3HakomcTBO ¢ Office

[Hp. AHaTtonun TmaHoB

YHUBEPCUTET LUTATA
[ leHCUNbBaHUA



Llenb cemmnHapa

 [lo3HakoMUTbCA € a3amMmun paboTbl odpduca

* HayunTtbCca co3gaBaThb U peaakTupoBaTbh
OOKYMEHTDI
« 3anyck nNpuoXxeHum
* OKpbITME OOKYMEHTa
* BBOAO 1 doopmaTtmpoBaHue TeKCTa
* ObopmneHne gJOKyMeHTa
 [lobaBrneHne pncyHKoB
* [leyaTb OOKYMeEHTA



Office nakeThbl

KopnopaTuBHble
CBoboOOHbIE

OHnamnHoBble
* OnepaumoHHbIE CUCTEMbI

Unix (grand)

Microsoft Windows -Dos, 95,98,2K,XP,2003, Vista
Apple MacOS -6, 7, 8,9, 10.0, 10.1, 10.4
Linux (RedHat, Mandrake, Debian, ...)



KopnopatuBHue Office nakeThl

 Microsoft Offices
e 97, 2000, XP, 2003, 2007

* Microsoft Works

* |IBM Lotus SmartSuite

« Sun StarOffice

» Corel WordPerfect Office

* Ability Office

» Easy Office u MHOro gpyrux....



CBoboaHblie offices

» StarOffice

» KOffice

« GNOME Office
» Siag Office

* Andrew Office



Office Online

* EyeOS

» Microsoft Office Live
* ThinkFree Office

» SimDesk

» Zoho Office Suite



Office

* [1lakeT nporpamm ot Microsoft
* [TakeT nporpamm OpenOffice 2.0



CnoBapb

 Office

 [1punoxeHwune

« Qauvn

« OC

* Mbllb — MaHUNYNATOP

« Knasunatypa — kntod (CTRL-S, ALT-Shift...
* KnuK (LLen4yok) — nesbin, npaBbin, 4BONHO
 [laHenu

)
2




3anycK NpUIoXXeHnn

 Office cocTonT N3 moayneun
» PaboTtatot noa ynpasrneHne Windows
« 3anyck Office
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1 - OTKpbIBaeM nporpammbl Office

OT1kpbITb Word and Excel
PacKkpbITb OKHA Makc. MUH. OMNT.

[epekntodeHmne mexay nporpammamMmm
 ALT-Tab

PaclLumpeHue goannos
« Word - .doc
« Excel - .xls
* PowerPoint - .ppt

3anyck AOKYMEHTa Hanpsamylto
[Tanka «JoKyMeHTbI»



2 — OTKpbIBaeM OOKYMEHT

* OTKPbITb 4OKYMEHT

* HanTu rae XpaHUTbCA OOKYMEHT
* OTKpbITH Word,

e ®ann — OTKpbITb — TKn pannosB — [JOKYMEHTHI

Y, S U
O rd ook in: o i ~ Tools~

‘ 7 : ownloads E\"Jebs reserve
* [lanka — guck .

lg]georgian fonts to see
1P setting from SANET

* YpOBeHb BBEPX

Files of type: | Al Word Documents [v




[lpeacTaBneHund

T | J My Videos My Web Sites
‘ I
My Recent

Documents

'/, OFFICE .J speed test Jan 24
s Webs reserve

|

@ " EOQ format

IP setting from SANET

~ Tools »

Size | Type Date Modified|

File Folder 1/23/2007 8:1

ggﬂ‘};:ﬂé & i File Folder 1/30/2007 1:4
|[C2)My Received Files File Folder 1/23/2007 8:5

@ BBy videos File Folder 12/20/2006 1z

([@IMy web Sites File Folder 1/25/2007 9:41 | [Kin: [ Anatoly's Documents v@-@Q X

Desktop [C)OFFICE File Folder 1/25/2007 5:1; I

(C)speed test Jan 24 File Folder 1/24/2007 11: J J /[ i J J

[ChTechDownloads File Folder 1/30/2007 12: ;
[C)webs reserve File Folder 1/23/20079:2| = Downloads flash disk  georgian fonts ~ GIFOptar Growth
5 Monitors

My Documents | | 0] cochranappl07[1] 348KB Rich Text Format 1/23/2007 11:
| oo 2516 [cosef iordeamene/ans 23| | |3 » e
@Jgeorgian fonts to see 24KB Microsoft Word Doc...  1/30/2007 1:3 ‘/l J J ’J J
My Commeaiter 1P setting from SANET 75K8  Microsoft Word Doc...  1/15/2007 12:) | MOODLE ~ MyMusic  MyPictures MyReceived My Videos My Web Sites

Y o documents Files

2 L:élgame: e e |EJ ‘Ej

OFFICE  speed test Jan TechDownlo... Webs reserve cochranappl... EOQ format
24

Name [} | Title qwertyulop[]\
2 My Music Author: Anaholly Tmanov
My Recent u”_?jMv Pictures Template: Normal

: : Anatoly Tr il [ -
Documents My Received Fies Saved by: atoly Tmanov n: [+
(T By videos Revison: 1 Files of type: | all Word Documents [v
[ﬂMy Web Sites lication:

k Microsoft Office Word
Desktop C)oFFICE ted: 0:02

|Z)speed test Jan 24 1/30/2007 1:31PM

[C)TechDownloads i 1/30/2007 1:33PM

() Webs reserve x

My Documents | | @] cochranapplo7[1] ‘8'7
|||

Pennsylvania State
24064

My Computer Type: Microsoft Word Document | [se|| | Paragraphs:
= Author: Anatoly Tmanov Characters with spaces:
‘Q Tite:qwertyulop[]\ = sy
Date Modified: 1/30/2007 1:33 PM Open |~|

A

My Network Size: 23.5KB
Places YPETTE




* Hantu dpaunn
* CepBUC — Hantu

* OTKpPbITb
* OTKPbITb ANS YTEHUS
* OTKpPbITb KOMUIO
* OTKPbITb N BOCCTAaHOBUTb



3 - TekcT

OcHoBa bonbLNHCTBA OOKYMEHTOB
BBoa, pegaktupoBaHne, gopmMaTtMpoBaHue
[1BOMHOW KINKUK HaA CroBe — 3aMeHa HOBbIM

asxaemerit Muxaua Huxkuteeens,

Backspace n Delete

HCHJ/IBEAaHHA. I/Icm)a-me sKenaeM cgacTed Bam u Bamedi cembe.

I e ocobesro TDUISRIRPTRRRSINL: Bac 22 Bamy noazepxy
ITeTEHOCTH MeXIV | 0CVAapCTEeHHEBIM VHHEEPCHTETOM ImTaTa [le;

DCKOBCKHM I'OCYAapCTEEHHEIM aIrPOHHIKEHEPHEIM VHHEEPCHTETOM
OrpaMMa H MbI 09€Hb TOPAMMCS HAIINM COTPYIHHIECTEOM. 51 6os

TIIPpHHECIA 3HATHTEIBH VIO ITIOJIB3Y 4714 n'peno;:asa're:leﬁ H CTVAE!

cOHBIX 2aBefeHuil. [TokanyiicTa. mepejafiTe Halle HCKPEHHEE VB

mepuio UyMakoBRY 3a €ro NpeJaHHOCTh H APVIKOY.

CDOpma - |p0| INCHUNE
I HCKpEHHE PACCIHTEIEAEM HA ATHTEILHOE H INIOJOTEOPHOE COTPY
feeMCs 9T0 B HeJaleKoM ovaviieM Brl mocernte Ham YHHEBEpCHT




4 - dopmaTnpoBaHme

[1lpaBKka — BblOENUTb BCE
dopmart — Wpndt

Pasmep

Bbibepute HoBbIN pasmep — OK

BbibOp MbILLBIO CriEBA CTPOKK
« OgnHapHbIn
« [1BOMHON
e TpownHoun
[TpMeHnTE NONYXUPHbLIN CTUMb C NAHENN UHCTPYMEHTOB
OTueHTpMpoOBaTb NEPBYIO CTPOKY
TPOWHbIN KNUK



[1BUXeHune

* [IBU>XKEHME NO AOKYMEHTY

e MblLlb Q

» Ctpenkn «<— T | —
 Knasnwm HOME END
* lcnonb3oBaHne CTRL

» CTRL-<— CTRL-T CTRL- | CTRL- —
CTRL-END CTRL-HOME



B3aanmonencteue Office-a

« BcTaBka 06BEKTOB C ApYrnx NPUNoOXeHun

* Tabnuubl , NMNCTbI , TPAUKN; PUCYHKU;
anarpamMmmbl, BUOEO, 3BYK.

* BctaButb Tabnuuy
* BcTaBuTthb rpagpuyecknin pann



CoxpaHeHne OOKyMeHTa

¢ 3aKprTb N COXPaAHUTb OOKYMEHT
« Qann — coxpaHuTb
* Boibepute nanky

@] letter_to_Rector - Microsoft Word

: File Edit View Insert Format Tools

« BBegute nma gpavna () pe 3 o)
* EcnnHapo — TUT q)amna 44 prmal ., Times New Roman

» CoxpaHuTb K
12 mBaprOOS I

* Tunbl dpannos
 doc, rtf, txt,
e pdf, odf

CCCCC



CoxpaHeHne OoKyMeHTa 2

- COXpaHFIVITe AOKYMEHTbI nepunogn4yecku

* KHOMKa «COXpaHUTb»
« Kntod CTRL-S

* OTKpbIBaNTE AOKYMEHTbI KaK KOMUIo
* OTKPbITb KaK KOMNMUKO —



3aKprTI/Ie CbaVIﬂa N NMPUITOXEeHUA
@]

* 3aKpbITb dpans
« Gann — 3aKkpbITb
* /Inn KpecTuk \

« 3aKpbITb NporpaMmmy ﬁ
 ®ann — BbIXoa
* /Inn KpacHbIN KPECTUK

* COXpaHUTb UBMEHEHUSA

(e —|




PaboTa c noptdenem

* UYTO Takoe — noptdernsb =
« CosgaTb noptdenb Ha
doneLl aucke

» CkonunpoBaTtb pabo4ne
doannbl

* PaboTa Hag dpannamum

e CMHXpOHM3aLUUSA C
opurnHanamm



[leyaTb

* TBepaaqa Konus
 [leyaTb Ha cTaHOAPTHLIN NPUHTEP

* Pexkum npocmMmoTpa nepen nevyartblo
« ®ann — nNpocmMoTp
* YBenunyeHue
* [lepexopq k gpyrum ctpaHuyam (Page Down)
» 3aKpbITb MPOCMOTP
* [leyatsb



YnpaxHeHue — HaCTpOVIKa NPUHTEPA

* PasHbie npuHTEpbI (YEPHOBOW — YNCTOBOW)
« ®ann — nedvyaTb

Print BX|
Printer

I I T —
Status: Idle : Find Printer...
Canon MF3200 Series

Type:
Where: USB003 [ print to file
Comment [[] Manual duplex
P Copies

Al Number of copies:

() Current page () Selection
O Pages: | ; V] Collate

aeerPage ranges 7
separated by commas. For example, 1,3,5-12
Print what: [Document j Zoom _-

: I Pages per sheet:
Print: |AII pages in range f—! IS 1 page

Scale to paper size: No Scahng

—



[1leyaTtb B PDF

* YHUBepcarsnbHbI (MoYTK) doopmat

* [lpenmyLlecTBa
* CTOMKOCTb
* Hannumne npocmortpuymka (Adobe Reader)
» CoxpaHeHune doopmaTta
* YHMBEpCanbHOCTb
« HepgocTtaTku
« Heobxoaouma nporpamma Adobe Acrobat

* OpenOffice nmeeT cBon Moaysb



[1leyaTtb B PDF

 Co3naHue PDF

 [leyatb B PDF npuHTep
(cosgaHue danna)

* Boiopats PDF npuHTEp 13 cnuncka
* YKazaTb MEeCTO HOBOIro gpamna



[TpunoxeHusa Office

» [lokymeHT Word

* Jluct Excel

* [lpeseHTauma PowerPoint
 basa gaHHbIX Access

* [1anka Outlook

» Web-y3en FrontPage



CBouncTtBa nporpamm

4] Document2 - Microsoft Word
! Fle Edit View Insert Format Tools Table Window Help

TeCcHO cBHA3aHb
CxogHbIn HTEPMENC

[lepeHoC OOKyMeHTa Las
(nepeTtacknBaHme) R

J[lononHuTenbHbIE
Moaynu

CBA3b bannos
[1oCTyn K UHTEPHETY

-------------------------------------




OKHO NPUNOXEHUS ymp)

* OTKpbITUE U NepPeMELLEHME NMporpamm
* PasBepHyThb

 BoccTaHOBUTDL

* CBEpPHYTL

 MacwtabupoBaTb

« PaboTta ¢ okHamu B Excel

» 3aKpbITb

» OOLMe npaBuna NoOBeOEHNS OKOH



Pabota ¢ Word

» 3anyck Word
« Co3gaHme HOBOro AOKYMEHTa
* [lepexon B pa3sHble BUAbI

* CTpyKTYpa OOKYMeEHTA
* Hene4yaTaemble 3HaKM
« 3aMeHa unu BcTaBka
* [lpoCcMOTpP BO3MOXXHOWN Web-CTpaHULbI



PaboTta ¢ Excel

« 3anyck
e Co3gaHue Tabnuubl

* [ padonyeckoe npeacraBrneHne
MHOPMaLINK
 BcTaBka — anarpamma
* MacTtep anarpamm

e [leyaTb



Pabota ¢ PowerPoint

« KomnioTep n NnpoekTop Ans goknaga
« 3anyck PowerPoint

» Co3gaHue npeseHTaunm ns:
 MacTepa aBToCcoaepxaHus
 Yyuctoro cnanga

e 3aMEHUTb TEKCT

« Cosgartb cnang-Lioy
* [lepexoqbl



KOHTpOnNbHOE ynpaxXHeHune

« 3anyctute Word n Excel

* OTKpouTe nuct B Excel

e YOoanute Tpu a4enku

* [lepekntovnTecs B Word

* YOanute BTOPYHO CTPOKY

* Bbibepute BTOpON ab3al, u UISMEHUTE
LLUPUAT Ha

» CoxpaHUTE N3MEHEHUS U 3aKPOUTE
NPUNOXEHNS



[logBeaneHne NToros

* [lo3HakKoMWUNMNCb ¢ OCHOBHbLIMU MporpamMmamMmmm
 [lo3HakomMununceh ¢ nHTEpdencom office

* Hayyununcbh cosgaBartb, popmMaTUpoBaTh, U
pegakTupoBaTb OKYMEHTLI U Tabnuubl

* Hayynnmucb coxpaHaTb U nevartatb dpoamnbl



Bonpochl



