Microsoft WORD

Co3aaHUE NOKYMEHTOB U
OCHOBbI peAaKTUPOBAHUS




Co3paHMe HOBOro AOKYMeHTa

IIpu 3anycke nporpaMmbl  WORD
aBTOMATHUYECKH CO3/IaeTCA HOBBIU JOKYMEHT.

J10CTaTOYHO IIPOCTO HAYaTh BBOJUTDH TEKCT,
a 3aTeM COXPAaHUTH €ro.



OkHo WORD

ZH lokymeHT1 - Microsoft Word
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Microsoft Office Onling

* OcTaHHi BiaoMoCTi Npo
BMKOPHCTaHHA Word

*  ABTOMATHHHO OHOBMMBATH UEH
CNHCOK 3 IHTEpHETY

[Monoca npokpyTku
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Mprknaa: "Apyk AeKineKox Konin'"

BiakputTa
MNocTpoeHue rpadrkos byHKUHA
N.p.rpadika y TekcTi

MpuknaaHi nporpamu (Word,
Excel)

MaHenb pncoBaHusA

Tipouecop Microsoft
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PegakTupoBaHUe TEKCTA

Ilepes BHeceHHeM H3MEHEHUSI B TEKCT,
HEeOOXOAUMO MEPEUTH K TOMY MECTY, I[€e BTHU
N3MeHeHUs OyIyT cAelaHbl.

IlepememiateCd 110 TEKCTY MOXHO C
IIOMOINbI0O  MBINIM,  KJaBUATyPbhl, CXEMBbI
TOKyMeHTa.



HaBurauma cC nomMolLL b0 MbILLM

I. lIleJKHYTHh MBIMIBIO BBEPXY UJIU BHU3Y MOJIOCHI IPOKPYTKHU
JUIA IIepeMEeIeHUA HA OIUH 3KPAaH BBEPX UJIA BHUS.

2. Bwibpatb komanay Cepsuc \ IlapameTps! 1 BO BKJIagKe Buj
INAJIOTOBOTO OKHa IlapameTpnsl yCTaHOBUTBH (JIA’KOK
Crpoka cocrossHud. Temepp II0 Mepe IlepeTaCKUBAaHUA
IIOJI3yHKA IIOJIOCHI IIPOKPYTKH OyZeT oToOpazKaThCs
IIOJCKa3Ka C HOMEPOM H MEPBBIM 3aroJIOBKOM TEKYIIen
CTPaHUIIbI.

3. HpI/I HNCIIOJIb3BOBAHHHN MbIIIIN C KOJIECMKOM IIEpEMEIIECHNE
MO>KHO BBbIIIOJIHATD, Bpaliad KOJIECHKO MBbIIIIH.



Mcnonb3oBaHUe KsiaBUaTypbl

YTo6bl  MaKcMManbHO  3MPEKTUBHO
MCrOJIb30BaTb KfiaBmnaTypy cneayert
MCrOJIb30BaTb Tﬂ HaBUraumMn KraBuLLUKN CO

CTpenkamm
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dopmMaTUpoBaHUE TEKCTA

Iloa popmaTupoBaHueM IHIOHUMAIOT:
v/ IameHeHue pasMmepa, 1iBera, CTUJiA mpudra;
v IsMeHeHue HauepTaHUuA;
v/ BeIpaBHUBaHUuE TEKCTA;

v/ YecTaHOBKY HYMEPOBAaHHBIX 1 MAPKUPOBAHHBIX
CIIICKOB.

dopMaTMpPOBaTb MOXHO (PparMeHT TEKCTA WU LeSblN TEKCT.

YT106b1 paboTaTbh C TEKCTOBbLIM (DparMeHTOM
CHauaJla ero Heo6xoaAMMo BblAE/IUTb.




BblaeneHne TeKcTa.

Hecao0:xHO BbIAC/JATD TCKCT C IIOMOIII IO MbBIIIIN

Odencreue Boigensier

[lepeTackMBaHWe Mo TEKCTY TeKcT, No KOTOPOMY MPOUCXOANT
nepeTackMBaHue, rno OAHOMY COBY

[1BOMHOM LWENYOK Lienoe cnoso

<Ctrl+wenyok> Bce npeaioxeHune

TpOMHOWN LWENYOK Lienbin ab3au

OAWH WENYOK No NEeBOMY MOS0 Bca cTpoka

[BOVHOM LLENYOK MO NIEBOMY Llenbin ab3aL

noJsivo




[lepemelleHmne 1 KonmpoBaHMeE TEKCTA

IIpn mnepemelneHun TEKCT yAaJadeTcaA U3
MCXOJ/ITHOTO MeCTa U IIOMEIAeTCA B JIpyroe.

I[Ipyu komumpoBaHuu  (@pParMeHT TeEKCTa

oCraerTcd B HCXOOAHOM MeCT€, 4d HaA MECTO
Ha3HA4YCHHUA IIOMEAE€TCA €I'0 KOIIN .



[lepeMelleHne u KonupoBaHUe TEeKCTa

3TanbI KONUPOBAHUSA U NepemellieHUs TeKCTa.

*  Bpigenursp TEKCT, KOTOPBIA HY>KHO
CKOIIMPOBATh UJIU IIEPEMECTUTD.

- CkomupoBaTh (MM BbIPE3aTh) BbIAeJ€HHBIN
TEKCT.

« llepemecTuTh Kypcop B MECTO BCTaBKHU.

« BcraBuTh CKONMPOBAHHBINM WJIHN BbIJI€JI€HHBIN
TEKCT.



[lepemMelleHMe U KonupoBaHMe TEKCTa

C noMoLublo: Knasuatypbl [MaHenn MeHI0
NHCTPYMEHTOB

Bblpe3aTb <Ctrl+X> & MpaBka\Bbipe3aTb

Konuposathb | <Ctrl+C> 22 Mpaska\KonposaTs

BcTaBUTb <Ctrl+V> 1 ﬁ MpaBKka\BcTaBuTb




CoxpaHeHMe AOKYMEeHTA

1. BoeimosiHuTh KOMaHay @arin\CoxpaHUTh KakK...
2. OTKPBITh NAIIKY, B KOTOPOU JIOJI3KEH ObITh COXpaHEeH

JIOKYMEHT.
3 B mosie imsa dau
- KitariayTh Ha KHOIIKE
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