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[ IporpamMmma MOXET IIUPOKO
MCIT0J1b30BATHC JIJIA
CO3JaHMs OYKJIETOB,
N3aHUSA ITKOJIbHOU
CTCHIa3€Thl, IIPUIJIALLICHUS
1 OOBSIBICHMS, II0JAPOYHBIX
KaJICHIapeu U HarpaaHbIX
IpPaMoOT U T. 1.



3anyckK nporpaMmbil

e Ha manenu 3aga4 menkaure KHONKY Ilyck.

e llomBeaure yKazaresib MBIIIHU K TYHKTY
IIporpamMmuel.

e Hangure nmynkr Microsoft Office u HaBeauTE
Ha HETO yKa3aTejlb MbIIIIH.

e OTKpoETCA NEpEUEHb NPOTrPaMM IMAKETA
Microsoft Oftice 2003.

e JleBou kHomkou meakaute Microsoft Office
Publisher 2003. OTkpo€eTcsa OKHO IpOrpamMmBbil.



Co3aaHue nyonukauum c
nomMmolwbio MacTtepa nyonukaumn

B j1eBOM 9acTu OKHA mporpaMmel pacionoxeHa Qoaacrb
3a/1a4, B KOTOpPOM OTKphIBacTcA pazaci Hauarp ¢ makera.
Brioepute IlyOamkanust aJ1s1 me4yaTu, a 3aT€M B CIIMCKE
nyOonukauui menkauTe O0baBIeHMsE.

B mpaByo 4acTh OKHA 3arpy3sATcCs MaKeThl, HA OCHOBE
KOTOPBIX MOXKHO CO3/1aTh COOCTBEHHYIO ITyOJIMKALIMIO:
MakeT npeacTaBiasieT COO0M IPOTOTHUII ITyOINKaALH
(HarpuMep OO0BABICHHUE), COACPKAINN 00pa31bl TEKCTA U
PHCYHKOB, KOTOpPbIE HEOOXOAMMO 3aMEHUThH HA
COOCTBEHHBIE.

M3 npeio;KeHHBIX BApHAHTOB BBIOEPUTE MOHPABUBIITNHCA,
Ha)KaB Ha HETO JICBOM KHOIIKOW MBIIIN. BbIOpaHHBIN MAKET
MH()OPMAITMOHHOTO OOBSBICHUS 3arpy3UTCS B OKHO
TOKYMEHTA.



Ecny BBIOpaHHBIN MaKeT OOBSBICHHUS BaM
HE TIOHPABUJICS, 3aMEHUTE €T0, B
OobJuacT 3aaa4 MIEIKHYB KOMaHTy
MaxkeTbl myOJMKaIMNA 1 BEIOPAB
HEOOXOIUMBIA MAKET.




CoxpaHeHue nyonukauuu

Eciin BBI COXpaHsIETE MyOIHKALMIO BIIEPBEIC, €U
HEOOXOIUMO IIPUCBOUTh UMS M YKa3aTh MaIKYy, TJI¢
OHa OyJIEeT XpaHUThCH.

B meno @ani nienkauTe CoOXpaHUTh KaK.
[TossBUTBCS IanoroBoe OKHO COXpaHUTh Kak.

B packphIBarolieMcs CIUCKE BEIOEpUTE MAMKY,
rje OyAeT XpaHUThCA (haiil MyOIMKALIUH.

JIeBOM KHOIIKOU MBI OBAXKIbI IIEJIKHUTE UM
BbIOpAHHOM MAaIKHU.

B nosie Umea ¢gansa BMeCTO NPEII0KEHHOTO 110
YMOJIYaHUIO BBEIUTE HYKHOE UM,

[Ilenkaute KHONKY COXPAHUTD.



[Ipu mocneayromneM coxpaneHuu (haniia HET
HEOOXOIMMOCTH B UCIOJIb30BAHNN KOMAaH IbI
Coxpanurs Kak. /[0CTaTO4YHO MIEIKHYTh
KHONIKY COXpaHUTH E Ha I1aHEeJIn
MHCTPYMEHTOB CTaHAapPTHAA UJIHA B-MCHIO
daiin BeIOpaTh kKoMaHAy COXpaHUTh.



N3MeHeHMe uBeToBOM CXeMbl obpa3ua

B O0uacru 3agay meiakaute I{BeToBbIE CXEMBI.

B packpeiBiiemcs crnucke IlpyMeHUTH BETOBYIO CXEeMY,
BbIOEpUTE HEOOXOAUMYIO IBETOBYIO cxeMy. OOpaTuTe BHUMaHUE,
YTO I[BETOBAs CXeMa MyOJIMKAIIMU U3MEHSIETCS B 3aBUCUMOCTH OT
BBIOPAHHOM CXEMBI.

Ecnu npeioxKEHHbBIE IIBETOBBIE CXEMbBI BAC HE YCTPAUBAIOT, BBl MO
KETE CO3aTh COOCTBEHHYIO IIBETOBYIO CXEMY HJIM BHECTH
M3MEHEHH B BbIOpaHHY0. B O0acTh 3a1a4 1ICIKHUTE KOMaHTy
Ioab30BaTe/IbCKas IBETOBAA CXeMa.

B oTkpriBIIEMCS 1UATIOTOBOM OKHE LBeToBast cxeMa OTKpPOUTE
BKJIaAKy Ilosib3oBaTeabckasi (0OBIYHO OTKPBIBAETCS IO
YMOJYAHHIO).

B neson yactu okHa LiBeTa cxembl nu3zmenute TekymuH nBeT Ha
Hosplii. B npaBoii yactu okHa B obiactu IlpeaBapureabHbli
IPOCMOTP OTPAXKAKOTCA BCE LIBETOBLIE U3MEHEHUH.

CoxpaHHUTE CO3/IaHHYIO IIBETOBYIO CXeMy. J[JIst 5TOr0 MIETKHUTE
KHOTNIKY COXpaHUTh CXeMYy, B OTKPBIBIIIEMCS JUAJTOTOBOM OKHE
CoxpaHeHue cxeMbl BBeIUTE UM cxeMbl U meakauTe OK.
Co3anHas BaMHU LIBETOBas cxeMa JI00aBUTCS B CIIUCOK JOCTYITHBIX
IBETOBBIX CXEM.

[Heaxkante OK.



N3meHeHune wpundtoBon cxembl obpasua

e Jlmsa BeIOOpa cTmiis mpudTa B Q0smacTu 3aga4
neakauTe koMauay lllpudgroBbie cxeMsl.

e B orkpeiBuieMcs criucke Il puMeHUTH PP TOBY IO
CXeMY BBIOCpHUTE HEOOXOIUMYIO.

e IIpu HEOOXOAMMOCTH MOKHO BHECTH U3MCHCHHUS
B BEIOpAHHYIO HIPU(PTOBYIO CXEMY, IIICIIKHYB JICBOU
KHOIIKOM MbIIIK KoMaHay Hacrpoinka mpudgroBou
CXeMbI B HY)KHEW YacTH dKpaHa.

e B orkpriBmieMcs quanoroBoM okHe Ilapamerpsl
IPUPTOBOM CXeMbI CHUMHUTE HEHYKHBIC (DJIAKKHU.



3amMeHa «MecTo3anornHuTenen» TeKCTom

Microsoft Publisher co3mnaer pasmeTky Baiero
OyKJIETa C MOMOIIBIO CIIEIMAIBLHBIX PAMOK C
TEKCTOM - «MecTo3arnoaauTencmy. lllenknys

BHYTPH 000 paMKH, BBl MOXKETE 3aMEHUTh TCKCT
«MECTO3AIIOJIHUTEIIS) Ha CBOM COOCTBEHHBI.



BBoA TeKkcTa, 3aroyioBKa, noa3arorioBKa,
aapeca U KOHTaKTHbIX TernedoOHOB B
«MecTo3anonHuTenn»

o [llenkHUTE JIEBOM KHOIIKOW MBIIIN BHYTPH
TEKCTOBOU PAMKH.

e BpIienure v yqaanuTe TEKCT.
e BBenuTe HOBBIN TEKCT.

e OTdopMaTUpyHTE TEKCT C MOMOIIBIO ITAHECIN
UHCTPYMEHTOB DOopMAaTHPOBAHME.



Co3anaHue TeKCTOBOU paMKWn

e B Mmenro komana Beraska — Haanucn.

e llepeBenure ykazareiab MBIIIHA B HY>KHOE MECTO
OyKJeTa, yKa3aTreiab NPUMET BU/I ITFOCA, HAKMHUTE
JIEBYIO KHOIIKY MBIIIHA U, HE OTITYCKas €€,
HAPUCYUTE TEKCTOBYIO PAMKY, HAUUHas C JIEBOFO
BEPXHETO U 3aKaHYMBasl HUYKHUM IIPABBIM YIJIOM,
IJI€ TEKCT JOJIKEH 3aKaHYMBATHCA. OTIYCTUTE
KHOITKY MBIIIIH.



N3mMeHeHUe pa3mepoB n

nepemMelleHne TeKCTOBOU paMKH

Brigennre Co30aHHYI0 TEKCTOBYIO paMKﬁ, BOKPYT HEE
IOJKHBI IIOSIBUTHCS BOCEMb MapKepoOB. JJIs1 "3BMEHEHUS
pa3MepOB TEKCTOBOM paMKH MOABEANUTE YKAa3aTEIb MBIIIH
K OJHOMY M3 MAapKEPOB, KOTJIa yKa3aTeiab IPUMET BU/I
IBYCTOPOHHHUX CTPEIOK, HAXKMHUTE JEBYHO KHONKY MBIIIH
W, HE OTITyCKas €€, IEPEMECTUTE YKa3aTellb B HYKHOM
HaIpaBJICHUH, KaK TOJBKO pa3MeEpbl TCKCTOBOW PAMKH
OOCTUTHYT HEOOXOAUMBIX, OTIYCTUTE KHOIIKY MBIIIH.

J11s mepemenenus TEKCTOBOM PaMKH BEIIETIUTE €€,
MOABEAUTE yKa3aTellb MBIIIN K I'PAHUIIE TEKCTOBOU
pPaMKH, KOTJla YKa3aTeiab IPUMET BU]I
YETBIPEXCTOPOHHUX CTPEIIOK, HAXKMUTE JIEBYHO KHOIKY
MBIIIIM U, HE OTIIYCKas €€, IEPEMECTUTE PAMKY

B HY’KHOE€ MECTO OyKJIETa.



Co3pnaHue oobekta WordArt

IloMuMO 00BIYHBIX CPeACTB (hOpMATHPOBAHUS TEKCTA,
3aroJIOBOK MOKHO 0()OPMUTH B BH/Ie KPACOYHOM
HAANUCH, UCII0JIb3YH CTHIU WordArt.

Ha nmanenn nHcTpyMeHTOB PHUcoBaHme IEIKHUTE
KHOIIKY Jlo0aBUTH 00beKT WordArt.

B oTkpsiBIIEMCS JHAIOTOBOM OKHE Kosnekuus
WordArt BBIACINUTE HYKHBIW CTHJIb HAIIHCH.

[Hleaxkuute OK.

B oTkpbiBIIEMCS [UAIOTOBOM OKHE U3MeHeHne TEKCTa
WordArt BMecTO TeKkCT HAANMCH BBEIUTE HY>KHOE.

[Henxkaure OK.
3aro0BOK MOSBUTCS B IOJIE OyKIIeTa.



[lepemelneHne nu NaMeHeHue
pa3mepoB oobekToB WordArt

YT0o0OBI NEPEMECTUTH CO3AAHHYIO HAJINNCH, IOABEAUTE
yKa3aTeiab K €€ rpaHulle (yKa3aTenab AOKEH NPUHSTh
BHJ] YETBIPEXCTOPOHHUX CTPEIJIOK), HAXKMHUTE JIEBYIO
KHOIIKY MBIIIN U, HE OTIIyCKas €€, IIEPEMECTUTIEC HAIIIUCH
B HY’>KHOE€ MECTO.

YT0OBI MIBMEHHUTH Pa3MEpP 3aro0BKa, IIEIKHUTE €ro
JIEBOM KHOITKOM MBIIIIH - 10 IIEPUMETPY NOIBATCA BOCEMB
MapKepPOB.

[ToaBeguTe yka3aTelb K JJFOOOMY MapKepy. YKa3aTellb
IPUMET BUJI ABYCTOPOHHUX CTpeaoK. HaxxMute 1eBylo
KHOIIKY MBIIIIM U, HE OTITyCKas €€, IepeMeIIanTe
yKazaTellb B HY>)KHOM HaIlpaBJICHUH, HOKA O0OBEKT
WordArt He JOCTUTHET KEJTAEMBbIX PA3MEPOB.



N3mMeHeHUe napamMmeTpoB HaAMUCK

YTOOBI H3MEHHUTH LIBET 3ar0JI0BKA, BBIACIUTE €TI0
M Ha HEM HAXXMHUTE MPABOU KHOMKOMU.

B OTKpBIBIIEMCS IHUAJIOTOBOM OKHE D@opMar
o0bexkTa WordArt orkporte Bkiaaky Iisera u
JIMHUMU.

B pa3zagene 3aaMBKa paCKpOUTE CIHUCOK
IIBeT 1 BEIOCPUTE HYKHBIN LIBET OYKB.

[Ieaxuute OK.



3amMeHa n3oopaxeHunwu

e Brigenure n ynanure kinasuinen Delete
PACIIOJIOKEHHBINM B MyOIUKAIIMH PUCYHOK.

e BcraBbre n1pyrov pucyHok. st 3TOTe B MEHIO
BcraBka BeiOcpuTe koMaHAy PHCyHOK —
KapTuHkHU. B OTKpBIBIIEMCS TUATOTOBOM OKHE
KoJ/uieKuus KJIMImoB, BBEIS KIIIOYEBOE CII0BO IS
IIOMCKA, BLIOEPUTE HY>KHBIA PUCYHOK, IIICIIKHYB Ha
HEM JIEBOW KHOIIKOW MBIIIIH.

o llepemecTuTe pCYHOK HA MECTO YIAJIEHHOTO.



[lepemMmelneHne nu NaMeHeHune
pa3MepoB PUCYHKA

[IlenkHuUTE BCTAaBICHHBIU PUCYHOK JIEBOM KHOIKOM
MBIIIH, TI0 IEPUMETPY MOABATCS BOCEMb MAPKEPOB.

HaBenute ykazarenab MBIIIA HA pUCYHOK, KOTa
yKa3aTeylb MPUMET BUJT YETBHIPEXCTOPOHHUX CTPEIIOK,
Ha)KMUTE JICBYIO KHOIIKY MBIIIN U, HE OTIYCKas €€;
IIEPEMECTUTE PUCYHOK B HY>KHYIO 4acCTh OyKJICTa.

J1J1s1 "BMEHEHUA pa3MEepPOB MOABEAUTE YKA3aTeIb MBIIIH
K JIJOOOMY YINIOBOMY MapKepy, KOrja yKa3areiab MPUMET
BU/JI IBYCTOPOHHUX CTPEJIOK, HAKMHUTE JIEBYIO KHOIKY
MBIIIHA U TIEPETAIUTE YKA3aTEh B HYKHOM
HAIIPABJICHUHU JJISI YBEIUYCHUS NI YMCHBIICHUS
pPa3MEPOB PUCYHKA.



HacTtpownka nsobpaxeHus

B Microsoft Publisher ectb BO3M0OKHOCTH U3BMEHUTH
HAaCTPOMKH N300paKCHUS, YBEIINUUTh WU
YMEHBIIUTD SIPKOCTh U KOHTPACTHOCTh, 00pE3aTh
WJIN TIEPEKPACUTH PUCYHOK.

e Ilpu BhIACICHUM PHUCYHKA JOIKHA MOSBUTHCS TAHEIb
Hacrpoiika n300paskeHusi, €CJIHU €€ HET, B MCHIO Buj
BeIOcpUTE Ilanesu mHcTpymenToB — Hacrpoiika
n300paxkenusi. lisMeHnTe HACTPOMKH M300paKCHUS, CCIIH
3TO HEOOXOIMMO HCIIOJIb3Ysl KHOTIKU IMaHEIIH
MHCTPYMEHTOB.



Pabota ¢ Tabnuuamu

e B menro Tadauma BeiOcpuTe BeraButh — Tadauna.

e B nosBuBIIEMCS nuaaoroBom okHe Co3ganue
TA0JIUIbI, UCITOJIB3Ysl KHOIIKM OKOJIO TIoJIcH YucJ10
CTPOK 1 UMCJ10 CTOJI0OB, YCTAHOBUTE HYKHOE
KOJIMYECTBO CTPOK M CTOJIOIIOB.

o IIlenkuure OK.

Jlanee paboTa ¢ TabnuIaMu MPOUCXOAUT TAKKE KaK B
Worde.

MO:XHO U3MEHUTH pa3Mephbl TaOJIUIIBI, BEICOTY CTPOK U
IIIMPUHY CTOJIOLIOB; EpeMeIaTh Ta0NIuUIly; BCTABISATh B
SYCHUKH TAOIHUIIBI TEKCT U €ro (OPMaTHUPOBATh.



Co3aaHue choHa bykneTta

[IyOnukanus OyaeT UMeTh 3aKOHYCHHBIN BHU/I, €CIIU
€ 3a1aTh (POH.
B meHo @opmar meiakHute OoH.
B Oo6sacTu 3agau otkpoercs pasaei DoH.

J1J1 TipUMEHEHUS TIPOCTOM 3AJIMBKHU IICTIKHUTE
HEOOXOAMMBIN LIBET B NPEIJIOKCHHON NAIUTPE LIBETOB
IlpuMeHuTH (POH.

Wiy BeIOEpUTE OAUH 13 NPEACTAaBICHHBLIX BApHAaHTOB
(doHa.



Co3aaHvne coOCTBEHHOro BapuaHTa
cdooHa

Yto0bI 100ABUTH HEOOXOAWMBINM LIBET B MAJIMTPY LIBETOB,
B O0/1acTH 32124 MICIIKHUTE KOMAHY
JlonoJiHMTEIbHBIE IIBETA U B J1UaJI0I0OBOM OKHE LlBera
BBIOCPHUTE HEOOXOIMMBIN IIBET.

[Hleaxkuute OK.

Br10paHHEIN LIBET J00ABUTCS B MAJUTPY LIBETOB
IlpuMeHuTH (POH.

JI1s1 co3manms gpyrux THIIOB (hoHa B Q0JacTH 3a4a4
IIECJIKHUTE KHONIKY JlOMOJTHUTEeIbHbIE THIIBI
(poHOB.

B oTkphIBIIEMCS TUATIOTOBOM OKHE Cnoco0bI 32/ ITUBKH
Bbl MOXKETE CO3/1aTh COOCTBEHHBIN BapHUAHT I'PaIMCHTHON
3aJIUBKH WM IIPUMEHUTH B Ka4€CTBE (JOHA COOCTBCHHBIM
PUCYHOK.

[Iocne co3manus BapuaHTa (pOHA B JUAJTOTOBOM OKHE
Cnoco0n1 3aauBkH 1eiaxkaute OK.



