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IporpamMma Co3JIaHMs, PSIaKTUPOBAHUS,
dopMaTupOBaHUsl, COXPAHCHUS 1
[Ie4aTy TEKCTOBBIX JOKYMEHTOB,

IpoBEepKHU opdorpaduu B JOKYMEHTE.



Janyck Word

3anmyctuth Word MOXHO,
[ICIKHYB OBAKAbI IO SPJILIKY HA
pabo4YeM CTOJIC UJIM HAMTH €T0,
BeIIOJIHUB Ilyck, Ilporpammeli,

Microsoft Word.



Bun skpaHa

@ ,ClokyMe HT1 - Microsoft Word

I 1aBHOE MEHIO

CrangapTHas
[IAHEIH
HHCTPYMCHTOB |
o Tlanens
JInneukun |

HMHCTPYMCHTOB

OTCTyIBI OT KPaeB KpaeB JINCTA
B pexknMe Pa3MeTka CTpaHUIIbI
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BBepXy HaXOIUTCA 3ar0JI0BOK, HA KOTOPOM HapsAdy C
HA3BAHUEM IIPOrpaMMbl U KHOIIOK YIIPABJICHUSA
OKHOM COJIEP>KUTCSA HA3BAHUE TEKYILIETO
JTIOKYMEHTA

u:?lnoxymeml -Mictosoft Word




I 1aBHOE MEHIO

I1ox 3arosmoBKOM HaAXOAUTCS INIABHOE MEHIO, C
IIOMOIIBIO ITYHKTOB KOTOPOTO IMOJIb30BATEb MOT
oTgaBath Word KoMaH bl P BBIIIOJHECHUHN
COOTBETCTBYIOILMX ACHUCTBUM.
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KpaTKO OITMIICM OCHOBHBIC ITYHKTbBI
IJIAaBHOT'O MCHIO.

Dails1 — OTKPBITHE, COXPAaHCHUE, TIeUaTh (aiia.
IIpaBka — onepaiuu KOMMPOBAHUE, BCTABKA, BEIPE3AHHUE.
Buja — oTBEUaET 3a BUJI SKpaHa.

BcraBka — BCTaBKa CIEIMAJIBHBIX CHMBOJIOB, KApPTHUHOK, HAJIMUCEN U
JIPYTuX OOBEKTOB.

@opMar — yCTaHABJIMBAET NapaMeTPhl a03aleB, MPUDT U T.1.
CepBuc — nnposepka opdorpadun, nepeHoc ciaoBa, HacTporika Word.
Tabauma — Bce onepanuu, CBI3aHHbIC ¢ TaOIUIIAMH.

OKHO — COAEPXKUT MEPEUYEHb JOKYMEHTOB, KOTOPBIE OTKPBITHI B JAHHBIN
MOMEHT.

Pain Mpaexa B Beraeka Popmar Cepemc Moas coadgoe Okho Crpaska



[ lanemm MHCTPYMEHTOB

[1o/1 rmaBHBIM MEHIO HaXOJAUTCS MaHEIb MHCTPYMEHTOB. Ha
[aHEeJISIX HHCTPYMEHTOB PACIIOaraloTCsi KHOIIKHU, KOTOPHIE
AyOIUPYIOT HEKOTOPhIE KOMaH bl [NIaBHOrO MEHI0. OOBIYHO
Ha KpaHe 0TOOpaKaeTCs JBE HaHEIU HHCTPYMEHTOB:
CranaaprHas u @opmarupoBanue. CTaHgapTHA ITAHENb
MHCTPYMEHTOB COACPKUT KHOIIKH, BHIITOJHSIOIINE TAKHUE
oIepalMu KaKk OTKPbITHE, COXpaHEHHUE, IIeuaTh (aiiia,
KOIIMPOBaHUE (pparMeHTa TEKCTa, CO3AaHUe TAOIUI] U T.]I.

[Tanens MHCTpyMeHTOB DopmMaTHUpOBaHKE U3MEHSET MIPUPT,
CII0COO BhIPpaBHUBAHUSI.



[ lanenmm MHCTPYMEHTOB
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110J10CHI IPOKPYTKH

BHu3y u cripaBa OKHa HaXOASATCSA NOJOCHI MPOKPYTKU. OHU UMEIOT IBE
JOTMOJTHUTEIIbHBIE KHOIIKA B BUJI€ JBOMHBIX TPEYTOJIBHUKOB, KOTOPHIE
IO3BOJISAIOT IONACTh HA CTPAHUIY BBEPX WJIU BHU3.

JINHENKH HPOKPYTKH

BBepxy 1, BO3MOXKHO, CII€BAa HAXOAATCS JJUHEHMKNA MPOKPYTKU. OHU UMEIOT
JIBE JOIIOJITHUTEIbHBIE KHOIIKU B BUJIE JIBOMHBIX TPEYTOJIbHUKOB,
KOTOPBIE TTO3BOJISIIOT MONACTh HA CTPAHUILY BBEPX WA BHU3.

JINHeNKH

BBepxy U, BO3MOXKHO, CJI€Ba HAXOAATCS JIMHENMKNA. VX Ha3HaueHue —
IIOKa3aTh PACIIOI0KEHHUE TEKCTA Ha cTpaHule. C UX TOMOILIBIO MOXKHO
MEHSITh JIEBYIO U IIPaBYyIO rpaHuIly ab3aiia, OTCTYIL.



HNudopMaliMOHHAA CTPOKA

[Toxg HuMu HaxoaUTCS HHPOPMAIIMOHHAS CTPOKA, B KOTOPOM yKa3aHa
TeKyIllasl CTpaHuIla, pa3Aaei TeKyIlas CTpaHuIla/o0IIee Yucio
CTpaHMI] JOKYMEHTA, PACCTOSHUE OT BEPXHEro Kpas JOKYMEHTa,
CTpPOKa M TTO3HUIIHAS Kypcopa B CTPOKE.

PeKuMBbI IPOCMOTPA IOKYMEHTA

JIOKyMEHT MOYKHO paccMaTpuUBaTh B Pa3IMYHBIX pexkuMax. Hanbomee
4acTO UCHOJIb3YIOTCS ABa: OOBIYHBIN peKUM U pekuM PazmeTka
CTPpaHULIBI.

OOBIYHBIN PEKUM MPETHA3HAYECH ISl BBOAA, PEAAKTUPOBAHUS U
(dopmaTrpoBaHus TEKCTA. B 00BIUHBIM pexxume (popMaTupOBaHUE
TEKCTa 0TOOPaX)aeTcs MOJHOCTHIO, & pa3METKa CTPaHUIIbI — B
YIPOIIEHHOM BHJI€ (OTCYTCTBYIOT BEpTUKAJIbHASI JIMHEWKA HE BUIHBI
OTCTYIBI OT KPA€B JIMCTA), YTO YCKOPSIET BBOA U PEAAKTUPOBAHUE
TekcTa. YTOOBI YCTAHOBUTH 3TOT PEKUM HAJO0 BBIIOJHUTH KOMAaHIY
Bua, OObIYHBIA peKUM.



B pexxunme JOKyMEHT 0ToOpa)xaeTcsi B TOM BHUJIE, KAKOW OH Oy/leT UMETh Ha
Oymare. B 3TOM pexrMe moka3aHbl OTCTYIIbI OT KPaeB JINCTA.
3aroJIOBKM, CHOCKH, KOJIOHKH W HAAIIMCH 3aHUMAIOT CBOU
JNEVCTBUTEIIbHBIE MECTA. TEKCT, pUCYHKHU U APYTHUE BIIEMEHTHI
OTOOPa)KAOTCS TAK K€, KAK U MOCJIE BBIBOJIA CTPAHUIIBI HA MT€YaTh.

YToOBI MEPEUTH B PEIKUM PA3METKHU, BLIOEPUTE BbI MEHIO Bra KoMaHTy
Pa3meTka cTpaHubl.

Co31aHue HOBOE TOKYMEHTA

[1pu 3anmycke Word aBTOMaTn4ecKky OTKPBIBACTCS ITyCTOM JOKYMEHT, C
KOTOPBIM BBl MOXKETE Ha4yaTh CBOIO paboTy. EMy naercst Ha3BaHue
JlokymeHT 1. IHOTIa BOBHHUKAET CUTYyaIysl, KOT/ia HY>KHO OTKPBITh
€llle OAVH JOKYMEHT. [[JIs1 3TOr0 HYKHO IIEIKHYTh HA KHOTIKE .

BTopoii cnoco0 co3aaHusi JOKYMEHTA BBIIOJTHUTh KoMaH 1y DaiJi,
Co3pnarb. [10BUTCA OKHO, B KOTOPOM IIEJIKHYTh MO KJIABUATYPE
OO6mue u BpIOpaTh TUIT JOKyMeHTa HOBBIN, a 3aTeM MIETKHYTh MO

kHOonKe OK.




