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BcnomuHaem npowayrko temy

lNepeuncnunte coctaBHble YaCcTU KOMNblOTEpPA




BcnomuHaem npowayrko temy

KakK sbirnagut nanka?
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BcnomuHaem npowayrko temy

loe HauTU yaaneHHbin dpann?



BcnomuHaem npowayrko temy

Yro 60nbLIE?
1 1Mb
1Kb 1MBbB
1 100 Mb
1 1000 Mb



ANroputm paboTbl C NPOrpammon
MS Word

OTKpbITb (CO34aTb) HOBbIM AOKYMEHT
HabpaTb TeKcT

OTdopmaTUpOBaTL

CoXpaHuTb

[TocmoTpeTb

PacneyaTtaTtb

3aKpbITb AOKYMEHT



MKoHKU dpannos MS Word
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Word 1995 Word 2000 Word 2003
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Word 2007 Word 2010 Word 2013

Word 2016




Co3paHune panaos MS Word
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Qﬂ Microsoft*
-13.0ffice Word 2007

© Kopnopauua MakWkpocodT, 2007, Bce npaga 2auMuweHe!,




[NaBHOE OKHO nporpammbl

@ ui I s AokymenTl - Microsoft Word -8 X
" a8
[naexHas Bcraeka PazmeTEa cTpaHHLbLI CCnKn Paccuinkn PeyeHZMpOEaHHE Bwug @

il
|-|a"' -
. | Calibri [DcHOBHL % % MTH
(%]

ﬁk‘ FaMEHNTE

EﬂeHTa C MHCTPYMEHTaMN =z e

Bytdep obm.,., = M= || PegakTpoBaHme

R T S

—
™

Pr B v F el B 15413

il -1 009

Crpanwua: 1 wsl | Yuono cnoe O | Anrawidckwid (CLLA) |



)y [pynnbi(BKAaAKM) KOMaHA,

- =X
[naeHan Brraeka PazmeTka cTpaHuLubl CoelnKK Paccelnem PeueHIMpOBaHWE Bua 'ﬂl
E % Calibri (OcHoBHOR TE = 11 || [e=smii=r 1=i_—_*||£:_§ i= ié‘ EEY
. -3 ||| K & 4 -de x, X||SEE E E|lE
BcrasnTe = e CTunn | PegakTuposaHwne
- T ||| A A A A E Rab =R dlE- IR N .
Bydep oBmMeHa = WprdgT i

I=
T
Ll

=]
=

il




[NaBHOE OKHO nMporpammbi

BKnaaKa: [naBHaA _—

e
!

NCERTE
o

—/J lnaeHaq Bcraeka FPazmeTka cTpaHHub CCBINKK Paccelnkn PeyeHINMpOBAHWE Bug &)

B

==l
BTaBWTE

b = = = - e T
. 7 |- A-Aa-||A a7 .
Bydep oBmeHa = LWpwgT




BKnagKa: [nhaBHaA

."f .H"- H L =
| 7

i
—/ lnaeHaq Bcraeka FPazmeTka cTpaHHub

CEBIAKK

== & Calibri (OcHoBHOW TE = 11 = =
EJ—J (K & Y - abe x, x| = =
CTAEWTE o -

- |2 A Aa|A A v &Y

Bydep oBmeHa = LWpwgT

bnok: lWWpnot

Abzay

Paccelnkn PeyeHINMpOBAHWE

o= = i— - 1“__'”15.2 E-EI .E‘_E:i %

[$=]
CTunwn | PegakTnpoEaHHe
| 9T | - -

il

Bug

L7

b

b




HauyepTaHue H6yKB

* Times New Roman (Ha3saHue wpundra)
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* Arial (Ha3BaHune wpudra)
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serif sanserif
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Pazmep byKB

- ABBIJIE
- ABBIJIE

- ABBIJIE
-ABBI'JIE



TonwmHa NMHUN (JKUPHOCTbL)

YKUPHbIE He XXUPHble
* ABBI'JIE « ABBIJIE
* ABBIJIE » ABBIIE

* AbBBI'IE » ABBI'JIE
ABBIJIE *ABBIJIE



HaknoH byks(KypcuB)

KypcuB He KypCcuB
« ABBIJIE . ABBIJIE
» ABBI'J/[E » ABBIIE

*ABBIJJE  « ABBIJIE
ABBIJIE *ABBIJIE
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A63aL, BbIDOBHEH MO IEBOMY Kpato

Microsoft Word (yacto — MS Word, WinWord nau
npocto Word) — TeKcToBbI peaaKkTop,
npeaHa3Ha4YeHHbIN ANA CO34aHUA, NPOCMOTPA U
PefaKTUPOBAHMNA TEKCTOBbLIX AOKYMEHTOB, C
JIOKaNbHbIM MPUMEHEHNEM NPOCTENULLNX dOopM
TabNAMYHO-MATPUYHbIX aITOPUTMOB. BbinycKaeTtcsa
Kopnopaunen Microsoft B coctaBe naketa Microsoft
Office. NepBana Bepcua bbi1a HanncaHa Pruyapgom
Bpoau (Richard Brodie) ans IBM PC, ncnonb3syrowmx
DOS, 8 1983 roay. [No3gHee BbINyCKaAUCb BEpCUK ANA
Apple Macintosh (1984), SCO UNIX n Microsoft
Windows (1989). TekyLwien Bepcuen aBnaeTca
Microsoft Office Word 2016 ana Windows 1 macOS.



Ab63aL BbIpOBHEH NO LUEHTPY

Microsoft Word (yacto —|MS Word, WinWord nau
npocto Word) — T@KCTOBbIN peaaKkTop,
npeaHa3HaYeHHbIN AN co34aHUA, NMPOCMOTPA U
PefaKTUPOBAHUA TEKETOBbLIX JOKYMEHTOB, C
JIOKaNbHbIM NPUMEHEHUEM NPOCTENLLNX GOPM
TabMYHO-MaTPUYHbIX AIrOPUTMOB. BbinycKaeTcH
Kopnopauuen Microsoft § coctaBe naketa Microsoft
Office. NepBana Bepcua Bplia HanncaHa Puyapgom
Bpoau (Richard Brodie) aha IBM PC, ucnonb3sytowmx
DOS, 8 1983 roay. lNo3gHef BbiNyCcKainCb BEpPCUU ANA
Apple Macintosh (1984), SCO UNIX n Microsoft
Windows (1989). TeKkyjuen Bepcmen aBnaeTcs
Microsoft Office Word 2016 ana Windows 1 macOS.



Ab3aL, BbIPOBHEH MO NpaBoMy Kpato

Microsoft Word (yacto — MS Word, WinWord nau
npocto Word) — TeKcToBbI peaakTop,
npeaHa3HAYeHHbIN A5 CO34aHUA, MPOCMOTPA U
PeAAKTUPOBAHMNA TEKCTOBbLIX AOKYMEHTOB, C
JIOKaNbHbIM NPUMEHEHNEM NPOCTENULLNX dOopPM
TAabNMYHO-MATPUYHbIX aITOPUTMOB. BbinycKaeTcsa
Kopnopauunen Microsoft B coctaBe naketa Microsoft
Office. NepBana Bepcua bbiia HanncaHa Pruyapaom
Bpoau (Richard Brodie) ans IBM PC, ucnonb3sytowmx
DOS, 8 1983 roay. [No3gHee BbINyCKaAUCb BEpPCUN ANA
Apple Macintosh (1984), SCO UNIX n Microsoft
Windows (1989). Tekywien Bepcuen aBnaeTca
Microsoft Office Word 2016 ana Windows 1 macOS.



AH63aL, BbIPOBHEH NO LLUMPUHE

Microsoft Word (4vacto — MS Word, WinWord wnu

NpoCTO Word) — TEKCTOBbIN peaaKkTop,
npeaHa3sHa4YeHHbIN  ANA  Co34aHUA, MPOCMOTPa W
pefaKTUPOBaHUA TEKCTOBbIX NOKYMEHTOB, C

NIOKAa/ZIbHbIM  NPUMEHEHMEM  npocTenwnx  Gopm
Tab/IMYHO-MATPUYHBLIX  aNrOpuUTMOB.  BbinyckaeTcs
Kopnopauuen Microsoft B coctaBe naketa Microsoft
Office. lepBaA Bepcma 6blna HanucaHa Puyapgom
Bpoan (Richard Brodie) ana IBM PC, ncnonb3ytoLmx
DOS, B 1983 roay. No3aHee BbiNyCKannUCb Bepcuun aAnA
Apple Macintosh (1984), SCO UNIX wn Microsoft
Windows (1989). TeKywenm Bepcuen ABNAETCH
Microsoft Office Word 2016 ana Windows 1 macOS.



CKONbKO 3aecb 6/10KOB TEKCTa”?

Microsoft Word mHornm obsa3aH Bravo —
TEKCTOBOMY pPeAaKTOPYy C OPUTUHANbHbIM
rpadnyecknm nHTepPencom,
pa3paboTaHHOMY B UCCNe0BaTEIbCKOM
ueHTpe «Xerox PARC».

CospnaTtenb Bravo Yapnb3 Cumonu (Charles
Simonyi) noknHyn PARC B 1981 roay. Tem e
netom CMmoHu nepemanmnn bpoau, c KoTopbim
BMmecTe paboTtan Haa Bravo.



CKONbKO 3aecb 6/10KOB TEKCTa”?

Microsoft Word mHorum o68a3aH Bravo —
TEKCTOBOMY pPeaakTopy C OPUITMHAIbHbIM
rpadmyecknum NHTEpPDENCOM,

pazpabotaHHOMY B  UCCNeA0BaTENbCKOM
ueHTpe «Xerox PARC».

Cospatenb Bravo Yapnb3s Cumonum (Charles
Simonyi) noknHyn PARC B 1981 roay. Tem e
netom CMMoHU nepemaHun bpoau, c KOTopbIM
BmecTe paboTtan Haa Bravo.



CKonbKo 3aecb 6/10KOB TeKCTa?

3ASBJIIEHUE

IIpomy mpuuATeh MeHA Ha padory B OOO YOIl «Kackam» Ha ZOKHOCTR OmEpaTropa
cucteMbl MoHHTOpuHra ¢ 01 ampema 2013 r. mo OCHOBHOMY MeECTy paOOTBI C

HCIIBITATCIIBHBIM CPOKOM TPpH MECAIIA.

Ilpuaoxenwme: 1. IUYHBIM JHCTOK MO Y4YETY KaApoB: 2. TPYAOBaA KHHKKA: 3. KONIHA

JUILIOMA 00 OKOHYAHHH KoLlemxa; 4. 1se dororpadumn.



Kak obbveanHuUTb ABa ON0OKa TEeKcTa’?

e CTaBMM Kypcop Ha KoHel, nepBoro 6,10Ka

Microsoft Word muormm obasad Bravo — TekcToBoMy pefakTtopy C
OpMIrMHaNbHBIM  rpaduueckmm  MHTepdercom, pazpaboTaHHomy B
MCCnenoBaTenbCckom UeHTpe «Xerox PARC:. |

Cospatenb Bravo Yapnbs CumoHw (Charles Simonyi) nokwHyn PARC B
1381 rogy. Tem e netom CHMMOHW NEpemaHWn _bpogM, C KOTOPbIM
emecte pabotan Hag Bravo.

* HaxXumaem KHonky delete

Microsoft Word muorum 0Basad Bravo — TeHCTOBOMY pejakTopy C
OpPMIrMHaNbHbIM  rpaduueckmm  WHTepdelcom, paspaboTaHHoOMy B
MCCNegoBaTenbCckom UeHTpe «Xerox PARC». Cozgatene Bravo Hapnbs
Cumonu (Charles Simonyi) nokmHyn PARC B 1981 rogy. Tem e netom
CMMOHW NnepemaHun Bpoam, ¢ KoTopbim Bmecte pabotan Hag Bravo.



Hupexktopy OO0 YOII «Kackan»
Crenanosy II. B.

ot MBanoso# ArHbI IBaHOBHEI
IIPOKHUBAIONIEH IO afpecy:

ya. PpykroBaid, I. 5, kB. 45,

r. Mocksa, 117463

3ASBJIIEHUE
ITpomry npuraTre MeHA Ha padory B OOO UYOIT «Kackam» Ha JODKHOCTH OIlEpaTopa

cucrembl MoHuTOpuHra ¢ 01 ampexs 2013 1. mo OCHOBHOMY MeCTy padOTHI C

HCIIBITATCIBHBIM CPOKOM TPH MECAILIA.

Ilpuaoxenue: 1. IMYHBIM THCTOK IO Y4YeTy KaApoB; 2. TpyAoBad KHHKKA: 3. KOMHA

IHUIIIOMA 00 OKOHYaHHWH Kotemxa; 4. nee dororpadum.

«29» mapta 2013 1.

(TMaHa% TOANHCE)
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CocTaB IMHEUKM

BepXHASA 4acTb J1eBbl NON3YHOK [paBblit MON3YHOK

NON3YHKa

HUXXHAA YacTb
NON3YHKa



BepxHAA 4aCTb 1eBOro N0ON3yHKa

l-El-l-:-"_rj-z-:-z-l:—‘-|-§-I-E:I-F-II-E-I-IE-l-:l:-l-:::l-:z-ll-'_z-l::—‘-l-:IE-I-:E:r-_k,-l.-‘-

Hhﬂicmsmﬂ Word (4acto — MS Word, WinWord wnm npocto Word) —
TEKCTOBBLIM  pefaKkTop, nNpefHa3Ha4YeHHbIW ANA  CO3AaHWA, NpPOCMOTPa M
PENAKTMPOBAHMA TEKCTOBLIX [OKYMEHTOB, C JOKaNbHBIM NPUMEHEHMEM
npocTewmx  ¢opm  TabAWYHO-METPUYHBIX  anropuTmos.  Beinyckaetca

[NlepemelleHne sepxHe2o NON3YHKa peryanpyer
OTCTYMN TEKCTa B NepBOU CTPOKE

(KpacHoOM CTPOKM)



HWXHAA YaCTb 1eBOro NON3YyHKa
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Microsoft Word (wacto — M5 Word, WinWord wnw npocro Word) — Texcroewmid pegasTop,
MpeaHa3HaYeHHbIA ANA CO34aHMA, MPOCMOTPa U PeJaKTHPOBAHWA TEKCTOBbLIX JOKYMEHTOB, C
NOKANbHBIM  NPUMEHEHWEM NPOCTEAWMY Gopm  TabAWMYHO-MATPHUYHBIX  aNrOpPUTMOB.

.|.:.|.E. .E.|.;.|.E.|.E.|._?.|.E.|.E.|.-_:.|.-_-_.|.-_E.|.-_E.|.-__‘.|:]E.
1 1 1 1 1 1 1 1 1

Microsoft Word (wacto — MS Word, WinWord waw npocto Word) —

TEKCTOBbIA pe,anTn[:, npeaHasHayeHHbIA ANA COo34aHMA, NPOCMOTPa M
DEAAKTMPOBAHWA TEKCTOBBIX AOKYMEHTOB, C NOKaNbHbIM MPUMMEHEHHEM

npocTelwmnx Gopm TabNMYHO-MaTDMYHbBIX aNTOPUTMOE. BbinycKaeTcA

[lepemelleHne HUMXCHe20 NoA3YHKa peryinpyet
NnosioXKeHue Bcero absaLa oTHOCUTE/IbHO 1€BOTO
Kpas cTpaHuULbl
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HanpaBneHue TeKcTa B Tabaunue

BEripaEHHMEaHKE

EulpaBHHUBEaHKE



MposepKa opdorpaduu m
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ABTOo3ameHa B Word

Mbi yke 3Haem 4to, Word pa3bupaertca B rpammaTmKe,
NO3TOMY OH 3HAEeT, YTO TOYKA - 3TO KOHel,
npeanoXeHus.

Eule emy U3BECTHO, YTO NEPBOE CN0BO B NMPEA/IOKEHUN
nuweTca ¢ 6oablon BYKBbI.

[To3TOMY KOraa Bbl HANULWNTE HANPUMEP «T. » r

o N
BykBa «[» aBTOMAaTM4YECKM CTAHET 3ar/1aBHOM. —_—]
Ob aBTO3amMeHe OH CcOObLLLAET HAM CUHEN YEPTOMN.

MHoroa ee npuxoamuTcA CTepeTb M CHOBa HanucaTb
MaIeHbKY!IO.



OcobeHHOCTM CO3aaHNA KaBblyeK

* OanHapHbIe
* [1BOUHbIE
* [1BONHbIE YTO/IKOM «»

KaK MOXHO 3aMeTUTb, 1eBada U MNPaBadA KdBbl4YKa
OTNINHAlOTCA, NO3TOMY HYKHO 3alNMOMHUTDb.

nocne npo6ena cO34aeTCA BCerda JeBasd
KaBbl4Kad, a TIocC/e ntoboro APYyroro CcMmBoO/ia
NpaBaA KaBbl4Ka



CoxpaHeHne AOKYMeHTa
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MNeyaTw

[le4yaTb AOKYMEHTA

2 x|

T lpHHTED
HMMA: I % HP LaserJet P1005 j CeEoiCTEa
cocTostue: CEoboneH HaliTH NpuHTEp. ..
THM: HP LaserJet P1005
MopT: USBO01 I™ neuats & daiin
IAMETHMN! [~ mBycTopoHHans nevaTe
—_TpaHuUbI oMK
f* pee YMCNO KOMMIA: |1 ﬂ
" Texywan {” BolaeneHHLIH bparMeHT
€ nomepa: | lﬂ | lﬂ V¥ pazofpaTe no Konmam
BeenMTe HOMEDE MK AMAENAZ0HE! CTPaHWLL, i i
PazAEnNeHHEIE 3aNATEIMK, HyMEPaLMA CTPaHWML
HEYMHAEETCA OT HEYANa AOKYMEHTE MNK Da3aEna.
Hanpumep: 1, 3, 5-12vnn plsl, pls?, pls3—p8s3
HanedataTe: |dokymeHT = “MaauTah
BrntoyuTe: Bre cTpaHKMUE! AMaNasoHa j HWCOO CTPEHULL HE MMCTE: | 1 CTPEHNLA j
Mo pasMepy CTPaHWLbI: TekywmiA j

MapaMeTpbl...

Ok I OTMeEHa




TeKcr

MapameTpbl popmMaTUpPOBaHKA

Nlyuuk ceerTa

CHez08UK CO CHexHoU baboli

HDoxe HMIWCE Kakg-=-T©0C

K coxaneHuo, KOpoTKMM

Bydem moli 0 HUX pacckas,

[loToMy WTO OT TIopadYen

Cranw pa3zom TaaTe 00a

U ucuesnu Hascezoa.

WpudT Times New Roman;
Paamep 16 nT;

HavepTtaHue nonyxupHoe;
PazpemeHHbI MHTepean Ha 3nT.

WpudpT Arial;
Paamep 14 nr;
HauyepTanue kypcus,;.

pas.

WpwreT Courier New;

Pazmepl0 nT;

[BoiHOE nogyeprMBaHME;
PazpexeHHbIH MHTEpBaN Ha 4nT.

WpwrdT Times New Roman;
Pazmep 14 nr;

HavepTaHue nonyxupHoe;
MoayepKkMBaHMe TONLKO CNOBa

WpwudT Ariel;
Pazmep 12 nT;
HauepTaHue NoayHUpPHbLIA KYPCUB;

WpwudT Courier New;
Pazmep 14 nT;
MoavepKkuBaHue;

WpueT Times New Roman;
Pazmep 10 nT;

HauepTaHue Kypcus;
MyHKTUPHOE NogYEepPKUBAHME;
PaspeMeHHslid uHTepean Ha 4nT.

WpwudT Ariel;
Pazmep 12 nT;
HavyepTaHue nonymupHoe,

WpudT Times New Roman;
Pazmep 14 nT;
HavyepTaHue NonyKUpHOIA KYPCUB.
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Dbpazel

+OCHOBHOW TEKCT

LUpidhT TEMBEI ANA OCHOBHOMD TEKCTA. Manonbsyembii WpndT onpedenAeTor TEKYLWLEN TEMON
AOKYMEHTA,

Mo YMON4aHKKD. .. Ok OTHEHA




