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OducHoe npunoxenne Microsoft Word - 370 camoe nonynapHoe 1 camoe
pacnpocTpaHEHHOE O(UCHOE NPUMOKEHWE AMEPUKAHCKOI (MPMbI MICTOSOft. Mbi ¢
Bamu OyAEM 3HAKOMUTLCA C AaHHbLIM MPUNOKEHWEM HA NpUMepE Bepcuu MW 2003
roaa. Ha AaHHbIA MOMEHT MMEETCA HECKOMbKO BEPCHIl 3TOM NPOrpamMmbl, KOTOpas
BXOAMT B NakeT nporpamm Microsoft Qffise.

B oghucHoe npunoxeHue 2000 roaa exoaut Word 2000 (Bepcua 9), B Offise XP
sxoauT \Word XP (10), B Qffise 2003 sxoauTt Word 2000 (11), B Qffise 2007 Bxoaut
Word 2007 (12). Bce 3T BEpCcUM BO MHOTOM CXOXMW Mexay CODOW, 338 UCKMIOYEHUEM
Word 2007, B 3TO1 BEPCUM NOMHOCTbIO NepefenaH uHitepdenc. Ecnu Bol Ha4MHanm
paboTaTtb ¢ Gonee paHHUMU BEPCUAMK, TO nonas Ha Word 2007 Bbl OTKPOBEHHO
roBopAa pacTepaeTech, He Hanaa NPUBLIYHOTO PacnonoXeHUa U3BECTHBIX BaM KHOMOK
1 KOMaH[ MEHH0.

ECTb TaKKe U ApYrue TEKCTOBLIE PEAAKTOPLI, CPEAM HUX MOXKHO BbIAENNUTL TaKYHO
nonynaApHyto Nnporpammy kak Pagehdaker bupmbl Adobe. 3Ta nporpamMma B
OCHOBHOM MCMONb3YETCA B U3AATENLCTBE, C NOMOLLbI0 HEE 04eHb YAOOHO
BbINONHATL BEPCTKY FA3€T U KypPHANOB.

Ab3a

C nomoLbio Microsoft Word MOkHO KpacuBo HabUpaTb TEKCThI, peAaKkTUpPOBaTb, _ CTpOK

MEHATL WPUPT TEKCTA, UBET U (DOH, OAHUM CNIOBOM MOXKHO CO3AaBaTb TEKCTOBbLIE

AOKYMEHTbI NGO CNOKHOCTH, aBTOMATU3MPOBATL CBOK PaboTy, TO eCTb 3aMEHATL
PYTHHHBIE AENCTBUA MAKPOKOMaHAAMK W npoueaypamu Visual Basic, for Applications.

3anyckaTb NporpamMmmy U OTKpbIBaTb AOKYMEHTbHI MOXHO HECKOMbKUMM cnocobamu,
YTO HECOMHEHHO NpuaaeT bonblue rudkocTH B padote ¢ \Word 2003. Microsoft
Word 2003 MOXHO 3anyckaTtb U3 MeHto MporpamMmbl, ¢ MOMOLLbI APMbIKa, C
nomoLbio nadenu Qffice, ¢ NOMOLLbLI0 aBTOMATUYECKOro 3anycka BMecTe ¢ Windows.

MOXHO co3gaBaTb onpeaeneHHble WwabnoHbl U MacTepa, KoTopble ynpoLyatT
Co34aHne CTaHAaPTHBIX AOKYMEHTOB, TakKMX KaK 3aMETKWU, NUCbMa, OTHETDLI, KOHBEPTHI

W Tak ganee.

HacTynuno Bpema HauuHaTb paboTaTh ¢ \Word. [InA Hayana 3anycTiM nporpamMmy: — Cno B
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OyHKUMM WORD
Wﬂm ~— nepeBop ¢ GyMaxHOro HOCUTeNA B 3NeKTPOHHLIN Bia (Habop TekcTa)

2) Pega KTUPOBAHWUE — nio6oit cumsorbHbie navmeHeHme B TEKCTE (MCrpaBneHie

OLLINOBOK)

3) cD()pMﬂTVl POBAHWE — sHewree opopmnenme Tekcra
4) CoxpaHeHue -

a) COXpaHI/ITb - B OAHO N TO Xe MeCTO, C OAHUM N TEe XE NMEHEM
6) COXpaHI/ITb KakK - Co34aeT KOnmw AaHHOro 4oKymeHTa nog apyrumMm nMeHem Ha 3TOM Xe HOCUTEIN, UITN Ke
C 3TUM K€ UMEHEM Ha [pyrme Hocutesrun

5 ! neq AT b - nepenoc c anextporHoro Buaa Ha GymMaxHbIit HoCUTENb
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OCHOBHbIE yCnoBUS
PAabOTbl C TEKCTOM

. OKOHYATEJNbHbIU TEKCT BbIPABHUBAEM NO
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II. MOCHE NKOBOIo 3HAKA NMPEMMHAHUA, CTABUATCHA
OAWH NPOBEI
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CJ10B (HEPHO- BEJIOE, KAK-TOWU OP.)
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BblaeNeHUS

NONOCA BbIOENEHUA - BEPTUKAJIbHAA NPO3PA4YHAA 30OHA, CIIEBA
OT TEKCTA, KYOA TTIONAOAET KYPCOP B BEJTYHO LUMPOKYIO CTPEIJIKY,
HAMNPABJIEHHYIO B CTOPOHY TEKCTA.

< CJT0OBO - ABONHOW WEJTYOK HA CINOBE

% CTPOKA - OOV/H WENMYOK C NMonocCbl BbIAEJITEHNA

< AB3ALl - ABONHOW WESTYOK C NONOCHLI BbIAENEHUA

< BECb JOKYMEHT- TPONHOW LWENYOK C MONOChHI BbIAENEHNA




