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+

= [lonyyeHne GymaxkHOM KOMUM AOKYMEHTaA C
MOMOLLbIO NPUHTEPA — 3TO OHA U3 CaMbIX
YacCTbIX onepaumn, NpPon3BoAUMbIX C
MOMOLLIbIO KOMMbIOTEPA.



+

« [104YTKN BCe, YTO Mbl Ae/laeéM Ha KOMIMbKOTEPE,
ABNAETCH JIULWb I'IOLI,FOTOBKOVI AJ15 BbiBO/AAd
Ha MNneyarb.

= OQHOWM N3 OCHOBHbIX PyHKLMK Microsoft
Word kak nporpamMmmbl 06paboTku TeKCTa
SIBNSIETCS BbIBOA Ha MevaTb.




NMpoBepka HACTPOUKM
* npuHTEpa

= BblbupaeM komaHay HacTponka U3 MeHto
[lyck, 3aTeM BblbupaeM [N1puHTEpbI K
3aMyCcKaeM ABOWHbIM LLIETYKOM MO 3HAYKY
YcTaHoBKa npuHTepa MacTtepa no
NPUHTEPAM.




+

= YCTaHOBMB 1 HacTpouB npuHTep B Windows,
MOXXHO Cpa3y ne4yaTtaTb Ha HeM n3 Word.

« ECNK nMeeTca HeCKoNbKO NMPUHTEPOB, TO
MOXXET NMOHaA0buTbCS BblIbpaTb U3 HUX TOT,
Ha KOTOpoM 6yaeM ne4yaTaTb.

« KpoMe Toro, MoXeT rnoHagobuTtbcs
MOCMOTPETb N U3MEHUTb HACTPOUKY
npuHTEpPa Nepen nevaTsblo.



* Bbi6op npuHTEpa

= Bblbepute koMaHay ®ann—=rleuyaTb.

« B nosgsuBLIEMCSH ANANOrOBOM OKHe [leyaTb Bbl
yBUAUTE NPUHTEP, ANd nevyaTu Ha KOTOPOM

CMCTEMa HAaCTpOEeHa B HACTOALMN MOMEHT.

TpuHTER
ut | 56 HP Laserdet 5L =l CBoicTEa |
cToAHMe:  CeoBoaeH
THM: HP LaserJet SL
nopT: LPT1: [~ nedats B datin
3aMETKH:
~CTpaHruel Konun
(Y YMCAO KOMMH: |[| 3‘
" Texywan € BRIARNEHHBI | hparMEHT
" womepa: | Hq Hq [V pasofipate no ko
|/ |/
BEEAMTE HOMEPA MMM AMENA30HBI CTPaHHL,
pasaeneHHble 3anateiMd, Hanpumep: 1,3,5-12

BbIBECTH Ha MEYaTb: IBce CTPaHHLbI AW3Na30Ha j HaneyaraTe: IAOKymeHT LI




* Bbi6op npuHTEpa

= LLlenkHnTe Nno KHOMKe CO CTPEeNnKOoW BHU3,
PACnoI0XXEHHOW cripaBa OT nons Mms.

« B packpbliBLIEMCS CUCKE Bbl YBUAUTE BCE
NPUHTEPLI, AOCTYMHbIE BaM A/19 NeyaTtu u3
Windows.



* Bbi6op npuHTEpa

= Bbibepute npuHTEp, KOTOPBLIM BaM HYXXEH.

= KHonka CBoucTBa NO3BOIUT BaM
NMPOCMOTPETb ONUMM NPUHTEPA.



* Bbi6op npuHTEpa

« UlenkHute no kHornke OK, yTobbl HavaTb
neyaTtb; €Cnu Bbl NnepeayMmanu, WenkHuTe no
KHonke OTMeHa.




* Meuatb

IMeeTcs BO3MOXXHOCTb NeYyaTtaTb He TONbKO BeCb
[OKYMEHT, HO M KaKYl-TO ero 4acTb, a TaKxe
BbIBOAWTb Ha NeYyaTb HEKOTOPYIO CneLnanbHyo
MHMOopMauuto (HanpuMep, cBeaeHns 0 JOKYMEHTe)
KaK BMecTe C COAepPXXMMbIM IOKYMEHTa, TaK U
OTAesbHO.

YTo6bl HaneyaTaTb OANH 3K3EMMNASAP BCErO
NOKYMEHTA, LLIEe/IKHUTE NO KHomkKe lMeyaTb
CTaHAAPTHOM NAHENN MHCTPYMEHTOB.

&

MNevare

Hd
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CneuuanbHbie C/lydyam neyaTtu
M AManorosoe oKHo leyaTb

[leyaTb BCEro AOKYMEHTA WU €ro YacTu:
1. Boibepute komaHay ®@ann = MeyaTb.

2. B ananorosoM okHe [leyatb MOXXHO BblOpaTb
YMCNO KOMUN, YKa3aTb, Kakue CTPaHULbl JOKYMEHTA
HaZ0 BbIBECTU Ha NeyaTb, @ TaKXke YTO UMEHHO
Haao nevyataTtb. KHonka [NapaMeTpbl NO3BONINT BaM
YCTaHOBUTb ONuUUM NpUHTEpPA.

3.YcTaHOBMB BCe 31K onuuun, wenkHute no OK,
4YTO6bI 3aMyCTUTb MPOLECC NneyaTw.

11



* NMeyaTb HECKOJIbKUX KONMUM

= YTOObI HANeYyaTaTb HECKOSIbKO KOMUU AOKYMEHT],
BBegMTE YNCI0 KOonun B none Yucsio konuu
(MOXXHO TaKXe YCTaHOBWUTb 3TO YNC/O, HAaXXNMas
KHOMKM CO CTPenKaMmn, pacrnosiOXeHHbIE CnpaBa B
3TOM nosne).

« O6bl4HO Word neyaTaeT HeCKOJIbKO 3K3eMIsipoB
OAWH 3a APYrMM — TO €CTb CHa4yana OH
Hane4yaTaeT BCe CTPaHuLbl MepBOro 3K3eMnnspa,
3aTeM Bce CTpaHuLbl BTOpPOro u T.A.
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* MeuyaTb YAaCTU AOKYMEHTa

= Word no3BonsieT BbIBOAUTb Ha NeYvaTb
TEKYLLYIO CTPaHULY, HECKOJIbKO CTPaHUL, C
YKa3aHHbIMM BaMW HOMEpPAMM, AManasoHbl

CTpaHULU, a TaKXe BCE CTPpaHULUbIl C HETHBIMW
nJin HeE4ETHbIMN HOMEPaAMMN.

« KpoMe Toro, MoXHo nevyataTb parMeHT
COAEPXXUMOro, BblAENEHHbIN B OKYMEHTE.
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* Tekywasn cTaHULLA

« UTOObI Hane4yaTaTb TEKYLLYIO CTpaHuULLy,
YCTAaHOBUTE (PNAXXOK TeKyLyas.

« [1pn aTOM Word Hane4daTaeT CTpaHuLy, Ha
KOTOPOW PacronoXXeH Kypcop BCTaBKMW.
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* OTaesibHbIEe CTPaHULb)

= YTO6blI HANevaTaTb NOObIE OTAENbHbIE
CTpaHWLbl, BBEAUTE HOMEpaA 3TUX CTPaHHUL,
pa3aensist ux 3ansTbiMK, B MOJSE,
DACMOJIOXXEHHOM CripaBa OT JIaXKa
HoMepa, HanpumMmep: «1, 4, 7, 9».

= Koraa Bbl HAQUHETE BBOAUTb UYTO-1MO0 B 3TOM
nosne, pnaxok Homepa byaet
aBTOMaTUYECKU YCTAHOBJIEH.
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* [inana3oHbl CTPaHULL

= Bbl MOXeTe neyaTtaTb rpynny naywmx Apyr
3a ApYroM CTpaHuL, Ha4YMHasa U 3aKaH4unBas

neyaTb Ha tobon CTpaHMLE AOKYMEHTA.

« /115 aToro B none Homepa HeobxoanMo
BBECTM HOMEp MepBOU CTPaHWULbl Fpynmnbl,
nedunc n Homep nocnegHen CTpaHuLbl,
HanpuMmep: «2-9»,
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* [inana3oHbl CTPaHULL

= ECcnvn pokyMeHT pa3buT Ha pa3aensl, TO Bbl
MOXXETE MOJIb30BaTbCA 3TUM, YTOObI NMeyaTaTb
CTPaHWLbl B HEKOTOPOM [AMAMNA30HE.

= [lnsa 3TOro BaM noHaaobutcsa BBeCT noapsia
6ykBY «p>» (N1ATUHCKYIO), HOMep CTpaHuULbI

BHYTPW pa3aena, bykBy «S» M HOMep pa3aena.

« Hanpumep, 3anncb «p4s2» yKasblBaeT Ha
YETBEPTYIO CTPaHULy BTOPOro pasaena.

17



YeTHble U HeyeTHble
* CTpaHUL bl

= YUTO6bI HaneyaTaTb TONIbKO CTPaHULbI
[IOKYMeHTa C YeTHbIMKM HOMepaMu, Bblbepute
NYHKT YeTHble CTpaHULbl B OKHE CrucKa
Hane4yaTtaTb, paCcnoNIOXXEHHOM B HUXKHEM
NpaBOM Yyr/y AMaNoroBoro okHa lleyars.

= HaobopoT, 4Tobbl HaneyaTaTb TOMbKO
CTpaHULbl C HEYETHBIMMU HOMEPAMU, YKAXKNTE
B 3TOM CMUCKE MYHKT HeyeTHble CTpaHuLbl.
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[leyaTb BblaesnNieHHOoro
* c¢boparmMeHTa AOKYMEHTa

« 1. Bblaenute yactb AOKYMEHTa, KOTOPYHO Bbl
XOTUTE HaneyaTaTb.

= 2. Bblibepute komanay ®ann—=IlleyaTs.

= 3. YcTaHoBuTE onuuio BbigeneHHbIv
¢dparmeHT B 0bnactu CTpaHuLbl
ANAnNoroBoro okHa flleyartb, Nnocne yero
lwenkHuTe no OK.
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Cnucok BbiBeCctTn Ha

* neyartb

« Word no3sonseT BbIBOAUTb Ha NevyaTb He
TOJIbKO CcoAaep>XMMoe AOKYMEHTA.

= B Cnunucke BbIBecT Ha rneyaTb Bbl MOXeETe

BblOpaTb ApPYryto KaTteroputo nose3Hou

MH(MOPMaLIMK, OTHOCALLENCS K BalleMy
NOKYMEHTY.
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Onuun neuatv Word

NapameTpoi 2| x|
= 1. Boibepute komaHay e e T [
A T @ goroson esere
¢a " n # " e q a T b M ™ obHoBnATE Nona ™ neyatate Postscript nosepx
J_I KH M T I_I KH I_I K ||; :s:zz:::_:::::: Ad/Letter S b
e € MO KHOIKE
L e e
[lapaMeTpbl. e
ANA TEKYIWWEro AOKYMEHTS
™ neuartate ToMbKO AaHHbIE ANA tdop
Ha 3KpaHe no C
N KpaHE MNOABUTCA — —
ANanoroBoe OKHO
‘_TI OTM

[lapameTpbl ¢ BbIOpaHHOM

BKJ1aaKoun [leyars.
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* Onuuu neyatu Word

= OJTO >Ke AManioroBoe OKHO MOXHO BblbpaThb,
nas komaHay Cepsuc=lapamMeTpbl U
BblO6paB BKNaaky lle4yats B NOSABUBLLEMCS
ONANIOroBoM OKHe [lapaMeTpsl

=« 2. B 3TOM ANASIOrOBOM OKHE Bbl MOXETe
YCTAHOBWUTb t0Bble HY>XHble BaM OrLuuK,
nocne 4yero wenkHute no OK.
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* OnuuM NpuHTEpa

= Y 60/bLLIMHCTBA NMPUHTEPOB €CTb
BO3MOXXHOCTb YCTaHaB/IMBaTb HEKOTOPbIE
OnuMKn nevyaTu, Taknue Kak paspeLleHue
neyatu, YMCO 3K3EMNISAPOB N popMaT
bymarn.

« JTU cneuuanbHble onunm NpuHTEpPa Bhl
MOX>XeTe HaCcTpanBaTb C MOMOLLIbIO
NManoroBoro okHa CBoucTBa.
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* OnuuM NpuHTEpa

= Bblbepute komaHay Paun lMNMeyats.

« B nosiBMBLLEMCH ANANOrOBOM OKHe [leyaTtb
LenKHUTE No KHonke CBonctea, YToObI
BbIBECTM Ha 3KPaH AManoroBoe okHO CBOMCTBa.

= BblibepuTe Bce BKIaaku no odepeam u N3MeHnUTe
HY>XHbl€ NapaMeTpbl MPUHTEpA.

« LllenkHute no OK B AnanoroBoM OKHe
CBovcTBa.
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* MeuyaTb 6e3 nomowmn Word

=« BMecTo Toro 4tobbl oTKpbiBaTh Word,
3arpy>kaTtb B HEro AOKYMEHT U TOJIbKO
Nocse 3Toro Noay4YnTb BO3MOXXHOCTb
HarmeyaTaTb ero, Bbl MOXETe HaneyaTaTb
ero Hanpsimyto 13 Windows XP.
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* Meuats n3 Windows XP

« [leyaTtasa agokyMeHT Word HanpsMyto u3
Windows XP, Bbl uMeeTe BO3MOXXHOCTb

YCTaHOBUTb TOJIBKO TUM MPUHTEPA.

= HuKakue gpyrue onuum neyaTtu Bam npu
3TOM He AOCTYIHbI.
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* Meuats n3 Windows XP

« LLlenkHnTe npaBou KHOMKOW MbILLW MO
NOKYMEHTY, KOTOPbI/ XOTUTE HaneyaTaTb.

= B nosiBuBLUEMCA OKHE Bbl6EpUTE KOMaHAy

[leyaTb U WENIKHUTE MO HEN JIeBOU KHOMKOM
MbILLIW.
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* Meuats n3 Windows XP

= Bbl MOXEeTe BblAeNnUTb HECKOJIbKO 3HaYKOB

NOKYMEHTa OAHOBPEMEHHO U LLENKHYTb MO
HUM NPaBOU KHOMKOW MbILLIN,

« B nosiBuBleMcs okHe BbibnpaeM KoMaHay
[leyaTb U LWEeNKaeM No Hen JIEBON KHOMKOM
Mbilin. Mpn aTtoM Windows 3anyctut Word,
OTKPOET JOKYMEHT, HaneyaTaeT ero u
3akpoeT Word.
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+

« Ecnun Bbl nonb3yetecb 3TUM METOAOM ANS
neyaTtn, Word fo/mKeH UCrnonb30BaTh
NPUHTEP MO YMOIYAHMUIO.
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