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TekctoBbIN pegakTop Word

nporpamMmma co3jaHusi, pegakTupoBaHUS,
dhopmaTMpoBaHus, COXpaHEHUSA U NeYaTu

TEKCTOBbLIX AOKYMEHTOB, MPOBEPKU
opdorpadun B 4OKYMEHTE.



3anyck Word 3anyctutb

Word MOXXHO, LWenKHYB ABaXabl Mo AprblKy
Ha pabo4em cTone nnu HauTu ero, BbIMOSTHNB
[1lyck, I'porpammel, Microsoft Word.




Bua akpaHa

TnasHas PasmeTka cTpaHMubl  Ccbinki Pacceinku PelieHsWposaHwe  Bua
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3aroyioBoOK

BBepxy HaXoOUTCHA 3arosyioBok, Ha KOTOPOM
HapAdy C Ha3BaHNEM MNMPOorpamMmMbl N KHOIMOK
yrpaBsJieHNA OKHOM COAEePKUTCA Ha3BaHUNE

TEKYLLEero JOKyMeHTa
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[ MaBHOE MEeHIo

[To4 3arofiloBKOM Haxo4uTCA rnaBHOE MEHIO, C MOMOLLLIO MYHKTOB
KOTOPOro Nnosib3oBaTtesib Mor otaaBaTtbk Word KOMaHAb! P BbINOMHEHUN
COOTBETCTBYIOLLNX OENCTBUN.

| m fnasman Becrasxa PasMeTsa CTparmu CCRAKN Pacceinem PeusrInpo



KpaTKO onnemM OoCHOBHbIE MNMYHKTbI
[J1aBHOIO MEHHO.

dann — oTKpbITUE, COXPAaHEHNE, NeYaTb hanna.

[MpaBka — onepauunn KONMpoBaHNE, BCTABKA,
Bblpe3aHue.

Bug — otBeYvaeT 3a BUA dKpaHa.

BctaBka — BcTaBka crieymanbHbIX CUMBOMOB, KAPTUHOK,
HaanMcen n Opyrux oobLEeKToB.

dopmart — yctaHaBnnBaeT napameTpbl ab3aues, WpndT
nT.A.

CepBuc — npoBepka opdorpadumn, nepeHoc Croea,
HacTpouka Word.

Tabnuua — Bce onepauunun, cBa3aHHble ¢ Tabnuuamu.

OKHO — coaepXXuT nepeyeHb AOKYMEHTOB, KOTOPbIE
OTKPbITbl B J@HHbIA MOMEHT.



[TaHenn MHCTPYMEHTOB

[Toa rmaBHbLIM MEHKO HaXoaUTCA NaHenb
MHCTPYMEHTOB. Ha naHensax MHCTPYMEHTOB
pacrnonaraloTcsa KHOMKU, KOTopble AYybnmpytoT
HEKOTOpble KOMaHAb! raBHOro MmeHr. OBbbIYHO Ha
9KpaHe oTobpakaeTcsi ABe NaHenm NHCTPYMEHTOB:
CtaHpoapTHas n dopmaTtmpoBaHue. CtaHgapTHa
naHenb UHCTPYMEHTOB COOEPXUT KHOMKN,
BbIMOMHAOLWNE Takme onepauunn Kak oTKpbITUE,
coxpaHeHune, nevatb doamna, KonmpoBaHne
doparmeHTa TeKcTa, co3gaHue Tabnuy u T.4. NaHenb
MHCTPYMeHTOB PopmMaTUpoBaHUE N3MEHSAET LLIPUPT,
Cnocob BbIpaBHMBaHUA.
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[1poyee (CMOTpPETL Ha CTP. 4)

[Monocbl NPOKPYTKMU

BHM3Y 1 cnpaBa okHa HaxoaAaTCsA NOIoChkl NPOKPYTKU. OHK
MMEIOT ABe JOMNONHUTENbHbIE KHOMKW B BUAE ABONHbIX
TPEYrofibHMKOB, KOTOPbIE NO3BOMAOT NONacTb Ha
CTpaHWULYy BBEPX UM BHUS.

JInHenKn NPOKpPYTKH

BBepxy 1, BO3MOXHO, CneBa Haxo4AaTCcA NIMHENKN
NPOKPYTKU. OHU NMEIOT ABe AOMOSTHUTENBHbIE KHOMKN B
BUAe ABOWHbLIX TPEYrofibHNKOB, KOTOPbLIE NO3BOMSOT
nonacTb Ha CTpaHULYy BBEPX U BHUS.

INInHenkn

Beepxy 1, BO3BMOXHO, cneBa HaxoaaTca NMHenkn. Nx
Ha3Ha4yeHMe — NnokasaTb pacnonoXeHne TeKcTa Ha
cTpaHuue. C nx noMoLLb MOXHO MEHSITb JTIEBYIO U
npaByto rpaHuuy absaua, oTCTyn.



UHhopMaumoHHas cTpokKa

[log HUMK HaxoauTCca MHJPOPMaLMOHHAs CTPOKa, B
KOTOPOW yKa3aHa TeKyllas cTpaHuua, pasaen tekylaqa
CTpaHuua/obLlee YMCno CTpaHUL, JOKYMEHTA,
PacCToAHNE OT BEPXHEro Kpad AOKYMeEHTa, CTpoKa U
no3numsa Kypcopa B CTpOKe.

PeXXnmbl npocMoTpa AOKYMEeHTa

[10KyMeHT MOXXHO paccMaTpuBaTbh B pasnnyHbIX
pexumax. Hanbonee yacto ucnosnb3ytoTtcsa asa: OObIYHbIN
peXum n pexxum PasmeTtka ctpaHumbl. OBbIYHbIN PEXNM
npeaHasHayeH an4 BBoaa, peaakTUpoBaHMA U
doopmaTtnpoBaHus TeKCTa. B 0ObIYHBIM pexnme
dopmaTtrupoBaHmne TeKCTa oTobpaXkaeTca NOMNHOCTLIO, a
pa3mMeTKa CTpaHuLbl — B YNPOLLEHHOM BMae (OTCYTCTBYIOT
BepTUKanbHaga fIMHeNKa He BUOHbI OTCTYMNbl OT Kpaes
nnucTa), YTo YCKOPSIET BBOA U pedakTUpoBaHMe TEKCTA.
UTOObI YCTAHOBUTbL 3TOT PEXUM Ha40 BbINOMHUTL KOMaHAY
Bua, OBbIYHbIN peXumMm.



B pexxnme goKyMeHT oTobpakaeTcsi B TOM BuAe,
Kakou OH OyaeT uMeThb Ha bymare. B aToM pexunme
nokasaHbl OTCTYIbI OT KpaeB nmcTa. 3arofoBKy,
CHOCKM, KOFNTOHKM 1 HaAMMUCK 3aHUMalT CBOU
OEeNCTBUTENbHbIE MeCTa. TEKCT, PUCYHKU 1 ApYyrne
SfIEMEHTbI OTODpaXkatoTcs TakK e, Kak 1 nocne
BblBO4A CTPaHULbl Ha rnevaTb. UTobbl NnepenTtn B
peXuUM pasMeTKkun, BbibepuTe Bbl MEHIO Bua komaHay
Pa3meTKa cTpaHuLupbl.

Co3paHne HOBOE AOKYMEHTa

[1pn 3anycke Word aBTOMaTU4YE€CKM OTKPLIBAETCH
NYyCTOWN OOKYMEHT, C KOTOPbIM Bbl MOXETE HavaTb
CBOt0 paboTy. EMy naetcsa Ha3BaHne [JOKyMeHT 1.
MHOorga BO3HUKAET cUTyauns, Korga HY>XHO OTKPbITb
eLle oamMH AOKYMeEHT. [1ns 9TOro Hy>KHO LLENKHYTb Ha
KHOMNKe BTopou crnocob co3gaHusa AOKYMeEHTa
BbINONHUTL KoMmaHay Pann, Co3aatk. [losaButca
OKHO, B KOTOPOM LLENKHYTb No Knasunartype ObLwme un
BbIOpaTh TN AOKYMeHTa HOBLIN, a 3aTeM LLENKHYTb
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