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KONOHTUTYNLI

e KONMOHTUTYIMbI — 3TO 3NEMEHTDI
pacnonaratrouwinecsa B caMon BEPXHEN U
caMOW HWKHEWN YacTaxX CTpaHULbI.

e B KonoHTUTYNax cogepxartcs
e HOMEpa CTpaHuL,
e Ha3BaHMA pa3nenos,
e CBeaeHus ob aBTopeE,
e HA3BAHNE KHUTU
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BepXHUN N HWXKHUN KOJTOHTUTYN

dopmat Tabnuua Cepeuc

PaspbiE...
Mong
CneuraneHbele CMMBONBL. ..

Cuvmeon opMaTHPOBaHUA

Pazaen...

Mnepcceinka

BepxHHMA KONOHTHUTYN
HU¥HUA KONOHTHTYN

CHOCKa...

JaKknaaka...
MNepexkpecTHana cCcbinka...
Mpumedarme  Cerl+Alk+N

PazpbiB...
Monga
CneuraneHble CHMBONbL, ..

CuMeon dhopMaTHPOBaHWA

Pazaen...

CMnepcceInka

BepxHUA KONOHTHUTYN

HU#¥HWA KONOHTHTY N

JaKnaaka...
MepekpecTHaa cCelnka...

Npumedanme  Cerl4+-Al+N

dopmat Tabnuua Cepeuc OKHO

vOBBIYHBEIA




BBoa n doopmaTtnpoBaHue

KONMOHTUTYNa

e Tenepb MOXHO
Hane4yaraTb U
oTdopMaTupoBaTh
TEKCT KONMOHTUTYNA.

e YTODOBLI NEPENTU K
TEKCTY OOKYMEHTAa,
HY>XXHO LWENKHYTb Ha
HEM NeBOU KHOMKOU
MbILLWN.

o KonoHTutynbl 6yayT
oTobOpaXxaTbcs Ha
BCEX CTpaHuLax
OOKYMEHTA.




BcTaBka noneun

o BctaBka > [lona > KonnyecTtBo cTpaHuy
o BctaBka > [longa > Homep cTpaHuLbl

tdopmat Tabnuua Cepeuc OkHo Cnpaeka
Pa;DbIB | Ty | )~
IR o
Cneumaanble CHMMBONbI. & ' k<) Bpema
CuMeon dgopr-wmpoaarmq » |#] HoMep cTpaHHubl

B Konmuecteo crpariu

Pazaen...
Tema

[MnepcceIinka
| 3aronosok

BEpXHUH KONOHTHTYN ’ £\.Ja ABTOp

HM#HMI KONOHTHTYN ’
AononHuTeneHo... Ctrl+F2

¥ 3aKnaaka...

- MepeKpecTHan cebinka. .,

XHEero KOJIOHTUTYNa

" | Mpumedanme  Chrl+Al+N



3agaHue 1

o Co3ganTe HOBbIN JOKYMEHT N B HEM
BEPXHUE N HUXKHUE KONTOHTUTYIbI.

o BepxHun konoHtutyn (Arial Black, 18 nT):

OO0QO «Hoeag Lya»

e HwxHUM konoHTutyn (Arial, 12 nT):
155900 BaHoBCKaga obn., r. lysa, yn. KoonepaTtmnBHas, 4. 1
e 3aJaunTe pa3mMepbl Noren: neBoro — 2,5 cwm,
ocTanbHble — 1 cM. Ha KonoHTtutynbl 1,5 cm.
[na storo wenkHnte dopmart > CtpaHuua



Tabnmua Cepeuc OkHo Cnpaeka
DOpPMaTHPOBAHKE MO YMONYaHuto Chrl+M

ﬂ\ CHMBONBL. . .
S Absau...

Zﬁ Mapkepbl M HYMEPaUHA. ..

Mapkepbl U HyMepaLua




MapKkunpoBaHHbIN CMUCOK

Mapkepbl 1 HYyMepayua

Mapkepbl | Tvn HyMEpPaUHH | CTPYKTYpa | MzobpaweHna | MonoxeHue | HacTpokkm |

Beibop

¥aanMTe | OTMeHa I Cnpaeka | BOCCTaHOBMTE I




HymepoBaHHbLIN CMUCOK

Mapkepbl U HyMepauua

Mapkepel Tun HYMepaumu I CTpyKTYpa | M306paweHna | MonoxexHne | HacTporku

Beifiop

1)

¥aanuTe | OTMEHa | Cnpaeka | BOCCTaHOBMTE |




HacTtpouka dpopmarta
BCEX YPOBHEWN CnunCKa

Mapkepbl U HyMepauusa

Mapkepel | Twn Hymepaumm | CtpykTypa | WMsofpawenna | Monoxenve HacTpoiiku

DopMaT
MokazaTe YpoOBHH

HyMepauua
Ao
Mocne

CTHNe CMMBONa CHMMBON HYMEPaLKH

Bce ypoBHH 2

J

Ha4ano c 2

Bce ¥poBHH
MocneaoBaTeneHag HyMepauua

¥aannTe | OTMeHa | Cnpaeka l BOCCTaHOBMTE I




YpOBEHb 3f1IEMEHTA B CrNUcKe

MporpammHoe ob6ecneufilIPorpaMmmHoe obecney

1. [na co3gaHusa A0KYMEHTOB 1. Ana coszgaHua AOKYMEHTOB
1) TekcToBblE pegakTopbl 1) TekcToBble pejaKkTopbl

2. TabnuuHble npoLeccopbl 2) [TabnuyHble npoujeccopl
3. HAna obmeHa nHdpopmayuen 2. [Ons obmeHa nHdopmaynei

e MeHATb YpOBEHb 3fIEMEHTA B CMUCKE MOXHO
knasuwamm Tab n Shift + Tab

e VInn c nomoLibio KHOMOK («—, — ) Ha nNaHenu
MHCTPYyMeHTOB Mapkepbl n Hymepauus



3agaHuve 2

MporpammHoe obecnevyeHne KOMMNbLIOTEPOB

1. Ona co3gaHna A0KYMEHTOB
1) TekcToBble pegakTopbl

e MS Word
e OO Whriter

e WordPad
2) Tabnu4yHble npoueccopbl

e MS Excel
e OO Calc
3) lNporpammbl-nepeBoaYnKn
2. Ana obmeHa nHdopmayuneit
1) bpayzepbl
e |Internet Explorer
e Opera
e Moazila Firefox
2) lNoyToBblE KNUEHTDI
e The Bat
e Outlook Express
3. Ana pernctpayun AOKYMEHTOB U KOHTPONA 3a UX UCNONHEHNEM
4. Ana xpaHeHna U cuctemaTnsayun WHpopmMayuu




HacTtpounku:

Mapkepbl | THN HyMepaunH | CTpYKTYpa | Mzobpawenna | Monoxenwe HacTpoWku

PopmMaT
MokazaTe YpoOBHH

HymMepauma IPHC‘;.-’HCIK L_I

CTHNe CMMBONAa Mapkepbl CNHUCKa

CUMBONBI

Bce ypoBHH
| MocnepoBaTenbHag HyMepaura

¥ AanMTe OTMEHa Cnpaeka BoCCTaHOBMTE




M-l Dopmat  Tabnvua
PaspbiB...

Moz berommrs crocy x

é28 CneurantHeIe CHMBOND. .. HyMepauma -

CHMBON Qopmamposaﬁm
" CumMeon OTMEHS 1
=| Pasaen...
& I Cnpaeka [

(MNepcceIinka
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) ‘* CHOCK3
BepxHHA KONOHTHUTY N »
KoHUEeBaAa CHOCKa

HU¥HMH KONOHTHTY N C

CHOCKa...




3agaHve 3

1. Ana cozgaHna J0KYMEHTOB
1) TekcToBble pepakTopbl’
e MS Word
o OO Wiiter
e WordPad
2) TabnuyHblie npoueccopbr

1 TekcToBblE NpOLECCOPbI, HACTONMBbHbIE N34aTENBCKNE CUCTEMDI
2 OneKTPOHHble Tabnuupbl




