-cTunu — 310 CTaHAAPTHbIE, MPOMECCHMOHANBHO BIMMAAALLME
cTuUnu, yaobHble n ObicTpble B NnpuMeHeHun. A B aton Bepcumn Word oHu
Nony4ynnn HOBOE NMpeacTaBliEHME.

@ Haxmute 3Ty KHOMKY, YTOBbI OTOGPA3UTL HECKOMBKO FOTOBBIX K
MCMNOSIb30BAHUIO 3KCMPECC-CTUNEN.

e Ha>KM|/|Te KHOHKy Bbl30Ba ANAJTONOBOIo OKHaA, k--|T06b| OTKpblTb O6ﬂaCTb 3agav
«Ctnnn».

BbICTpbIN cTapT



dopmart no obpasuy

KomaHaoa ®Popmat no
obpa3uy asndercd
- - KOMaHAomn ObICTporo
alibri (OcHogHOW T ~ 11

B(TBBMTb (XK KX Y -~ abe x, X° Aavuag;?-évé , ‘ ; e _ | CbOpMaTI/IpOBaHI/IFI

N\ i 2 S I Haxatb Beinyck.docx - Microsoft Word

nhasHasa Bcraska PazmeTka CcTpaHuukl Cceinkm Pacceinkmn PeyeHznpoBaHue

-

Bydep o6mMeHE ™ WpudTr ] AB3 u TeKCTa

OHa pacnonoXeHa Ha
KpanHeWn fieBon CTOPOHE
BKnagku MasHas, B
rpynne bydep oobmeHa.

OTa KoMmaH4a No3BonsAeT ObICTPO NPUMEHUTL NapaMeTpbI
dopmaTMpoBaHNsS 0QHOro doparmMeHTa TEKCTa K ApYyromy.

UT0b6bI BOCNOSIb30BaTLCA 3TOM KOMaHAO0M, YCTAHOBUTE KYpPCOpP Ha
TeKcTe, popmMaT KOTOPOro HY>XKHO CKOMUPOBATb, M HAXKMUTE KHOMKY
dopmaTt no obpasuy.

BbICTpbIN cTapT



BcTtaBka PUCYHKOB, TUNMepCcCcbiJ10K U KOJTOHTUTYJ10B

Aokymentl - Microsoft Worg

(g 20 -
—/ lnasHas

|£] TuTyneHas cTpaHMua ~

Bcraeka PazmeTka cTpaHuyel Ceuinkmn Pacceinkn

) B

Ta6auua  PucyHok Kaun

PeueHzupoBaHue

.,_}) OUrypet v = =] BepxHuit KoAOHTUTYA

=
] Nycraa crpanuua -T_\] SmartArt = HuxHuWil konoHTUTYA
Ceasmn

fil) Aarpamma =

Wanwocrpaumn

',:j PazpeIiE cTpaHULBL
CTpaHunuel [%

#] Homep cTpaHuuel ~

Tabanukl KonoHTUTYNBI

UT0o0ObI coenaTtb TekcT bornee
HarnagHbIM U
ybeauTenbHbIM, MOXHO
0o06aBUTb B HEMO PUCYHKN,
KapTUHKW, gMarpamMmmbi U

dourypeil.

Bocnonb3oBaTbCcs 9TUM
ooratcTBOM
AOMOSTHUTENbHbLIX AAaHHbIX
NO3BOSIAET BKagKka
BcTaBka.

JTa BKIlaflka COOEPXUT HE TOSMbKO 3TN KoMaHabl. Ha Hen Takke
HaxoaAaTca komaHabl « Tabnuubl», «FMnepccbinka», «BepxHun

KONMOHTUTYN» N « HNXKHNMA KONMOHTUTYIY.

N 310 ewle He Bce. He noka3aHHbIMUW, HO TOTOBLIMU K UCMOMb30BaHUIO

ABNAKTCH HOMepa CTpaHul, TekctoBble nons n \WordArt.

(XyooXXeCTBEHHbIN TEKCT)

BbICTpbIN cTapT




[Tocne BcTaBkM obbekTa
. A e MOXXET BO3HUKHYTb
e ——e || 06X 0/11IMOCTb
paccMOTpPETb ero bonee
noapo6bHo.

[1na 3TOro Hy>XHO 3HaTb,
rae MOXHO yrnpaBnaTb
ero macwutabowm.

Crpasun 1901 | Mo cooe @ <D amemicomd ICWIA)

B3rnaHute B npaBbi HUXKHUW yron okHa. [lepemecTtute non3yHOK BrnpaBo
anga yBenuyeHust Maclutadba nmbo BNeBo AN ero yMeHbLUEHUS.

BbICTpbIN cTapT



[TpoBepka NpaBoNMCaHUA U rpaMMaTUKK

> | Hukakmnx ownodok!
H9-0 Press Release.docx - Microsoft Word

G
—~/) FnasHas Bcraska PasMeTka cTpaHuyel Cceinkun Pacceinkmn PeueHznMpoBaHue

e Korga pabota c
NPAaBoYHUKN =7 : 1
v @ . A WS [JOKYMEHTOM MOYTU

Tesaypyc
npasonmwe:nepem Tl s B EEE  3aBeplLUeHa 1 TpebyeTcs
S == e (S —— NnWb pacnedaTaTb ero unu
OTNPaBUTb MO 3NEKTPOHHOWN
no4yTe, NOfe3HO NPOBEPUTL

Ipecc-pexnus B JOKYMEHTE
Komnanusa Contoso o0bsABAAET 0 JOXOAAX O pe3yJbTaTal npasonucaHue u

”pHﬁhIth YBEJIHYHJIIACH 110 CPABHEHHI) C IPONIJIBIM roJioM rpaMMaTM Ky

KomaHga «lMpaBonucaHune» HaxoauTcs Ha BKnaake «PeueH3npoBaHue»,
TaK KaK 3TN AENCTBUSA SABMSAKOTCA YacTbio 063opa pabdboThl Nonb3oBaTend.

[TocMOTpUTE Ha KpanHIo NeByto obnacTb, Ha rpynny «MpaBonucaHuey.

BbICTpbIN cTapT




[1OoKyMEeHT roTtoB Kk ne4yaTtun?

n ; MoykHO neyaTtaTb — HO

C'“:\\ b9 )7 Press Release.docx - Microsoft Word
—/ InaeHasa Bcraska PazmeTka cTpaHuubl Cerinkmn Pacceinkun PeueHznposaHue He Ha,D,O TOpO”MTbCﬂ

2y OpueHTauma ~ = Paspeissi A] Mognoxka ~

OTcryn
Ij Pasmep ~ ¥ ) Homepa cTpok ~ A Liset crpanmus ~ i.-__ Cnes Bo_nepBbIX CTOUT
: ’
= Cnp

£E KonoHku ~ be PaccTaHOBKa NepeHOCos ~ Q] FpaHuuEl CTPaHWL,

T A o R NpOBEPUTL, Kak dyaeT
BbIMMAAETb MaKeT
CTPaHULbl JOKYMEHTA
Ipecc-pesns roToBOM ANS rneyatu Ha

Komnanus Contoso o6bABIAET O I0X0/aX 1O pe3yJibTaTal NMPUHTEpPE.

[IpubBINE YBEJIMYHIIACH 10 CPABHCHUIO C NPONUILIM I'O/IOM

Bce Heobxoanmoe HaxoauTcsa Ha Bknagke «MakeT cTpaHuLbI.

[pynna «Pa3meTKa cTpaHuubI» coaepXnt komaHabl «Pa3mep» (8,5 x 11,
A4 v op.), «OpmneHtauma» (anbbomMHas n kKHkHas) u «lMonax.

BbICTpbIN cTapT



D,OKyMeHT rOTOB K Ne4vyYartu

Korga ookymMeHT
B8 ONHOCTbLIO rOTOB K
ﬂ AR npéasapmenbnuﬁ NpoCMOTP M NeYaTbh AOKYMEHTA 2 I_qu aTM ’ Bep H MTer K

Oevatb —{ D

— i0¢ c
~ Llji] BriBOp NPUHTEPE, YKMCAa KOMUIT U APYruxX NapaMeTpoE o KHOTlIKe M |crOSOft

7 OTKpHITE NeYaTv Nepes NeYaTer,

4

Contoso.docx - Microsoft Word

@ BbICTpas neyats — 3 N o Office

E l CoxpaHuT e OTnpaska 40KYMEHTa Ha MCNOAB3YEMBIR NO YMOAYAHWID
= NPUHTEP BE3 BHECEHMA MIMEHEHMI,
= (7 MNpeasapuTensHbiii npocmotp —— 4
CoxpaHuTe kak  » | 4, MpocmMoTp CTpaHuL, Nepes NeYvaTblo W BHECEHKE

HEOBXOAWUMEIX MSMEHEHMIM,
d%] MNevate [% 4 ‘

NmenTe B BUAOY, YTO Tenepb AOCTYMHbI Cneayollne BapuaHThbi:

@ Ecnv BbiGpaHa komaHaa «MevaTby», OTKpbIBAETCS ANANOroBOe OKHO
«lMevyaTb». HO BMECTO 3TOro HaBeguTe yKkasaTteslb MbilUX Ha CTPESIKY
cnpasa oT KoMmaHAbl MNMevyaTb, 1 NOABATCA TPU AONONHUTENBHbLIE KOMaHAbI.

BbICTpbIN cTapT




D,OKyMeHT rOTOB K Ne4vyYartu

@ [ Contoso.docx - Microsoft Word

j MpeaBapWTENbHbIA NPOCMOTP U NEYaTh AOKYMEHTa
% Cosaate peasap Hbl Np P W né4atb AOKYyMEH

Oevars — D
~ BriGop NPUHTEPA, YMCNa KONWI WU 4pYrux NapaMeTpoE
7 OTKpEITE Ne4yaTv Nepes NevYaTbio.

4

BbICTpaa NeyaTh = 3
I l CoxpaHuT S OTnpaeka 4OKYMEHTE Ha MCNOABIYEMEIN N0 YMOAYEHUIO
vy NPUHTEP BE3 BHECEHMA MIMEHEHMM,

= (7 NpeasapuTenbHbiii npocvotp —— 4
Coxpanutekak > | | A4 MpocmoTp CTpaHuL Nepes NeYaThio W BHECEHNE

HEOBXOAWUMEIX UZMEHEHMM,
@ Mevate [k 4 ‘

Korga ookymMeHT
NOSTHOCTbLIO rOTOB K
neyaTtun, BEPHUTECH K
kHonke Microsoft
Office.

NmenTe B BUAOY, YTO Tenepb AOCTYMHbI Cneayollne BapuaHThbi:

@® [leuats
@® bbicTpas neyatb

(4] NMpeaBapuTenbHbIN NPOCMOTP

BbICTpbIN cTapT




3a Kynucamu

— —

./"-\ HY-0 =+ HaxaTe Beinyck.docx - Microsoft Word : Bce AINIEMEHTDI,
= : UCMNoJib3yeMbl€ B

] o = S noBceHeBHOW paboTe
P gty c npunoxexvem Word,
i s pacrnonoXxeHbl Ha
| TNEHTE, TAe UX ropasgo
B — e N6 HaltT. YoM
paHbLue.

b
3aKkpeITe

2] Dapametpe Word |X Beixoa us Word '

Ho rge pacnonoXeHbl «3aKynnucHble» napameTpbl, KOTOpble He
MCNOSb3YKTCA Npu paboTe ¢ AOKYMEHTaMW, OAHAKO onpeaensoT
noseneHne npunoxenusa Word B uenom?

BbICTpbIN cTapT



3a Kynucamu

— —

BEPCUSAX MPUINOXKEHUS
e \Vord Hy>XHO ObIno
- SRR gl BLIOpaTb KOMaHOy

./"-\ HY-0 =+ HaxaTe Beinyck.docx - Microsoft Word - B npeﬂblﬂyl_l_“/lx

MocneaHne AOKYMEHTbI
j Cozaate
|

\

H COXpaHuTh napaMeprl B MEHIO
) ' CepBuc.

./ Onyénukoeare »

)

__] 3aKpeITE

2] Dapametpe Word |X Beixoa us Word '

Tenepb BCe 3TN HAaCTPOMKU ABMAKOTCA YacTbio NapamMeTpoB
npunoxeHnsa Word 1 noaBnarTcAa nocrie Haxatus KHOMKn
«MapameTpbl Word».

OHa HaxoauTCcs B MEHIO, OTKPbIBAKOLLEMCSH MPU HaXXaTUN KHOMKU
Microsoft Office.

BbICTpbIN cTapT



YnpaxHeHns Ansa npakTM4eckoro 3aHATUS

[JobaBnTb MapKUpPOBaHHbLIA CRUCOK.

[MpMEHNTb 3KCNPECC-CTUIN N YMEHbLUUTb MacLUTab, YToObl MPOCMOTPETb
BCE U3MEHEHMA.

N3meHnTb Habop 3KCNpeCcCc-CTUNEWN.
Ncnonb3oBaTb «Popmat no obpasuyy.
BctaButb anarpammy, ucnonb3yd Bknagky BeraBka.

BbINONHUTL 00LLIME N3MEHEHMUSA C NOMOLLbIO BKNaaku MakeT cTpaHuUUbI.
3arem nonpoboBaTb Apyrme BKNagKu.

PacnevyaTtatb AOKYMEHT BCEMM CNOCOBaMM.

NHTepakTuBHOE NpakTnyeckoe 3agaHune (Tpebyercsa Word 2007)

BbICTpbIN cTapT




TecT 2, BONpoOcC 1

B w—

C nomMmoubio KOMaHA, Kakou rpynnbl U KAaKOW BKINaaKu

MOXHO cO3aTb MapKMpoBaHHbIe cnUckn? (Bbibepure
*"‘“ OAWH OTBET.)

1. B rpynne A63ay Bknagkm MakeT cTpaHuubl.
B rpynne A63ay Bknagku MaBHas.

B rpynne CumBonbl Bknagku BeraBka.

B~ w0

B rpynne TekcT Bknagkn BecTtaBka.

BbICTpbIN cTapT



TecT 2, BOnpoc 1, OTBeET:

B rpynne A63au Bknagku FMagHas.

AIMEHHO 30ecb MOXXHO NMPUMEHUTb CTUJITb MapPKNPOBaHHbLIX CIMMUCKOB.
CoBer: MapKMpOBaHHbIIZ CMNCOK MO>XHO NMPNMEHUTb TakKXe C NMNoMOLLbHO
MWUHU-NaHENN NHCTPYMEHTOB.

BbICTpbIN cTapT



TecT 2, BONpOC 2

B w—

Kak Ha3zHauuTb napameTpbl NneyaTtu B HOBOU BepCcuUMn
npunoxeHna Word? (Bbibepute oauH oTBeT.)

1.  Haxatb kHonky lNeYyaTb Ha neHTe.

2. Haxatb kHonky MNMevaTtb Ha naHenu ObICTporo
OocTyna.

3. Bocnonb3oBaTtbca kHonkon Microsoft Office.

4. T[lepBbl N BTOPOU N3 BbilLlenepeyncrieHHbIX
BapWaHTOB.

BbICTpbIN cTapT



TecT 2, BONpocC 2, OTBET:

—— -

Bocnonb3oBaTtbca kHonkon Microsoft Office.

34ecb Xe OTKpbIBaeTCs OKHO nNpeaBapuTenbHOro
npocMoTpa.

BbICTpbIN cTapT



TecT 2, Bonpoc 3

—— -

B kakoMm yrny pacnosioXeH 35IeMeHT U3MeHeHus

ﬂ mMacwTtaba? (Bbibepute oaAuH OTBeT.)

1. B npaBoM BepXHEM.
2. B neBom BepxHeEM.

3. B neBOM HMXHEM.
4,

B npaBoM HMXHEM.

BbICTpbIN cTapT



TecT 2, BONpoC 3, OTBET:

B npaBoM HUXHEM.

OreMEHT yrnpaBneHus, ¢ NOMOLLILIO KOTOPOro MOXHO
YBENMNYNTb TN YMEHBLUNTL MacluTab, pacrnonoXeH B
NpaBoM HWXKHeM yrny. [na oTobpa)XeHnsa afeMeHTOB
ynpasrneHnst MacltabomMm MOXXHO TakKXe BOCMNONb30BaTbCS
MeHo Buga.

BbICTpbIN cTapT






HoBbI dpbopmaT dpannos

XML

Ewe oaHo BaxkHOE

N3MEHEHME B HOBOW
BEPCUUN NPUTOXKEHUS
Word —
YyCOBEPLLUEHCTBOBAHHbI
n cpopmat channos.

YTo 9TO 03Ha4aeT Ang
nonb3oBarenen?

HoBbin doopmat rno3BonsdeT yMeHbLUTL pasmep
danna v cagenatb ero 6onee 6esonacHeIM. OH Takxke
NMeET pag Apyrmx NpenMyLLECTB.

BbICTpbIN cTapT



[TpnynHbl nepexoaa Ha opmat XML
.

HoBbI dpopmar
doanrnos ans
nokymeHtoB Word
OCHOBaH Ha HOBbIX
MeHbLumit dopmaTtax Office
pasmep cainos Open XML

MNoBbILWEHWE YPOBHA '
DesonacHocTH

YnyJywenune
CUCTEMBI 3aLLMThI

OT0T hopmaT npeanaraetT MHOXECTBO NMPENUMYLLECTB:

* MO3BOJSISIET NOBbLICUTbL OE30MNaCHOCTb JOKYMEHTOB;
* MO3BOSIFAET YMEHbLLUNTb pa3mep pannoB JOKYMEHTOB;

* agenaet JOKYMEHTbl MeHEeE YA3BMMbIMU K MNMOBPEXOEHUAM.

BbICTpbIN cTapT



[TpnynHblI Nnepexoga Ha HOBbIM popmaT. HoBbIE BO3MOXXHOCTMW.

.L{;\ H9-0 - Aokymentl - Microsoft Word HOBbIM (*)OpMaT
O el o
—/ lhasHas Bcraeka PazmMeTka crpaHuusl Ceceinkm Paccelnku PeueHznposaHue q)al/anB TaK}Ke
\£] TuTynbHas cTpaHuua ~ | | ‘ | El@ TP ourypst ~ : =] BepxHuii konoHTUTYA
™ ) B2 2 2 npenocrasndaeT

S E -
45| SmartArt 5| HukHUiT KoAOHTUTYA

_] Nycras crpanuua
Taéauua PucyHok Kaun Ceazun BO3MO>KHOCT|:)

Y= Pa3phIE CTPaHNLE Buarpamma = |#] Homep crpaHuuel ~

: CTpaHuLkl j Tas.ﬂwgu : KO/’IOr?iTl.'iT‘_,i:’lbl MCI—IO”b3OBaTb
DYHKLMKN, OOCTYMHbIE
PR TOJIbKO B MNMPUNIoXeHN

v&ice - | | Word 2007.
MCOK --

> [pouecc —

Bui6op pucyHka SmartArt

™
OnHMM 13 NPUMEPOB ABNSIETCS HOBas rpadmnyeckas BO3MOXHOCTb SmartArt .

Ha pucyHke nokasaHo, kak paboTtatb C Takum rpauyeckmum 3ariEMEHTOM B
npunoxenmn Word. Obpatnte BHMMaHne Ha 60nbLION BbIOOP PUCYHKOB
SmartArt.

BbICTpbIN cTapT



Kak y3HaTb, YTO UCMOSb3yeTCcA HOBbIN dpopmaT dhanna?

'c ﬂpM co3gaHnn HOBOIO
oXpaHe HHe A0KyMeHTa
MNanka: ﬂi\ Mom i 11 . 'D'O KyM e H Ta B
yeasone gmw'i 1 npunoxeHunn Word
Lb HeaaeH1e i 2 0 O 7 U MNMOCIJI eﬂ,y O Ll.',e M
ACKYMEHTEI :
@Paﬁoqnﬁ ‘ ero COXpaHeHMM
ater | HOBbLIVM popmaT
PN danna BblbnpaeTcs
KoMMEHOTER
dBTOMaTU4eCKN.
WA hakina: | Hayate Boinyck =

B aTOM MOXHO yb6eanTbCcs, NOCMOTPEB Ha ANasfIOroBOE OKHO
«CoxpaHnTb Kak». ObpaTnte BHUMaHUE, YTO none «Tun
danna» cogepxut tmn «okymeHT Word». OTO 03Ha4aeT, 4To
NCMNOSb3yeTCHd HOBbIN popmaT dpauna.

BbICTpbIN cTapT



CyLlecTBYEeT HECKOSNTIbKO dpopmMaToB hannos

B e
Ry LU

DOCX-cpann CrangapTtHbin gokymeHT Word 6e3 Sl
MaKpOCOB U Mporpamm NPpUNoXeHnd
Word ObIro Bcero

DOTX-thauvn LLlabnoH Word 6e3 makpocoB u
Koga

OBa Tuna
doaunnos:
OOKYMEHTbI U

LWabnoHbl (doc u
DOTM-pann LLlaBrioH Word, KoTopbIi MOXET dot).

cogepXatb MakKpOChbl U NMporpamMmmbl

DOCM-dann [HokymeHT Word, KoTopbIt MOXET
coaepXxaTb MakpoChbl U NporpaMmmbl

B npunoxernun Word 2007 ncnonbayetca 4etbipe tuna cgansnos: DOCX-,
DOTX-, DOCM- n DOTM-dannbl («X» obosHa4aeTr XML, a «M» — makpoc).
[MoopobHoCTU NpuBeaeHsbI B Tabnuue.

BHelHe HOBLIN dhopmaT phannosB npunoxeHus Word otnnyaeTcs oT CTaporo
TOJTbKO MPU UCMNOfb30BaHNM MaKpPOCOB UMK NPOrpamm.

BbICTpbIN cTapT



PaboTa c cylwiecTByOWNUMN OKYMEHTAMMU

s YTO NponcxoamT co

s Press Release([Pexum orpaHnueHHon QyHKUNOHansHoCcM] ) M

CTapbiMN OJOKYMEHTAMMU
fnasHan Bcraeka PasmMerka crpaHnub Ceninkem Pacceinkm
e 1 Npu NX OTKPbITUKN B

3 F cambria -fe - AW [ s e AV ]| o sence

Bcra'mnb f X K Y - abe X, X' Aa~|® - A' EEE= = Oy~ i - 1 06wy HOBOM BepCMM
B o wonbr : Assau : 1 npunoxenua Word

Mpekc-penns

Komnauus Contoso o0bABASET O A0X0/1aX O PE3yabTaT

[Iprbbinb yBEIHYHIIACH IO CPABHEHHI € NPOILJILIM Iro{oM
DapmayesTHHecxan komnanua Contoso Pharmaceuticals ceroams 0GBRBNNA O TOM, HTO YK

[MpunoxeHne Word 2007 MOXeT OTKpblBaTb doausibl, CO34aHHbIE B NpeablayLmx
Bepcusax npunoxeHnsa Word ot Bepcumn 1.0 go sepcun 2003.

MpunoxeHne Word oTKpbIBaeT ycTapeBLUne OOKYMEHThI B peXume
coBMeCTUMOCTHU (orpaHnvyeHHomn cpyHKuMoHanbHocTU). O6 3TOM coobLuaeT
HaAnMcb BBEpPXY AOKyMeHTa «(PeXum orpaHn4eHHON PYHKLMOHArIbHOCTHU)»,
nosABnArOLLAaACA PpAOOM C UMEHeM ghauna.

BbICTpbIN cTapT




Pexxnm orpaHn4yeHHON PYyHKLMOHaNbHOCTH

J ) ¥ Mpecc-penunz.doc [Pexim orpaHuueHHoﬁ QYHKUNOHA l-'ITO Takoe pe)|(|/|M
Bcraska Pa3nceTKa chaHuuu Ceblnku 1 P COBMGCTVIMOCTVI?

BkpaTtue, 3T0 — pexum,

Tabauugl Wnnwocrpauum - ’ O KOrﬂ,a an”D)KeHl/le Word
: coobLulaeT, YTO AOKYMEHT
Fiiicos: piens v Il vmeet crapebiit dbopmat
Komnanus Contoso o6bABIseT ( OPrainsauoHHan anarparia Cbaﬁﬂa.

OTobpameH1e CTPYKTYPbl OTHOLWEHHHA

[IpubbLne 332 KBAPTAJ B 3TOM oAy 1T
~
Komnanus Contoso Pharmaceuticals obbsaenseT ce

OTOT chopmMaT He nogaepXUBaeT HEKOTOPbIE BO3MOXXHOCTU HOBOW
Bepcuun npunoxeHuns Word — oHn NMbO OTKITHOYEHbI, NTNBO
peanusyoTcs NoAobHO aHanorm4YHbIM BO3MOXXHOCTAM CTapon BEPCUn
npunoxeHusa Word.

BbICTpbIN cTapT




[lpeobpasoBaHue cTapbiX doansios

e —— M MoxxHo nu

@f npeobpasoBaTb

[ coman = =T L] cTapblit BOKYMEHT B
7 omepums 2 Haxars Bumycx.docy MR HoBbIM dhopmar

= cdaiinos?

I‘J“Q MpeoBpasosats

I U[} KoHeuHOo!.

Hé COXpaHWTb Kak

OTkpblB gokyMeHT B npuroxeHmnn Word 2007, NnpoCcTo HaXXMUTE KHOIMKY.
Microsoft Office, a 3aTem BbIbepuTe B MEHIO KOMaHAY
«lMpeobpa3oBaTtby.

OTO npeobpasoBaHue obecrnevynBaeT NpPenUMyLLECTBaA HOBOro hopmara
(NO3BONSIET YMEHbLLUNTL pa3mep annos, caenartb nx bornee
be3onacHbIMU N T. 4.), a TakKe No3BonseT 6e3 orpaHnYeHumn
NCMNOSb30BaTb HOBbIE (PYHKLMM BO BCEN UX MOSHOTE.

BbICTpbIN cTapT



O6wWmn gocTyn K AOKYMEHTaM C MOMOLLbIO KOHBepTepa

[1na coBMEeCTHOro
NCMNOSIb30BaHNA JOKYMEHTOB

Microsoft Office Word npeaycMoTpeHbl MeETOAbI
> npeobpasoBaHus,
3T1oT dhain Bbin co34aH ¢ NnoMolwke Gonee
HOBOH BEpCHK Nporpamibl Microsoft Word, 3HAKOMCTBO C KOTO p bIMU
3arpysuTe NpeobpasoBaTent, YTobbl MOXHO
Bbino paboTaTk € 3THM AOKYMEHTOM? MOXeT OKa3aTbC4d NOJ1e3HbIM.
BOT TUMWYHBLIN CLEeHapui,

NCMNOSb3YOLLNN KOHBEpTEep.

[1pennonoXxum, YTo Ucnosb3yeTcs HOBbIM oopmaTt pansios,
Nosly4YeHHbIN NMBO NyTEM CO34aHMNA U COXPaHEHUS HOBbIX
OOKYMEHTOB, MO0 nyTeM moaepHu3aumm donee ctapbiX AOKYMEHTOB
C nomoLbo KoMmaHabl «Mpeobpa3zoBaTb» MEHI, OTKPbIBAEMOIO
kHonkon Microsoft Office.

BbICTpbIN cTapT




O6wWmn gocTyn K AOKYMEHTaM C MOMOLLbIO KOHBepTepa

[1na coBMEeCTHOro
NCMNOSIb30BaHNA JOKYMEHTOB

Microsoft Office Word npeaycMoTpeHbl MeETOAbI
> npeobpasoBaHus,
3T1oT dhain Bbin co34aH ¢ NnoMolwke Gonee
HOBOH BEpCHK Nporpamibl Microsoft Word, 3HAKOMCTBO C KOTO p bIMU
3arpysuTe NpeobpasoBaTent, YTobbl MOXHO
Bbino paboTaTk € 3THM AOKYMEHTOM? MOXeT OKa3aTbC4d NOJ1e3HbIM.
BOT TUMWYHBLIN CLEeHapui,

NCMNOSb3YOLLNN KOHBEpTEep.

[pyron nonb3oBaTenb paboTaeT co ctapon Bepcuen npunoxenus \Word naketa
Office 2000. lNepBomy nonb3oBaTeNto HYXXHO MocnaTtb BTOPOMY 3S1EKTPOHHON
NOYTOMN CO34aHHbIN AOKYMEHT. CMOXET N noslydartesib ero OTKPbITbh?

[a. Korga BTOpOI Nonb3oBaTenb LLENKaeT JOKYMEHT, NokasaHHOE 3[4EeCh
coobLLeHne NpeanoXuT emy 3arpy3nTb KOHBEPTEP, NO3BOSAOLLMIA OTKPbLITh
[OKYMEHT.

BbICTpbIN cTapT




O6wWmn gocTyn K AOKYMEHTaM C MOMOLLbIO KOHBepTepa

[1na coBMEeCTHOro
NCMNOSIb30BaHNA JOKYMEHTOB

Microsoft Office Word npeaycMoTpeHbl MeETOAbI
> npeobpasoBaHus,
3T1oT dhain Bbin co34aH ¢ NnoMolwke Gonee
HOBOH BEpCHK Nporpamibl Microsoft Word, 3HAKOMCTBO C KOTO p bIMU
3arpysuTe NpeobpasoBaTent, YTobbl MOXHO
Bbino paboTaTk € 3THM AOKYMEHTOM? MOXeT OKa3aTbC4d NOJ1e3HbIM.
BOT TUMWYHBLIN CLEeHapui,

NCMNOSb3YOLLNN KOHBEpTEep.

[OKYMEHT, OTKPbITbIM BTOPbLIM MOfib30BaTenieM, He byaet BUAEH 8 MoYHocmu
TaK Xe, Kak co3aHHbIN OOKYMEHT, TaK Kak MHOrme BO3MO>XXHOCTW HOBOW
Bepcuun Word oTCyTCTBYIOT B BEPCUM BTOPOro Mosib3oBarerns.

OpQHaKo ero MOXHO OTKPbITb, BHECTU B HErO M3MEHEHUS U BEPHYTh
OTNpaBUTENIO.

BbICTpbIN cTapT




OOLWwmMin OCTYN K AOKYMEHTaM NyTeM UX COXPaHEHUS B CTapom dopmaTte

.

SNERa A 4YTO ecnu y BTOpOro
@ ' e ———————————————————] nonb3oBaresns
) comam CoRpMuTe e1/a8a okrusena nporpammHoe obecreyeHve
W > Aoryment Word E
~ i CoxpaHeHWe AOKYMEHTE B MCMOAESYEMOM MO YMONYEHMIO Ofﬁce 2000 O6HOBneHO HE
- oreee gepue MOSTHOCTbIO?
_ i | Waénon Word .
fiw NpeoépasosaTe = | CoxpaHeHue ,qoxque)ma KaK ma6nona,6xompbxﬁ MOXHO
: MCNOAES0BATE 419 HOPMATUPOBAHWNA BYAYILMX A0KYMEHTOB, , COX aHuTe CBO|7| OKVMEHT
@ Aoxryment Word 97-2003 2 p 'D' y o
H CoxpannTe _j CoXpaHeHWe KONMKM A0KYMEHTa B POPMaTE, NOAHOCTHIO B CTapOM CbOpMaTe Cbal/”-'a,
COBMeCTMMOM CWord 97-2003,
H CoXpaHUTE KaK »  Halri HagCTpOMKK 31a gpyrux dopmaros dainios npe)K'D'e HEM
= o i i Sl e i OTNpaBNATbL €ro Apyromy
MoJib30BaTesio.

BoT kak 910 caenaTb.

@ HaxmuTte kHonky Microsoft Officen B MeHio ykaxuTe Ha
CTPErkKy B KOHLE komaHabl «COXpaHUTb Kak».

@ Buibepute B cnincke BapuaHTos popmat «Word 97-2003».

BbICTpbIN cTapT




OOLWMIN AOCTYN K AOKYMEHTaM UX COXpaHEeHUs1 B cTapoM dopmaTte

/,/_ H e I‘) -
‘j Cosaate

o,
7 OTKpBITE

| ST

ﬂ? | Npeoépasosats

CoxpaHuTb

H COXpaHWTL Kak
L

COXpaHUTb KOMMIO JOKYMEHTa

P
W

Aoryrment Word

CoxpaHeHWe A0KYMEHTa B MCNOAB3YEMOM NO YMONYAHKIO
dopmare,

Lla6aon Word

CoxpaHeHMe A0KYMEHTa KaK WahA0oHa, KOTOPbLIM MOXHO
MCNOAB30BaTE N9 POPMAaTUPOBaHKMA BYAYLLMX AOKYMEHTOE,

Aoryment Word 97-2003 2

CoxpaHeHMWe KONMK A0KYMEHTa B OopMaTe, NOAHOCTBIO
COBMECTMMOM CWord 97-2003,

»  Halrti HaJCcTpoiKKN 418 gpyrux dopmaros gainios

CEeAeHMA O HaACTPOMKEX, MCNOAB3YEMBIX AN COXPAHEHMA B
Apyrix dopMaTax, Takux kak PDF 1 XPS,

MoxeT 6bITb BblaaHO
npeaynpexgeHue o
TOM, YTO B CTapoOM
doopmaTe HekoTopkIe
CBOMCTBaA AOKYMeEHTa
OyayT yTpadeHbl Unu
N3MEHEHBI.

Hanpumep, ecnv JOKYMEHT COAepXUT gnarpaMmmMy HOBOro Tuna, OyaeT BblAaHO
npegynpexneHue, YTo ata gmarpaMmma 0yget npeobpasoBaHa B HEU3MEHSEMbIN
00beKT. Takum obpasom, Apyron Nosfib3oBaTeslb CMOXET MPOCMOTPETL 3Ty
avarpammy, HO He CMOXET BHECTU B HEE U3MEHEHUS, MOTOMY UYTO CTapasi BEpcus
npunoxeHna Word He nogaepuBaeTt paboTy C HOBbIM TUMNOM Auarpamm.

BbICTpbIN cTapT




TecT 3, BONpoc 1

—— -

YTo o3HavaeT cTpokKa 3aronoBka gokymeHta Word:
«MapkeTuHroBbIn ot4yeT.doc (Pexxmnm orpaHn4yeHHOMU
*"‘“ dyHKUMoOHanbHoCcTU)»? (BbiOepute oAMH OTBeT.)

1.  C 3TmM OOKYMEHTOM MOXHO paboTaTb, HO COXPaHUTb
ero Hemnb34.

2. C 3Tum OOKYMEHTOM HEBO3MOXHO paboTaTb, NMOTOMY YTO
OH HECOBMECTUM.

3. C 3TMM OOKYMEHTOM MOXHO paboTaTtb, NONb3ysChb
BCEMUN BO3MOXHOCTAMM HOBON BEPCUN MPUTIOKEHNS
Word.

4. C 9TUM OOKYMEHTOM MOXHO paboTaTb, HO HENMb34
Nofb30BaTbCA HEKOTOPLIMU HOBBLIMU BO3MOXHOCTAMMU
npunoxenna Word.

BbICTpbIN cTapT



TecT 3, Bonpoc 1, OTBET:

B .

C 3TUM AOKYMEHTOM MOXHO paboTaTb, HO HEMNb3S
NoNb30BaTbCHA HEKOTOPbLIMU HOBLIMU BO3MOXHOCTSIMU

f-‘- npunoxeHunsa Word 2007.

[1OKyMeHT ncnonb3yeT ctapbi doopmMmat dpausna, U K Hemy
He NPUMEHNUMbl HEKOTOPbIE HOBbIE BO3MOXHOCTU

npunoxeHnust Word. 3T BO3MOXHOCTM OyayT orpaHuYeHb!
NN OTKMNIOYEHDI.

BbICTpbIN cTapT



TecT 3, BONpoC 2

—— -

Mo anekTPpOHHOM NoYTe Nnosly4yeH AOKYMEHT (popmaTta
npunoxeHua Word 2000. MoXXHO N OTKPbITb €ro B HOBOU
*"““ Bepcumn npunoxeHusa Word? (Bbibepute oguH oTBeT.)

1. [a, HO BydeT BblAaHO NpeaynpeXxageHue o
HEeOOXOANMOCTU BKIIOYUTL KOHBEPTEP.

2. [la, HO JOKYMEHT OTKPOETCS B pexume orpaHn4yeHHoOu
PYHKLMOHANBLHOCTH.

3. [Ha, ecnu npeaBapuUTeribHO BKITKOYUTL PEXUM
orpaHN4YeHHON OYHKLUMOHANbLHOCTN Ha NaHenu bbICTPoro
goctyna.

4. Hert. B HoBon Bepcuu npunoxeHnsa Word MOXXHO OTKPbITb
TOSTIbKO OOKYMeHTbI Bepcun 2002 1 nosxe.

BbICTpbIN cTapT



TecT 3, BOnpoc 2, OTBET:

B .

[1a, HO OKYMEHT OTKPOETCHA B pPeXnMe orpaHn4eHHoU
JoYHKLMOHaNbLHOCTH.

[TpMeHeHnEe HEKOTOPbIX BO3MOXXHOCTEN OyAeT orpaHNYeHo
n3-3a paboTbl Co cTapbiM popmaTom dpansnos.

BbICTpbIN cTapT



TecT 3, BOnpoc 3

B .

YTOo npoucxoauTt npu Bbibope koMmaHAabl «[lpeobpaszoBatb
| » B MEHI0, pacKpbIBaloOLLEeMCH NPU HaXXaTUU KHOMKMU
*"‘“ Microsoft Office? (BbibepuTe oaAMH OTBeT.)

1.  CywecTtByownn pann dyoet npeobpasoBaH B HOBLIN hopmat
N nepenMeHoBaH n3 «4oKyMeHT.doc» B « OBHOBNEH:
OOKYMeHT.doc».

2. CyuwecTtsytowmnn hann dyget npeobpasoBaH B HOBLIM hopmar,
N Ons Hero GyayT BKAOYEHbI BCE HOBbIE BO3MOXHOCTU HOBOW
Bepcun npunoxerHusa Word.

3. BoamoxHocTtu npunoxeHmna Word orpaHnymBatoTcA B
COOTBETCTBUM C bopMaToOM dpaunsia AOKYMEHTa.

4. [okymMeHT byaoeT OTKPbIT B 6€30MacHOM peXMMeE TOSbKOo And
YTEHUS, YTOBbI ero MOXHo 6bINO NPOCMOTPETL B HOBOM
doopmarte dannos.

BbICTpbIN cTapT



TecT 3, Bonpoc 3, OTBET:

—— -

CyuwecTBytowmin doann npeobpas3oBbIBaeTCsl B HOBbIN
4 doopmart, 1 CTaHOBATCSA AOCTYMNHbI BCE HOBbIE BO3MOXHOCTH
E HoBOW Bepcumn npunoxenust Word.

Ecnn gna cuctembl Windows HacTpoeHo oTobpaxxeHue
pacwmpeHun dannos, byaet BUAHO, YTO paclUMpeHne
danna namenntcsa ¢ «DOC» Ha «DOCX».

BbICTpbIN cTapT



KpaTtknn cnpaBOYHUK

B w—

Pe3tomMe npakTnyecknx sagaHum aTtoro y4ebHoro
ﬁ KypCa CM. B kpatkom cripaBoYHUKE Ha aHITIMUCKOM A3bIKE.

BbICTpbIN cTapT
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