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BceraBga o0pexTa WordArt

* BO BKJIaJKe Bemaeka B rpynne Texem HaKaTb KHOIIKY
WordArt 4

WordArt

° B IIOSIBUBIIEMCSI CIIMCKE BhIOPATDh MOAXOASIIUN CTHIIb
HaJIITUCHU

e B OKHe H3meHeHue mexcma WordArt BBeCTU TEKCT
HAAMNNCU U YCTAHOBUTH IIapaMeTPhl MIpU@Ta



dopmaTupoBaHue OOBEKTA| 32::

WordArt|

* IIEJIKHYTb MBIIIIKOH Ha OOBEKTE

* BO BKJIaJIKe Dopmam ycTaHOBUTb HEOOXO/IMbIe
IapaMeTphl:

rapHUTYpPa, pa3Mep U HadepTaHHe MIPU@PTa, TEKCT HAAIIHUCU [

NzmeHuTb
TEeKCT

AV
WHTEPBAJI MEX/Y CAMBOJIAMHA <>

WHTepsan

CTHIIb ODOPMIIEHIA | iyt WordArt| Wordart o122+ Wordlt 5 -

I[BET, TUII ¥ TOJIIIIUHA KOHTYPHBIX JIMHUU [ Korryp duryps: -
IIBET U TUII 3aJIUBKH & 3amera durypsi -
dopma 0ObeKTa &\ Vzmeruts durypy ~

TeHb ) wiau o6beM ) (TeHb 1 00bEM HEJIb3s 32/1aTh OJHOBPEMEHHO)

3ddekThl O6bem
TEHU ¥ v

oOTekaHle TEKCTOM ] U BhIpaBHUBaHHE |

O6TekaHue BripOBHATE
TEKCTOM ~ v



BcraBKka puUCYHKA U3 KOJLJICKIIUH | of
kaunoB Microsoft Office

° YCTAaHOBUTH KypCOP Ty/ia, I'ie OyAeT HaXOIUThCs
BCTaBJIIEMbIN pUCYHOK. IIp1 HE0OXOIMMOCTH TOTOM PUCYHOK
MO>KHO OyJIET IEPEMECTUTD B JIPYTOE MECTO.

* BO BKJIaZike Bemaeka B rpyinne Hanocempauuu HaXaTh

3F

Ha KHONIKY Kaun =7

Kaun

B oOsiactu 3agau Kaun npu HeoOXOAUMOCTHU B MOJIE
Hcxamu BBeCTH KJII0UEBOE CJIOBO NCKOMOI'O PHUCYHKA

* IIIEJIKHYTh CTPEJIKY noJjid IIpocmampueamsb U IPOBEPUTD,
oTMeudeHkl s dpiaxkkoM Koaaexuuu Microsoft Office

* Ha)KaTh KHONIKY Hauambuv

B oOsiactu 3agau Kaun OyayT oToOpakeHbl 3CKHU3bI
HaUJIEHHBIX PUCYHKOB. II[eJIKHUTE 110 3CKU3Y, UTOOBI
BCTABUTH PUCYHOK B JIOKYMEHT



BcraBKa pUCYHKA U3 o°
rpacduueckoro gamiaa

* YCTAHOBUTH KypCcop TyZa, IAe OyZIeT HaXOAUThCA
BCTaBJIsIEMbBIN PUCYHOK. IIpu HE0OXOAUMOCTH IIOTOM
PHCYHOK MOKHO Oy/IET IEPEMECTUTDH B IPYTO€ MECTO

* BO BKJIaJiKe Bemaeka B rpynne Hanrocempauyuu HaxkaTtb
Ha KHONKY PucyHox .

* B OKHe Bemaeka pucyHka nepeduTe B IIAIKY C
HY>KHBIM rpapudeckum (panjioM

* IBAXKAbI IIEJKHUTE 10 3HAUKYy paiijia pUCyHKa UIU
BBIJE€JINTE 3HAYOK U HAXKMUTE KHONIKY Bemasumb



M 3MeHeHuEe pa3MeEPOB) ss::

PUCYHKA| *

[TepBrlii c1ocoO:
* BBIJEJIUTH PHUCYHOK

* BO BKJIaZIKe Dopmam B rpynne Pazmep B CUETUUKE
Buvicoma ;s sme @ 3a71aTh BBICOTY PUCYHKA, B CUETUHKE
HIupuHa = wewss« 2 3a0aTh HIAPUHY PUCYHKA

NB:

1) no ymotMaHurw pasmepuvl pUCYHKA USMEHAIOMCA C COXPAHEHUEM

nponopuuu

2) 045 3a0aHUA pa3mepos8 PUCYHKA 8 NPOUEHIMAX OM UCXOOHO20
pasmepa Heobxooumo evl3samb dua.no208oe okHo Pazmep | Pasmep

1 BOCIIOJIb30BaThCA cueTunkamu Macuumao—Bwvicoma u Macwmaﬁ—
IHTupuHa ™earas
BbicoTa: ‘100% SJ WupuHa: ?100%

[



M 3MeHeHHE pPa3MepPOB| s:::

PUCYHKA| *

BTopoii crtocob (6e3 coxpaHeHus IIPOIOPIIIN ):

* BBIJIEJIUTH PUCYHOK

* BO BKJIQJIKE @opmam Ha’KaTb Ha KHOIIKY I'DYIIIIbI
Pagmep Pasmep F

* B INAJIOTOBOM OKHe Pa3mep cHATh piaxkok CoxpaHumw
nponopuuu

* B CUeTUUKE Bblcoma 3a7ath BbICOTY PUCYHKA, B CUETUUKE
IHIupuHa 3a7aTh NIMPUHY PUCYHKA



IIoBOPOT pUCYHKA

* BBIJIEJIUTH PUCYHOK

* HABECTH yKa3aTeJIb MBIIIHN Ha 3€JIEHbIN MapKep II0OBOPOTa
PHCYHKA TaK, YTOOBI PSIAOM MNOSABUJIACH KPYTOBasl CTPEJIKa

* HA)KaTh Ha JIEBYIO KHOIIKY MBIIIH U IIEPETAIIUTh MapKEP
II0BOPOTa

J1J11 TOYHOTrO MOBOPOTA PUCYHKA Ha 900, a TakKe JJIA
3€pKAJIbHOTO OTPaKeHUs PUCYHKA:

* BBIJIEJIUTH PUCYHOK

* BO BKJIaJike Popmam B Tpyliiie Ynopaoouums HaKaTb
kHONKy IloeepHymb ‘i

MosepHyTb

* B CIIMCKE BBIOpaTh BapHAHT IIOBOPOTA UJIN OTPaKEHUS
PUCYHKA



BeraBra o0bekTra SmartArt

* BO BKJIaJIKe Bemaeka B rpynne Hanocmpauuu
Ha’KaTb KHONKY SmartArt
SmartArt
* B IIOSIBUBIIIEMCSI CIIMCKE BBIOpATh HYKHBIU BUJ, CXEMBI
* 3aII0JIHUTDH 3JIEMEHTHI CXeMbI TEKCTOM

* JIJI BCTaBKU JOMOJIHUTEJIbHBIX 3JIEMEHTOB CXE€MBbI
100aBUTh CTPOUYKH B OKHe Bcmaevme mexcem, HaxaB
Ha KJaBuiy Enter

* JIJIA U3MEHEHUA YPOBHA BJIOKEHHUA JJIEMEeHTa CXeMbI, B
KOHTEKCTHOM MEHIO JIJI1 COOTBETCTBYIOIIEN CTPOUKH OKHA
Bcmaevme mexcem BoiOpaTh koMaHAy Iloebicumb
ypoeeHs wiu IHHoHusumsv ypoeeHsv



dopMaTHUpPOBaHUE O0OBEKTA| s2:-

SmartArt :

* IIEJIKHYTh MBIIIKOH HA 3JIEMEHTE CXEMBbI

* BO BKJIaJIKe Dopmam ycTaHOBUTb HEOOXO/IMbIe
IapaMeTphl:

(bOpMa (I)I/Irypbl -_'P WN3meHuTe durypy ~

+4 KpynHee

pasmep QUTyphI o
CTHJIb OOPMIIEHUA PUTYPBL (s | [see| [0 -

OBET, TUII 1 TOJIIIINHA KOHTYPHBIX JII/IHI/Iﬁ L7 KoHtyp durypet ~
IIBET 1 TUII 3AJIMBKHM &% 3anuska durype -
nT..



Co3paHue NpoCTEeNIINX O0OBEKTOB C| o
UCIIOJIb30BAaHUEM I'OTOBBIX (DUTYP

* Ha BKJIaJiKe Becmaeka B rpynne Hamocmpauuu HaXaTh
KHOIIKY Du2yput |}

Ourypei

* B OTKPBIBIIIEMCS CIIHCKE BhIOPATh HY>KHYI0 QUTYPY

* B TOM MeCTe CTPaHUIIbl, T/le A0KHA OyZleT HaXOUTCsA
durypa (mpu He0OXOAUMOCTH IIOTOM (PUTYPY MOKHO OyJIeT
IIEPEMECTUTH B IPYTOE MECTO), 3a2KaTh JIEBYIO KJIaBUIITY
MBIIIIH, 3aT€M JBUTAasI MBIIIKY, PACTAHYTh QUTYPY IO
HY?KHOTO pa3Mepa U OTIIYCTUTD JIEBYIO KJIABUIITY MBIIIKU



Tekcer BHYyTpU (PUTYyPHhI

JJ1s1 mobaBJieHUs TeKCTa BHYTPU (DUTYPHI:
* IIIEJIKHYTh IIPABOX KHOIIKOUW MBIIIIX Ha QUTYypE

* B KOHTEKCTHOM MeHIO BHIOpaTh KoMaHay /Jooasumb
mexem

J1J15 BepTUKAJIbHOTO BRIDABHUBAHUSA TEKCTA BHYTPU (PUTYPHI
* IIEJIKHYTh IIPABOX KJIABUIIIEN MBIIIHU 110 TPAHUIlE (PUTYPBI
* B KOHTEKCTHOM Me€HIO BIOpaTh @opmam asmoduzypuvl

 BO BKJIagKke Hadnucwy okHa Popmam asmodgduypul
yCTAaHOBUTH HEOOXOAMOE BbIpaBHHUBAHUE



Odopmiienue purypsli :

* IIEJKHYTDb MBIIIIKOW Ha QUTYyPE

* BO BKJIaJike Popmam yCTaHOBUTH HEOOXOIIMbIE
IIapaMeTphl:
I[BET, TUM U TOJIINHA KOHTYPHBIX JIMHUM &£ KorTyp durype ©

IIBET U TUII 3AJIUBKH < 3anuexa purypel -

TEHb J-J I 00bEM Osbl (TeHb 1 00BEM HEJIB3S 32JIaTh OJITHOBPEMEHHO)

oOTeKaHue TEKCTOM *| 1 BRIDABHUBAHHE |

O6TekaHue BripOoBHATE
TEKCTOM ~ v

o [T Ey
TI0JIO’KEHUE JJAHHOU (DUTYPHI OTHOCUTEIBLHO OCTAIBHBIX (UTyp = U

Ha nepeanuit Ha 3agHui
nnaH v nAaH v

U T.JI.



Kak BpI1€JINTH HECKOJIBKO
00BEKTOB OJJHOBPEMEHHO

ITepBbiii crioco0:

 3axkaTh Kiaapunty Ctrl u mo ouepenu eJKHYTh MO0
KaKJIOMY OOBEKTY

BTopoii cnoco0:

 BO BKJIasike I raenan B rpyiiie PedakmuposaHue

Ha)KaTh HA KHOTIKY Bbtdeaumu ' suaenne-

* B OTKPBIBIIEMCS CIIMCKE BhIOpaTh KOMaHy Buloop
o00vexmoes

* 3aKaB JIEBYIO KJIABUIIY MBIIIKH, PACTSHYTh HA CTPAHUIIE

IIYHKTUPHYIO PaMKY, TaK YTOOBI B Hee MOIaIU TOJIBKO

HY>KHbIE OOBEKTHI



BeipaBHuBaHue puryp :

* BBIZIEJIUTDH QUTYPY (M1 HECKOJILKO PUTYD)

* BO BKJIaJike Dopmam B rpylie Ynopaoouums HaKaTb
Ha KHOIIKY Bb(poeHamb |7,

BripoBHATE

°* B OTKPBIBILIEMCSI CIIMCKE BbIOPATh COOTBETCTBYIOIIYIO
KOMaH/Y

NB: ecau 66110 8bl0€AeHO HeCKOAbKO u2yp, Mo MOMCHO 8bIPOBHAMb UX
omHocumenvHo opyea opyaa



I'pynnupoBka ¢puryp
* BBIJIEJIUTH (PUTYPBI, KOTOPBIE TOJI2KHBI OBITh

CTPYHIIUPOBAHBI B OHY QUTYPY

* BO BKJIaJike Dopmam B Tpyliiie Ynopaoouums HaKaTb
Ha KkHonky I pynnuposamuv .%

* B OTKPBIBIIIEMCA CITHCKE BI)I6paTI) KOMAaHIYy
I'pynnuposamuv



