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TeKCTOBBIH IIPOILECCOP

0 TeKCTOBbIM NPOLLECCOP — KOMMbIOTEPHAsA NPOrpamma,
MCMOAb3yeMas AASl HaMMCaHUA U MOAMPUKALLUM AOKYMEHTOB,
KOMMOHOBKM MaKeTa TeKCTa U NPeABAPUTEABHOIO NMPOCMOTPA
AOKYMEHTOB B TOM BMAE, B KOTOPOM OHU DYAYT Hane4vaTaHbl
(cBomcTBO, M3BecTHOe Kak WWYSIWYG).

0 WYSIWYG(npousHocuTtcs , ABAsieTCs ab6peBUaTypom
oT What You See Is What You Get, «4To BUAULLB, TO U
MOAYYMLLbY») — CBOMCTBO MPUKAAAHBIX NPOrpaMMm MAK Beb-
MHTepbencoB, B KOTOPbIX COAEPKaHWe oTobparkaeTcsa B npouecce
PEAAKTUPOBAHMUS U BbIFTASAUT MaKCUMaAbHO BAU3KO MOXOXMM Ha
KOHEYHYIO MPOAYKLMIO, KOTOpPasi MOXKET ObITb MeYaTHbIM
AOKYMEHTOM, Be6-CTpaHULLEN AU Npe3eHTaumel. B HacToswee
BPEMS AASl MOAODOHBIX MPOrpaMM TaKXKe LUMPOKO UCMOAb3yeTCS
NOHATUE «BU3YaAbHbIN PEAAKTOPY.
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TeKCTOBBIH IIPOILECCOP

1 CoBpeMeHHble TEKCTOBblE NPOLLECCOPbl MOMUMO
dopmaTupoBaHusa WpubTOB U ab3aLLeB M NPOBEPKHU
opdorpadmu BKAIOHAIOT BO3SMOXHOCTU, paHee NMPUCYLLIUU AULLb
HaCTOAbHbIM U3AATEABCKMM CUCTEMAM, B TOM YUCAE CO3AQHME
TabAULL, M BCTaBKY rpadpuyeckmnx naobparkeHumm.

1 Hamnboaee n3BecTHbIMM NpUMepamMu TEKCTOBbLIX NPOLLECCOPOB
aastoTcs Microsoft Word n Open Office.org Writer.
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Microsoft Word

0 Microsoft Word (4acto — MS Word, WinWord nnu
npocTto Word) — TEKCTOBLIN NMpoLieccop, NnpeaHasHa4YeHHbIN
04 co3gaHnsa, NpocMoTpa U pedakTupoBaHUA TEKCTOBbLIX
OOKYMEHTOB, C JTOKalibHbIM NPpUMEeHeHeM NPOCTENLLNX
doopm TabnMyYHO-MaTPUYHbIX anropuUTMOB.

1 BbinyckaeTtcs B
cocTaBe . [epBasi Bepcus bbina
HanmMcaHa ( ) N4 ,
NCMOSb3YHLLNX , B . ['losgHee BbInycKanucb
Bepcumn ongd ( ), N

(1989).

1 Tekywewn Bepcuen aengaetcda Microsoft Office Word 2013 ons
Windows 1 Microsoft Office Word 2011 anga Mac.
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TeKCcTOBBIE JOKYMEHTBI

1 TeKcToBble AOKYMEHTbI, CO3AaBaeMble C MOMOLLb
NepCOHAAbHOIro KOMMbIOTEPA, YCAOBHO MOXKHO PasAEAUTD
Ha AB€ rpynnbl — NPOCTble U KOMMAEKCHbIE.

0 INMpocTble AOKYMEHTbI NPEACTABAAIOT CObOM
dopMaTUpPOBaHHbIN TEKCT.

0 KoOMNAeKCHble AOKYMEHTbI KpOMe TEKCTA COAEPKAT
0b6beKTbl UHOM MPUPOAbI (YEPTEXKU, PUCYHKHU, POPMYABI,
TabAULbI, OObEKTBI MYABTUMEAMA U MPOYME). DTH
AOKYMEHTbI MOTYT CO3AaBaTbCSl C MOMOLLLbIO
CMeLMaAbHbIX MPOrpaMMHbIX CPEACTB, KOTOPbIE€ Ha3blBalOT
TEKCTOBbIMU MPOLLECCOPAMM.
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2. UaTepderic Microsoft Word
2010
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HuaTepdbenc Word 2010

[ ntepgperic Word 2010 sBaseTcs AaAbHeNLIUM
Pa3BUTUEM MOAb30BATEABCKOro MHTEPdesica, KOTOPbIN
BrepBble ObIA MCMOAB30OBaH B BbiMycKke cuctembl Microsoft
Office 2007. I'pn cospaHnun nHTepderica paspaboTymkamm
OblAa NOCTaBAEHA 32Aa4a: CAEAATb OCHOBHbIE
npuaoxxenus Microsoft Office yanobHee B paboTe.

1 B pesyAbTaTe GbIA CO3AaH
noAb3oBaTeAbCKUM MHTepperic Microsoft Office Fluent,
KOTOPbIM YNpOLLAeT AASl MTOAb30BaTeAeN paboTy ¢
npuaoxkeHnamu Microsoft Office u poaeT BO3MOXXHOCTb
ObicTpee MOAyYaTb Ay4llMe Pe3yAbTaThl.
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HuaTepdbenc Word 2010

1 B npeablaywimx Bbinyckax npuaoxkenum Microsoft
Office NnoAb30BaTEASIM MPEAOCTABASIAACH
CUCTEMA MEHIO, MaHEAENH MHCTPYMEHTOB, AUAAOTOBBIX OKOH.
Takol uHTepderic paboTaA XOpoLUO, MOKa B MPUAOIKEHMAX BbIAO
OrpaHM4YeHHOE YNCAO KOMaHA. T ernepb, KOraa Nporpammbl
BbIMOAHSIIOT HAMHOTO BoAbLIE YHKLUM, MOAb3OBATEASIM
CTaHOBUTCSA HeAerko paboTaTb CO CTapoOM CUCTEMOM: CAULLKOM
MHOIO MPOrPaMMHbIX BO3MOXKHOCTEMN, U UX TPYAHO HaMTW.
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HuaTepdbenc Word 2010

1 B Office Fluent Amn3akiH noAb3oBaTeAbCKOro MHTEpgerica BbIA
nepepaboTaH, 4YToObl YNIpOCTUTb NMpPOLLEAYPbI MOUCKA U
MCMOAb30OBaHUSA BCErO AMANa30Ha BO3MOXHOCTEWN,
NPeAOCTaBASIEMBIX 3TUMU NpUAOKeHUssMU. Kpome Toro,
NPEeANOAaraAOCb NPeAOTBPaTUTb 3arPOMOXKAEHME paboyei
o6AaCTU - paaM TOro, YToObl MOAB30BATEAU MEHbLLE OTBAEKAAUCH
Ha MOMCK U MOTAU BOAbLLE BpEMEHWU U SHEPIrUM TPAaTUTb Ha CBOIO
paborTy.

HaumoHaAbHbI OTKpbITEIM YHUBEepcuTeT "MIHTYUT":

]

]

1 Oaer CnnpmaoHoB

1 Aekuus |. Mntepderic Microsoft Word 2010
]
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AeHTA

1 ['AaBHbIM SAEMEHT MOAb30BaTEABCKOIO
mHTepgerica Microsoft Word 2010 npeacTtaBaseT cobo
AEHTY, KOTOpas MAET BAOAb BEPXHEN YaCTU OKHa
Ka>KAOro NMPUAOXKEHUS, BMECTO
TPAAULMOHHbBIX MEHIO U MaHEAEH MHCTPYMEHTOB.

™ | S WHTYUT - Microsoft Word o @ 8
fnopran  Beraska  Pasmersa crpastun  Cowakm  Paccwcw  Peuerswposamie  Bug  Paspaorumk  Haactposikn N7}
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{ c 5 : g ] R p
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AeHTA

1 C nomoLLbiO AEHTbl MOXKHO ObICTPO HaXOAUTb
HeOOXOAMMbIE KOMaHADbI (3AEMEHTbI YIIPaBAEHMS: KHOTKM,
PaCKpbIBalOLLMECS CMUCKU, CHETYUKU, GAAXKKMU U T.M.).
KoMaHAbI ynopsiAOYeHbl B AOFMYECKME TPYynbl,
cobpaHHble Ha BKAaAKaX.

1 3aMEeHMTb AEHTY MaHEASIMU MHCTPYMEHTOB
MAU MEHIO NMPEADBIAYLLUX BEPCUM NMPUAOIKEHUS
Microsoft Word HeAb34.

1 YAaAUTb AeHTY TakXe HeAb3si. OAHaKo, YTOObl YBEAUUYUTD
pabouyto 06AaACTb, AGHTY MOXHO CKpPbITb (CBEPHYTb).
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1 Haxkmnte KHonKy CBEPHYTb A€HTY, PaCOAOXEHHYIO B
NpaBoOn YaCcTU AMHMUU Ha3BAHUM BKAAAOK
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BrAaaagu

[ ['lo yMOAYaHUIO B OKHE OTOOparkaeTcsi BOCEMb MOCTOSIHHBIX
BKAaAOK: Paua, MNhaBHanA, BcTtaBka, PasmeTKka
cTpaHuubl, CcbiAku, PaccbiAku, PeueHsupoBaHue, Bua.,.

1 AAfA nepexoAa K HY>KHOM BKA3AKE AOCTAaTOYHO
LLLEAKHYTb 10 €€ Ha3BaHUIO (MMEeHM).

1 Karkpas BKAaAKa CBAI3aHa C BUAOM BbIMTOAHSIEMOTO AEMCTBMUS.
Hanpumep, Bkaaaka 'AaBHasn, koTopas
OTKPbIBAETCS 1O YMOAYAHUIO MOCAE 3aryCKa, COAEPXKMUT
3AEMEHTbIl, KOTOPble MOTYT MOHAAOOUTLCSA Ha HaYaAbHOM
3Tane paboTbl, Koraa Heo6xoAUMO HabpaTb, OTPEAAKTUPOBATD
n otbopmaTupoBaTb TeKcT. Bkaaaka PazmeTka
CTpPaHUL,bl NPpeAHa3Ha4YeHa AASl YCTAHOBKM MapamMeTpoB
CTPaHUL, AOKYMeHTOB. BkAaapka BcTaBKa npeaHasHaueHa AAS
BCTaBKM B AOKYMEHTbI pa3AnYHbIX obbekTOB. M Tak AaAee.
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BrAaaagu

[

Kpome Toro, MoxkHo oTobpasuThb ele OAHY NOCTOSIHHYIO
BKA2AKY: PazpaboTumk.

LLleAKHUTe NpaBOM KHOMKOM MbILLM B AOOOM MecTe AEHTbI.
B KoHTekcTHOM MeHto BbiGepuTe KomaHay HacTporKa AeHTbL.

B kateropun Hactpouka AeHTbl okHa lNMapameTpbl Word
YCTaHOBUTE PABKOK 3TOM BKAAAKM.

Ha Bkaaake PazpaboTumk cobpaHbl cpeAcTBa
CO3AaHUS MAKPOCOB U OPM, a TakxKe PyHKLMU A paboTbl ¢ XML.

@DarAbl 1 WabAoHbI, co3paHHble B Bepcusax Word Ao 2003 roaa,
MOTAU COAEP>KaTb NMOAb30BaTEAbCKUE MaHEAM MHCTPyMeHTOB. Kpome
TOro, NpU YCTAaHOBKE HAa KOMIMbIOTEP HEKOTOPbIX MpOrpamm
(Hanpumep, FineReader) B WordasTomatuyecku AobaBasiioTcs
HaACTPOMKU. B 3ToM cAyvae npu oTKpbITUM Takmx ¢parAoB

B Word 2010 nosiBaseTcs elle oaHa NOCTOSAHHAs BKAAAKa

- HaacTpounku.
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Braaaxgu

1 INoMMMO NOCTOSIHHbBIX, UMEETCS LLEAbIH PSiA KOHTEKCTHbIX
BKAQAOK, HanpuMep, AAs paboTbl ¢ TabAanLLamMuy,
PUCYHKaMM, AuMarpaMmaMm v T.MN., KOTOPblE NMOSBASIOTCS
aBTOMaTMYECKM MPU NEPEXOAE B COOTBETCTBYIOLLUM PEXMUM
AMBO Npu BblA€AEHUM OBBbEKTA MAM YCTAHOBKE Ha
Hero Kypcopa.

i Hanpwmep, Nnpu Co3AaHNMN KOAOHTUTYAOB NMOABAAETCHA
COOTBETCTBYIOLLAA BKAAAKA

Cusavas  BOabn  Paswetin Opivengn I e S MAaTP e LomTpye1ag (7]

T

57§




1 B HeKOTOpbIX CAy4Yasx MNOSIBAAETCS Cpa3y HECKOAbKO
BKAQAOK, Hanpumep, npu paboTte ¢ TabAaMuamm
noseAsioTcs BKAAAKM KoHcTpyKkTOp 1 MakeT
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OAEMEHTBHI VIIPABACHHSA

[

SAEMEHTbI yripaBA€HUS Ha AEHTaX U BKAAAKaX 0ObeAMHEHDI B
rpPynnbl, CBSI3aHHbIE C BUAOM BbIMTOAHAEMOIO AEUCTBUS.
Hanpumep, Ha BkKAapake FAQBHaAA UMelOTCS TPYnmbl AAS
paboTbl c 6ypepom obMmeHa, yCTaHOBKM MapaMeTpoB LpHdTa,
YCTAaHOBKM NnapaMeTpoB ab3aues, paboTbl CO CTUAAMU U
PEAAKTUPOBAHMUS.

IAeMeHTaMM yripaBAEHUS ABASIOTCA OBblYHbIE KHOMKM,
PaCKpbIBaIOLLMECS KHOMKM, CMIMCKU, paCKpbIBatoLLLMECS
CMUCKN, CYETYMKM, KHOMKN C MEHIO, PAAXKKU, 3HAYKU (KHOTMKM)
rpynnbi.

KHOMKM UCNOAB3YIOTCA AASl BBINOAHEHUS KaKoro-Ambo
AEUCTBUA.

Hanpumep,
KHomnKa MoAy>xupHbiu rpynnsl LLUpu¢T BKA2AKM TAQBHAA ¥
CTa-HaBAMBAET MOAYKUPHOE HadepTaHue wpugTta. 4TobbI
Ha)KaTb KHOMKY, HAAO LLLEAKHYTb /1O HEMN MbILLbIO.
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PaboTa Cc TEeKCTOM
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BeI1OOp A3BIKA

[

Bbibop s3blka TeKCTa ONpeAEAsieT BO3MOXHOCTb
aBTOMaTMYECKOM NPOBEPKU MPABOMMUCAHUSA U PacCTaHOBKY
nepeHocos. B Word 2010 sbibop sa3bika 06bI4HO
NMPOU3BOAMTCS aBTOMAaTMYECKM B 3aBUCUMOCTU OT
MCMOAb3YEMOM pacKAaAKM KAaBuaTypbl. [1py BBoAe TekcTa B
PYCCKOM pacKAaAKe YCTaHaBAMBAETCS PYCCKUM S3bIK, MPU
BBOAE TEKCTa B aHFAMMCKOM packAaake - aHrAmnckum (CLLA).

HPM HeO6XOAMMOCTM A3bIK TEKCTA MOXXHO YCTAaHOBUTD
CaMOCTOATEADbHO.

BoiaeAnTe BECb AOKYMEHT UAU €ro dparmMeHT.

Bo BkAapke PeweH3upoBaHue B

rpynne MNMpaBonucaHmue HaxxmnTe KHOMKY A3bIK U B
NosIBUBLLEMCS MeHIO BbibepuTe KoMaHAY A3bIK NPOBEPKMU
npaBonNMCaHMUA.

20 06.09.2018 1:34



W 0 WTHITS - Mt Wk
7 P — % ” _] » :J :J | L MMt Sha et a4 R
femmme = i Spe—

Hu$opsrariss 0 NPOOKTE OT NEPHOTO AN
‘iro vaxoe Herepner-Yiuneponrey Hudoprammonmuax Texuosorni?

CARRYOuie Wt

WNM

,,,,,,
,,,,,,

AAs nepexoaa

ANAAOrOBOMY

OKHY H3bIK MOXH
O TaK>XXe LLLEeAKHYTb
Mo SIPAbIKY S3blKa B
CTPOKE COCTOSIHUA.

06.09.2018 1:34



PaccTaHOBKA IIEPEHOCOB

i

[lepeHoOCbI B CAOBax KaTeropu4ecku HEAOMYCTUMO PacCTaBAATb
C MCMOAb30OBAaHMEM KAABULLU KAABUATYPhI - (Aeduc).

[lepeHoChI paccTaBASIlOTCS Cpa3y BO BCEM AOKYMEHTE.
BbiaeAsTb KakoM-AMBO OTAEAbHBIN pparMeHT GecnoAesHo.

Bo Bkaapake PasmeTka cTpaHmunbl B rpynne MNapameTtpbl
CTpaHMLUbI LLeAKHMTE no KHornke PaccTtaHoBKa
NEpPEHOCOB U B NOSIBUBLUEMCS MEHIO BbibepuTe pexknum ABTO.
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PaccTaHOBKA IIEPEHOCOB

1 AAA HaCTPOMKM NapaMeTpOB NEPEHOCOB BbibepuTe
KomaHAy MapameTpbl paccTaHOBKU NEepeHOCOB.
B Anaroroeom okHe PaccTaHOBKAa NepeHOCOB MOXHO,
HanpuUMep, OTKa3aTbCs OT NMEPEHOCOB B CAOBaX M3 NMPOMUCHbBIX

6 7™
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IIpoBepKa NMpaBONMHCAHHA

1 INpun BBoae TekcTa Word 2010 0b6bivHO
aBTOMaTUYECKM NMPOBOAMT MPOBEPKY
npaBonucaHus (opporpaduio u rpammaTumKy).

1 Mo>XHO HaCTPOUTb OCHOBHbIE MapaMeTpbl
TaKOW MPOBEPKMU.

1 lMNepenaunTe Bo BKAAAKY DaMA U Bbibepute
KomaHAy MapameTpbi.

1 B amarorosom okHe NapameTpbli
Word nepenaute B
KaTeropuio Npasonucaxue.

1 YcTaHOBWUTE MapameTpbl MPOBEPKMU
opdorpadmu 1 rpamMaTUKM.

24




IIpoBepka nMpaBOIIHCAHHS
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IIpoBepKa NMpaBONMHCAHHA

1 lNpoBepKy npaBonncaHMsi MOXXHO NMPOU3BOAUTB KaK MPU BBOAE
TEKCTa, TaK U MOCAE BBOAQ TEKCTA Cpa3y BO BCEM AOKYMEHTE.

0 lNpaBonuncaHne MOXXHO NMpPOBEPATb AASl BCEX SA3bIKOB, AASl KOTOPbIX
yCTaHOBA€Ha TaKasi BO3MOXHoCTb. [1o ymoauaHumio B Word 2010 - 31o
PYCCKWUM, aHTAMMCKUIA U HEMELLKUM, YKPaUHCKMM. MoxkHO A06aBUTb U
APYrue fi3blKMu.

1 lNMpoeepka opdorpadpum BepeTcss NyTEM CPaBHEHUSA CAOB B AOKYMEHTE
CO CAOBaMM, UMEIOLLMMMUCS B OCHOBHOM M BCMIOMOTaTEAbHbIX
caoBapsax Microsoft Office 2010. Taknum obpasoMm, pakTU4ecKas
onevyaTKa MAU omnbKa MoryT ObITb MPOMYLLEHbI, ECAU TAKOE CAOBO
UMeeTCsa B cAoBapsaX. Hanpumep, ecan BMecTo cAoBa "cTpaHMuA”
O6yaeT HanmncaHo "cTaHuua" uamn "cTpaHHuua”, Word He onpeaeAnT
3TO KaK olwmnbKy. C Apyroi CTOpOHbI, MPaBUAbHO HaMMCaHHble CAOB2,
OTCYTCTBYIOLLUE B CAOBAPSAX, OYAYyT OnpeAeAeHbl KaK oWNOOYHbIE.
OG6bI4HO 3TO KacaeTcs CneuuaAbHbIX TEPMUHOB U COBCTBEHHBIX UMEH.
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IIpoBepKa NMpaBONMHCAHHA

0 Aob6aBAeHME CAOB B CAOBapb

1 CAOBO B TeKCTe MOXET ObITb HANMCAHO NMPaBUAbHO, HO
oTcyTcTBOBaTb B cAoBapax YWord 2010 u noTomy BblAeAAaTbCS
Kak owmnboyHoe. HTobbl 3TO He MOBTOPSAOCH, CAOBO CAEAYET
AOBaBUTb BO BCTOMOTraTEAbHbIA CAOBApb.

0 I'lpu npoBepke npaBonuMcaHs Npu BBOAE TEKCTA B
KOHTEKCTHOM MeHIO BbibepuTe KoMaHAy Ao06aBuTb B
CAOBapb.

1 lNpu npoBepke npaBonucaHMs BO BCEM AOKYMEHTE, AAS
AODGaBAEHMS CAOBa B CAOBapb Ha)KMUTe KHormnKy A o6aBuThb.
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3aMeHa TeKCcTa

1 B AokymeHTe MokeT noTpeboBaTbCsA 3aMEHUTb KaKoM-AMBO
TEeKCT.

1 Bo Bkaaake NAaBHas B rpynne PepakTupoBaHue Haxkmute
KHOMKY 3aMEHMUTb.

1 Bo BKAapKe 3aMeHUTb AnaroroBoro okHa Hamtu m
3aMeHMTb B noAe HamnTu BBeATE UCKOMbBIM TEKCT, B
noAe 3aMeHMUTb Ha - 3aMEeHSIOLWUMN TEKCT.

- . 5
- - A -
¥ » |

E L Y @ dex x Yv.A EEEE 2
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UcnoAb30BaHHE CHHOHMMOB

[l A3bIK AOKYMEHTa AOAXKEH ObITb APKMM U BbIPa3UTEAbHBIM.
HeAb3s AonyckaTb MHOrOYUCAEHHBIX MOBTOPOB OAHMX U TEX
YK€ CAOB, TABTOAOIMM, PEYEBbIX LITAaMMOB. PelunTb 3Ty 3apa4y
MOXKHO, UCMOAb3YSl CAOBapb CUHOHMMOB M CUHOHMMUYECKUX
obopoToB peun, umetowmmcs B Word 2010.

I 3ameHy CUHOHMMOM MOXHO NMpon3BeCTn HEMNOCPEACTBEHHO B
TEKCTE.

1 WleAkHMTe No cAoBY NpaBoM KHOMKOM MbILUM, B KOHTEKCTHOM
MeHIo BblbepuTe KomaHAY CUMHOHUMBI U
BblbepuTe CUHOHUM.
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Hcnoan3o0BaHHe Oydepa oOMeHa
Office

1 B 6ydepe obmeHa Office MOXXeT OAHOBPEMEHHO XPaHUTbLCS
AO 24 pparmeHTOB. HTOOBI BOCNOAB30BATHCA UMM,
HeobxoaMMO BbiBecTM B OKHO Word obaacTb 3apaa4 Bydep
o6meHa.

1 AAs oTobpaxkeHMs obAacTU 3apa4 BO
BKAaaKe TAaBHas weAkHMTe no 3Hauky rpynnel Bydep
o6MeHa. B HeKkoTOpbIX cAyYasx 3Ta 06AaCTb 3324 MOXKET
NOAABAAATbCSI aBTOMATUYECKM.

1 O6aactb 3ap24 Bydpep o6meHa B Word 2010 obbivHO
oTobOpaXkaeTcsi B AeBOM YacTh oKHa. AAs yaobcTBa rpaHmLy
MeXAY 0BAACTbIO 3aA24 MU AOKYMEHTOM MOXXHO MepeMeLaThb
BAEBO WAM BNpaBo. [1pu keAaHMM 06AACTb 3aA24 MOXKHO
NnepemMecTUTb K MPaBOMY Kpatlo OKHa.
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HUcrnmoAb30BaHHE o ” -
Oydepa oomeHa —
Office =

1 B obaacTn 3apay oTobparkaloTca BCeE HAKOMAEHHbIE SAEMEHTDI
(06beKThI). BuA 3HaUKa 3AeMeHTa 3aBUCUT OT MCTOYHUKA
AaHHbIX. AAS BCTaBKU AIOOOro 3AeMeHTa LLEAKHUTE MO HEMY
A€BOWM KHOMKOM MbILm. AASi BCTABKM Cpa3y BCEX SAEMEHTOB B
TOM NMOPSAKE, KaK OHM NMOMeLaAUCh B bydep obmeHa, HaXkKMUTE
KHoMNKy BcTaBuTb BCce. AAd NpocMOTpa AONOAHUTEAbHbIX
napameTpoB oTobpaXkeHUs MAU CKpbITUs Bydepa obmeHa
LeAKHUTe no KHonke MNMapameTpsbl.

1 OTAeAbHble IAEMEHTbI MOXXHO YAaAUTb U3 bydepa obmeHa.
LLleAKHMTEe No a3AeMeHTy B 0bAacTH 32434 NPaBoOM
KHOMKOM MbILM U BbIDEpPUTE KOMaHAY KOHTEKCTHOTO
MeHIO Y AaAUTb. AAS YAAAEHUSA Cpa3y BCEX SIAEMEHTOB
HaOXXMUTEe B 0bAacTM 3apaa4 KHoNKy OumucTuTb BCe.
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CoszzmaHHe KOMIIAEKCHBIX TE€KCTOBBIX
JAOKYMEHTOB

0 I'l.1.lpuembl ynpaBaeHns obbektamm Microsoft Word
285
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| 1.2. Beoa dopmya 294
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| 1.3. PaboTa c Tabanuammn 296
]
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CoszmaHHe TaOAHIIBI

0 O6wune cBepeHnsa o Tabamuax

1 Tabamubl B AookymeHTax Word ncnoAb3yioT, 6oAbLLeN YacTblo,
AASl YNIOPSIAOYMBAHUS MPEACTaBAEHMS AaHHbIX. B Tabanuax
MOXKHO NMPOM3BOAUTb BbIYUCAEHUS, TAOAULLBI MOXKHO
NMPUMEHSTb AASl CO3AaHUSA BAAHKOB AOKYMeHTOB. TabAMYHbIE
A2HHbIE MOXXHO UCMOAb30BaTb AASl CO3AAHUS AMarpamMm.

[1 A4veriku TabAULLbI MOTYT COAEPKaTb TEKCT, rpadpmyeckue
OObEKTbl, BAOXKEHHbIe TabAMLbI.

1 AAS BCTaBKM TabBAMLbI MCNOAB3YIOT BKAAAKY BcTaBKa.

1 Aas paboTbl ¢ Tabamuamum B Microsoft Word npumeHsioT
KOHTeKCTHble BKAaaKM KoHcTpyKkTOp M MakeT rpynnbl
BKAaAOK PaboTa ¢ TabAMuaMKu. DTH BKAIAKU
aBTOMaTUYECKU OTODParKaloTCsl, KOTA2 KYPCOP HAaXOAMUTCA B
KaKOM-AUMDO s4YeliKe cylecTBytowen TabAnLbI.
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CozmaHHue TaOAHIIBI

l Paﬁo*_ra C T3a6/THLaMN o=

| KoHcTpykTop

[¥] Crpoka saronoska ¥ Nepssiti cronbey

- &
CTpoKa MTOros MocneaHuii cronéely ~ | Hrpanvys ~ | 0,5n7 -
V! Yepeayoumeca crpoku || Yepeayloumecs cronbust "7 Z User nepa ~ A
MapameTpei cTUneit Tabnuy Hapucosatb rpaHnusl

‘ PaGorac msnuuamu

us  Cewnk Pacchinkin  Peuensup e Bua  Paspas. Maxer | > @
B Borasutb ciwsy [ O6weaunnTs aueiine E = @ BE Bupo e -- = A @ %l & NosTopHTs CTPOKM 3ar
i Barasuts cnesa ({5 Pas6uTs aueiiku 2y = =% Npeo6pasosaTs & TeKcT |
Bmmm BB s i | 2 s A Astonop6op 0,04 cm 11 BuposnaTs wpuHy cronéuos =il Hanwmnue m CopTuposka F o
CTpoKu M cTonbust i O6beanHnTL Pazmep aueiku i Bupmmme ‘

MHTEPHET-YHUBEPCUTET UHOOPMALIMOHHbLIX TEXHO/OTUA!

O®OPMJIEHUE 3AKA30B

HTO MOXHO 3AKA3ATL?

B MHTEPHET-MarasuHe NPoAaKTCA yueBHMKM U KHUMM, BbINYLEHHDIE U3AaTeNbCTBOM MHTepHeT-
YHusepcurera MHPOPMaUMOHHBIX TeXHOMOMMI, AUCKM C yuebHbIMK Kypcamu, nporpammHoe obecneve-
HWe, @ TaKe HEKOTOpble APyrie TOBapbl. KpOMe TOro, B HEM MOXHO OPOPMUTL 3aKasbl Ha 3arpysKy
yueGHbIX KypCOB C CaNTa, @ TaKKE 3aKa3aTb A0CTABKY AMNAOMOB.

Data Mining Yy6ykosa UA. 450.00 py6.
Flash MX ansa npodeccuonansibix Kanyctun M.A., Kanyctun MNA., 450.00 py6.
NPOrpammmcTos Konbinosa A.l.

IP-TenedoHMUA B KOMNBIOTEPHBIX CETAX Backakoe W.B., Nponetapckuin A.B., 225.00 py6.

Menshukos CA., ®eotos P.A.

PERL ana npodeccroHanbHbix MeneHukos C.B. 270.00 py6.
NPOrpammucTos. PerynapHoie

UML: MNepeoe 3HaKOMCTBO Babuy A.B. 248.00 py6.
ABTOMaTM3auMa A pexyn B.U., Koposkuna HA., 231.00 py6.
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CoszmaHHe TaOAHIIBI

1 MoXHO HacTpOUTb HEKOTOpPbIE NapaMeTpbl CO3AaBaEMOM
TabAMLLDI.

1 YcTaHOBUTE Kypcop TyAa, rae OyAeT HaXOAMUTbCA Co3paBaeMas
TabAamLA.

1 WeakHuTe KHOMKY TabAmua Bo BkAaaKke BcTaBKa 1 Bbibepute
KomaHAy BcTtaBuTb TabAMLY.

1 B okHe BcTaBKa TabAMLbl BbibepuTe Tpebyemoe KOAMYECTBO
CTPOK U CTOABLLOB, a Tak)Xe crnocob aBTonoabopa. [pu Beibope
PeXXMMa MOCTOAHHDbINM MOXHO YCTaHOBUTb LUMPUHY CTOAOLLOB
TabAULLbI.

36 06.09.2018 1:34



CozamaHHue TaOAHIIBI

W d9-0|= WHTYUT_10 - Microsoft Word = 5=
n TnasHas 1‘ Bcrasxa ] PasmeTka crpaHuubl Ceninkm Py Bug Paspaéorunk Hagcrpoiku () e
) TwrynbHas crpanmua = @ a {1 @, runepcciinxa !=j . 4 A— |& Crpoxa nognucu ~ T @opmyna ~

-- £ %
) Nycras apanmya = g é @4 A 3axnagka = = —— [3) Aatauspems £2 Cumeon ~
Ta6nuua Pucy Kap S rt Auarpamma CHUMOK BepxHuit HioxHui Homep H: pec:-snom Wi ua
!};' Paspeis cTpaHuust - 3KpaHa * [& MepekpecTHan CCENKa | xonOHTUTYA * KONOHTUTYA ¥ CTPAHML ™ - - $d O6vext ~

C T Mnmocrpauuu Ceasun KonoHTutynst Texcr Cumsonsl

WUHTEPHET-YHW BE p| BraskaTsomis: =Bl X TEXHONOTUM

O®OPMJIEHUE 3AKA30B

HTO MOXHO 3AKA3ATbHY

B MHTEPHET-MarasuHe ’ " HwerHble n3gatenscreom UkTepHer-
YHusepcureta MHbopma Kypcamu, nporpammHoe obecneue-
HUE, @ TaKXe HeKoTopbie ARy 0 0pOPMUTL 3aKa3bl HA 3arpysKy
y4e6HbIX KypCOB € CaitTa, a TaK|

[T} No ymonuammo ana Hossix Tabnit

TOBAPbI KOMM/IEKTA l E;GS_:..I LA;_.’_”E,E‘@I

KAK HAVTU YYEEHUK MU APYTOM TOBAP B MATASUHE?

Ecnu Bbl enaete HaTu HeoGxoAMMbI Bam TOBap, TO Camblii NPOCTOM cnocob - BOCNONb3YM-
Tecb HaWMM Katanorom. Bce TOBapbl pasbuTbl Ha TOBapHbIE rPYNNbI: KHUMM, NPOrpammbi: BoiGpas To-
BapHYIO rpynny, Hanpumep «KHuru», Bol NONagaeTe Ha CTPaHMUy KaTanora. B pasaene katanora npea-
CTaBNEH CNUCOK TOBAPOB C KPAaTKOM MHPOPMAaLMen 0 H1X. YTOGbl NOCMOTPETb AETaNbHYIO MHOPMALMIO
06 uHTepecyowem Bac TOBape - HAKMUTE Ha ero u306paxeHue, Ha3BaHe UAKU KHONKY «noapobHee»,
nocne 3Toro Bol NonazeTe Ha CTPaHuULY ONUCaHWA TOBapa.
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BBoa dopmya

1 HeobxoanMOCTb B HAaAUHYMK CPEACTBA AAS BBOAQ
MaTeMaTUYECKUX BbIPAXKEHUI B TEKCTOBbIM AOKYMEHT
XapaKTepHa AASl HAy4YHO-TeXHUYECKOM AOoKyMeHTauuu. OAHUM
M3 TaKMX CPEACTB SIBASIETCSI CNELMaAbHOE MPUAOXKEHUE
Mathcad. Ho ¢dyHkumm cuctembl Mathcad HamHoro wimnpe, 1
eCTb HEMaAO OCHOBaHMUM AASl TOTO, YUTOObI UMETb NpocToe
CPEACTBO BBOA2 POPMYA B CAMOM TEKCTOBOM MPOLLECCOPE.

1 B nporpamme Microsoft Word Takum cpeACTBOM SIBASIETCS
peaakTop popmyAa Microsoft Equation 3.0. OH nosBoasieT
co3aaBaTb GOPMYAbHblE OOBEKTbI U BCTABASATb MX B TEKCTOBbBIM
AOKYMeHT. [1py HeO6XOAMMOCTU BCTAaBAEHHbIM OOBbEKT MOXKHO
PEAAKTUPOBAaTb HEMOCPEACTBEHHO B MOAE AOKYMEHTA.
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BBoa dopmya

1 INpeAnOAOXKUM, YTO HaM HEODBXOAUMO MEXAY ABYMS
ab3auamn BBECTU CAOXKHYIO GOpMYAY. AAst 3TOro B TO MecCTo,
B KOTOpOe Mbl OYAeM BCTaBASITb GOPMYAY, HY>KHO NMOCTaBUTb
Kypcop. 3aTem B MeHto «BcTaBka» BblbpaTb NYHKT «O6beKT»
M B OTKPbIBLLEMCS OKHe BblbpaTb 0bbekT «Microsoft
Equation,3.0.... ? o

| |
Cosganue | CospaHue 13 daiina |

Tun obvekTa:

CorelDRAW X5 Graphic o~
Encapsulated PostScript

Flash Document

Microsoft Equation 3.0

Package

Package

WordPad Document

[Jeouunblit auct Microsoft Office Excel

m

[ B euge 3Hauka

Pe3yneTart

Bcraeka Hoeoro obbekta Tuna "Microsoft Equation

3.0" B AOKYMEHT.

oK ][ Otweta ]
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3anyck H HaCTpPOHKA pedakKTopa
¢dhopmya

0 AAfA 3anycka pepaakTopa POpMYA CAYXKUT KomaHAa BcTaBka °
O6bekT. B oTKpbIBLUEMCS AMaAoroBom okHe BcTaBka obbekTa
caeAayeT BbibpaTb NyHKT Microsoft Equation 3.0 B cnmcke Tun
obbekTa Ha BKAapaKe CospaHue. OTKpoeTca naHeAb
yrnpaBaeHuss OopMyAa, NpeACTaBAEHHAs! HA PUCYHKE:

} Qopmyna @I

| g2= | iap- | w35 |20 |5l v3|enc | gl | Awb 406

eHuAa pedakmopa d)opM)y/// vy ,’

)1b30BaTbCA pe,u,aKTopor’a' V+} xﬁ,B € opmyA, CJ
@

[NaHeAb yripaBAeHMs peAakTopa popMyA
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3anyck H HaCTpPOHKA pedakKTopa
¢dhopmya

1 lNpu aTOM cTpOKa MeEHIO TEKCTOBOIO MPOLLECCOpa 3aMeLLaeTCs
CTPOKOM MeHIO peaakTopa dopmyA. [1pexxae vem
NOAb30BATbCA PEAAKTOPOM GOPMYA, CAEAYET BbINMOAHUTbL €ro
HaCTPOMKY.

®ann MNpaska Bua Dopmat Crune  Pasmep OrkWo Cnpasxa ]

L 3---2-:-1'1-8-u-7~z«.-3-s-4--.s-u-s~.»

~

f‘faHennpeﬂaxropa/ > <zx Ash i te® 2ol ¥3 ENC deol AwB AQ®
chopmyn @0 | &1

-

':“ TIPOTHO3HPOBAHITA H ITIaHHPOBaHITI 3KOHOMITYCCKITIX CHTYALI o1 u TMPHHEATITA He
T OCHOBE€ 3TOr0 YIIPaBJICHYECKIIX ) elIeHH i1, TaK H BCell 3KOHOMIKOIT B LIEITOM.
3nemenTel dhoprayn

Mone AnA BCTaBKu
chopmynel

e CnenoBaTenpbHO, MaTeéMaTH4eCKad JOTHKa, I PaBHO KaK H MaTeMaTHYECKOE
c MOOCIIPOBAHIIEC TarkgKe COIpPIKacaeTCca ¢ Teoplk 1e11 TMPHHATITT  PCHICHI il B
- MEHET/AMEHTE.
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3anyck H HaCTPOHKA pedaKTopa

dOopMYA.

FnasHan Bcraeka PasmeTka cTpaHuubl Cebinku Pacceinku PeleHznpoBaHne Bug Haacrpoiiku Acrobat KoHctpykrop
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i 2
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-
06Lwue

WpudT no ymonuanuio Ans obnacreit popmyn:

ABTOMaTMUeCKM NPeobpazoBLIBaTL BLIPAKEHUA B NpodeccHoHanbHIii hopmat

e o - x
pesanopoAa s (x+3) B¢ Bopuys cm
- - -

] w b pasmep npocrbix Apobeii B oTobpaxaembix hopmynax
Mpu KonupoBaHuM opMynbl

@ = '

(") konupoeate MathML e Gycep obmeHa Kak 06bIUHbIIi TeKCT a< (x + V) ,3..”3 S 1
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3anyck H HaCTPOHKA pedaKTopa
¢opmya

1 B peaakTOpe pOpMyA MO YMOAYAHUIO YXKE HAXOAATCS
HECKOAbKO POPMYA U K HUM €CTb BO3MOXHOCTb A0DaBUTD

cBOU POPMYAbI, KOTOpbIE MOTYT NOBTOPATHCA C HEOOABLUMMM

M3IMEHEHUNAMMU.
'E!g' D - iHbopmaTvka flekia 45 Microsoft Wore

fnagHas  Bcraeka  Pasmerka cTpaHMusl  CceiikM  Pacceinki  PeueHsupoeawme  Bua  Hagcrpoiiku  Acrobat KoHcTpykTop
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Popmyasl B Word 2010

Tanes How Ramas TR - }- e X A )
:l-s-anr;-&:ll..ml

Croee Pran g camees

AB. TTuresnosa. COMIANMO H POSAKTHDPOBAMME TEKCTY

6. Hanummure cneayomue Q)ovanu-

_ =bx\b'—dac L (=1)'a
T12= 2a Xot =24 zlk+lnl

7. Coapaifite TexkcroBulit ¢ain u
TpeGoBaHHAM.

JecTpYKTHEHEIEC BO3MOKHOCTH.

[To NecTPYKTHBHHEIM BO3MOKHOCTAM BHJ
Geappenele, TO CTh HHKAK He BIHAKIIHE Ha
YMEeHBIIeHHA CBOOOAHOH DaMATH Ha JIHC
pacnpocTpaHeHHd);-HeoNnacHsle,  BIHAHHE
yMeHbIIeHHeM cBODOAHON MaMATH Ha JAHCKe, [
npoYnMH 3pPeKTaMi; -oNacHule, KOTOphIe MC

cboam B pabore xo“nblorepa' -04YeHb onacuue.
12118 n «
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AeKnIHa oKoOHuYeHAa!
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