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CopepxaHue Kypca

O0630p. Bbl ellle He crnbiwann?
Ypok 1. 3HaKOMCTBO C JIEHTOU
Ypok 2. 'lonck 4acTto ncnonb3yembiX KomaHAa

Ypok 3. HoBbI qoopmat panna

Bce ypokn cogepkaT CNUCKN KOHTPOJbHbIX BOMPOCOB, a B

NepBbIX ABYX YpOoKax Takke npmeBeaeHbl CrUCKU
NpakTUYeCcKnx 3agaHumn.



O630p. Bbl elle He cnbiwann?
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Boilwna oduumnansHasa Bepcusi NpUnoXeHus
ﬁ Word 2007. Ee cosgartenu CTpeMUINUCH
E caenaTtb ee elle yagobHee n adodpeKkTnBHEE B

paboTte, YeM npeabiayLne BEPCUN.

Ho BHelwuHe oHa BbIrmMAgnT HEMHOIO

HenpuBbI4HO. [103TOMY JaHHbLIN KYPC NOMOXET
nonb3oBaTensamM HaBepcTaTb YnyLleHHOoe.

Y3HauTe, KaK u3Bnedys MakCumMym n3 HOBOU U
bonee npocton Bepcun Word 1 Kak BbINOMNHATb
NpuUBbLIYHbIE NOBCEAHEBHbLIE BELLM.



Llenb aTOro Kypca — Hay4uTb Nofnb30oBaTeNA:

- A —

PaboTtaTb C NIeHTOM — HOBbIM CPEACTBOM, KaK HUKOrga
paHee obnervatowmnm paboty ¢ npunoxeHmem Word.

HaxoguTb 4acTo ncnonb3yemMblie KoMaHabl, HeobXxoanmble
ansi noecegHeBHOW paboThl.

icnonb3oBaTb HOBbIM doopmMaT pannos npunoxeHuna Word
onTManbHbIM ODpas3omMm.






3HAKOMCTBO C JIeHTOW

[Mpn nepeom 3anycke Word

FhaesHas Bcraeka PazmeTka cTpaHuuel Cerinkun Pacceinkm PeueHzuposaH : 2007 HOBbIﬁ BHeLIJHMIZ BVInDa
g ‘ Calibri {OcHoBHOM TE ¥ |11 - | A A'l'%f} an”D)KGHMﬂ MOXeT
scram ; e e P e Bl )] noxasateces HEeOObIYHbIM.

ENbep obmeHa

LS. OCHOBHBIE M3MeHEHMS
KacaroTcs NIeHTbl —
obnacTtu, pacrnosioXXeHHoOU B
BEPXHEW YaCcTN OKHa
npunoxernua Word.

INeHTa BbIHOCUT Ha NepeaHuin NraH Hanbornee pacnpocTpPaHEHHbIE KOMaHAbI, TaK
4YTO Tenepb HET HEOBXOOMMOCTM NCKaTb YaCTO UCMNONb3yeMbleé KOMaHabl B
Pa3HbIX YacTAX NPUNOXEHUS.

[MpnymHbI Nnepexona Ha HOoBbIN doopMaT? YNPOCTUTb U YCKOPUTL paborTy.




Icnonb3oBaHMe NeHTbl AN TUNoBbIX AENCTBUN

) d9-0 )¢ - Press Release.docx - Microsoft VRS LI=1a 2] npeanaraet
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T || e s | (SRS nelicTBUS B OAHOM
MecCTe.

Bydep o6meHa ™ WpndTt

IIpecc-penns

Komnanus Contoso o0ssABAfET O JOX0aX N0 peay.

“[)H()hl)lb YBEJIMYUHJIACH MO CPABHEHHIO C IMPOILIBLIM IOJI(
dapmauesTyeckan koMnawua Contoso Pharmaceuticals cerogHs cbvasuna o 1ol

Hanpumep, MOXXHO Bbipe3aTtb 1 BCTaBMATb TEKCT C MOMOLLbIO KOMaHA
Bknagkn «FmaBHasa» , N3MeHATb hopMaTUpoBaHME TEKCTA C MOMOLLbIO
Bknagkn «CTunb»n MeHATb LBET (boHa cTpaHuLbl Ha Bknagke «MakeT
CTpaHuUbI» .




UTO pacnono)eHo Ha NneHTe

== " | : 3HaKOMCTBO C TpeMms
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ABINAKTCA BKITadKW,
rpynrbl 1 KOMaHObI.

@ Bxnagku. Boonb BepxHero kpasi eHTbl pacnonoXeHo CeMb BKNaAoK.
Kaxkgas na Hux npeacraBnaeT cobom obnactb AEUCTBUN.

@® [(pynnbl. Kaxaaa Bknagka coaepXXuT HECKOMBKO rpynm, 00beanHALLNX
BMECTE CBA3aHHbIE 3NIEMEHTHI.

9 KomaHabl. KomaHoa — 3TO KHOMKa, MEHKO UIn nosne, B KOTOPOM MOXKHO
BBECTU AAHHbIE.



KHOMKWM BbI30Ba OMarioroBoro okHa B rpyrnnax

) | Ha nepsbliit B3rnsaa
) faewan | Beraeka  Paswerkacipamuus  Ceunkn  Paccnku  Peyerswposanie KakKad-TO KOMaHAda U3
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Beraums g | [0 o e % |2 B 1= Sy MOXXET NOoKa3aTbCH
Dybep obwern B\ L o ' B TERNEY  OTCYTCTBYHOLLEN.

Ho 310 He Tak.

_DHdJT MHTepBar_l |

B npaBomM HWXXHEM Yrny HEKOTOPbLIX rPynn pacrnono)eHa HebonbLuas
[OvaroHanbHas cTperiodka, HasbiBaemas KHONKon Bbi3oBa Auanorosoro okHa H.

HaxXmnte aTy KHOMKY, 4TOObl YBUAETL AOMNOMHUTESIbHBIE BO3MOXHOCTU, CBA3AHHbIE
c rpynnon. OHX NOSABNSAOTCA B AMaNoroBOM OKHE UK NaHenu 3agad, Kotopble
BbIMMAAAT 3HAaKOMbIMU MO npeabiaywien sepcum Word.



OTobpaXkeHne OonoNHUTENbHbIX BKNagokK
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OAPMALIEBTUHECKAA KOMMAHWA CONTOS"HARMACEUTICALS

ExeroasNi otuer

CkaxeMm, rnpu BCTaBKe PUCYHKaA HY>KHO BbINOMNHUTL PAA AONOSNHUTENBHbIX AEUNCTBUN,
Hanpumep obpesaTtb ero Unu HacTPoUTb ANA HEro O0TEKAHME TEKCTa.

[oe HauTu COOTBETCTBYHOLME KOMaHObI?
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OAPMALIEBTUHECKAA KOMMAHWA CONTOS"HARMACEUTICALS

ExeroasNi otuer

OTobpaXkeHne OonoNHUTENbHbIX BKNagokK

B HoBow Bepcun Word
HEKOTOpble BKI1agKu
NOSIBNAKOTCA, TONLKO
Korga OHWU HY>KHbI.

MckaTb X HET HeobxoanmMocTn. BmecTo 3Toro:

@ BuizenvTe pycyHok.

@ [losenaeTtcsa Bknagka «PaboTta ¢ pucyHkamu» LenkHuTe Bknaaky «Popmary.

[losiBATCA OONOSTHUTESNbHbIE rpynnbl N KOMaHObl OJ14 pa6OTbI C PUCYHKaMW,

Hanpumep rpynna « CTUNuM pucyHKoB».



MwuHKM-naHenb NMHCTPYMEHTOB

HekoTopble KoMaHAbl

v

Bcraska PasmeTka cTpaHuubl Ceuinkun Paccuinkn PeyeHsnpoeaHune (*)OpMaTM po BaHMﬂ
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— - ; : 4 [ocTyn B Nobom

pexume paboThl.

X X

HaBepcToiBaeM ynyweHHoe

[Mpegnonoxxmm, TpebyeTcst ObICTPO BbINONHUTE DOPMaTUPOBaAHUE HEKOTOPOro
TekcTa, Ho paboTa naet ¢ Bknaakon «MakeT cTpaHuubIly.

MOoXXHO WenkKHYTb BKkNagky «fmaBHasay, YToObI BbIBECTU NapaMeTpbl
dopmaTnpoBaHusi, HoO ecTb bonee BbICTPLIN COCOoD.



MwuHKM-naHenb NMHCTPYMEHTOB
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Bcraska PazmeTka cTpaHuubl Cerinku Paccoinkm PeyeHsnpoeaHune

1 |y OpuenTaums ~ 4= Paspeissi ~ A Mognoxka ~ Otcryn

]3 Pasmep ~ §_] Homepa cTpok ~ \2] LigeT cTpaHuuel ~

£ KonoHkwu ~ be~ PaccTaHOBKA NEPEHOCOB ™ Q IpaHuuUBl CTpaHuL,

MNapameTphl CTPaHWLE I DOH CTPaHWLb!

HaBepcToiBaeM ynyweHHoe

HekoTopble KoMaHAbl
doopmaTtupoBaHug
HaCTONbLKO 4acTo
NCMNOMb3YKTCS, YTO
yAOOHO MMETb K HUM
OOCTyn B ntobom
pexume paboThl.

@ Bbioenute TEKCT C MOMOLLBIO MbILWW, @ 3aTEM HAaBEAUTE Ha HEro ykasaTerb

MbILUWN.

@ [losButca nonynpo3payHas MUHU-MaHEeNb MHCTPYMEHTOB. [pu HaBeaAeHUM
yKasatensi Ha MMHU-NaHenb MHCTPYMEHTOB OHa OTODpaXkaeTcsl OTYETIIMBO,
NO3BONSASA WenKaTb MbILLUbIO PacnonoXeHHble Ha HEW NHCTPYMEHTDI
doopmaTtupoBaHus.




[TaHenb bbICTpOro gocrtyna

[MaHenb 6bicTporo gocTtyna
[naeHas Bcraeka PazmeTka cTpaHuuel Ccrlnkmn Pacceinkmn PeueHInpoBaHune Bua i 3TO HGGOﬂbLIJaFI O6ﬂaCTb
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» npumevane A0BaEnTb Ha NaHeAb BEICTPOro 4ocTyna
lMpasonucanue MpumeyaHns 4

HacTpoiika NnaHeAu BeICTPOro 40CTyna...

PazMecTUTE NaHeNk BEICTPOro A40CTyNa Nog AeHToMN

i OHa coaepXuT KoMaHAapbl,
KOTOPbIE MHOFOKPaTHO
NCNOMNb3YHTCSA KaXablu
aeHb: CoxpaHuntb, OTMeHa
n NMoBTOPUTDL.

Ha 3ToM pucyHke nokasblBaeTcs, Kak 400aBUTb HA NaHernb ObICTPOro

AocTyna nobuMble KOMaHabl, YTOObI OHU BbINKY AOCTYMHBbI HE3AaBUCUMO OT
BbIOpaHHOW BKNaOKN.

[laHenb 6bICTpOI'O AO0CTYMNa TakKxXe npeaycMmartpmBact yaasieHne KHOIMMOK.




BpemeHHOe cKpbITUE NEHTDI

m— Bnarogaps nexTe, Bce
Pasmerka cTpabuusl  Cconku  Pacceikn  PelieH3MpOBaHMe KOMaHObl HAXOOATCA B
e e ©AHOM MecTe U NX
B nerko HanuTw.

-

Bcrasute

Bydep o6mi - PasMeTka cTpaHuLbl Cebinkm Paccuinkm Peuen:

HasepcTuiBaeM ynyueHHoe

Ho nHorga Hu4ero uckatb U He TpebyeTtcs. Ecnn HY>XXHO NPOCTO
paboTaTb C AOKYMEHTOM, XenaTenbHO UMETb AS1sl Hero bonbLle MecTa.

B aTOM crny4ae ckpbITb NEHTY TakK XXe NPOCTO, KaK 1 paboTaTtb C HEWN.



BpemeHHOe cKpbITUE NEHTDI

Enaro,l:l,apﬂ JIeHTe, BCe
Pasmerka cTpabuusl  Cconku  Pacceikn  PelieH3MpOBaHMe KOMaHObl HAXOOATCA B
| e e ©AHOM MecTe U NX
sermms. =~ B nerko HanTu.
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Bydep o6mi - PasMeTka cTpaHuLbl Cebinkm Paccuinkm Peuen:

HasepcTuiBaeM ynyueHHoe

BoT kak aT0 caenaTb.

1. [Baxkabl WWEeNKHUTE akTUBHYIO BKMaaKy. [pynnbl NCHESHYT, K
nosasuTCcs bonblue MecTa Ansg AoKyMeHTa.

2. Y100bI CHOBa YBUOETb BCE KOMaHAbl, CHOBa ABa)Abl LLIENKHUTE
aKTUBHYIO BKNaaKy, BO3BpaLlas rpynnbl Ha aKpaH.



PaboTta c knaBuatypou

ITU cnanabl
a Paeres oot Copngn Peuerpnprarne npeﬂ,Ha3HaquPl angd
j _; Cambria Garonoskn) ~ |11~ | A" A7|[2)] |1 - = - 0| 3E EAL]| T nonb3oBarterien,
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Bybeposmena 5 wpmer & 4 paboTaTtb C
d KnaBuaTtypowu.

B AunsamnHe neHTbl
HasepcTeiBaem ynywenHoe nodaBuIiNCb HOBbIE
COYEeTaHUsA KNaBuLL.

OTO n3ameHeHme obecnevmBaeT ABa 0OMbLIMX NPENMYLLECTBA MO CPaBHEHMUIO
C npeablaywinmm Bepcmamu nporpamm Office.

° D,J'IFl Ka)XO0W KHOMKN Ha NEHTE CyLLeCTBYIOT COMETaHUA KIaBULL.

* YacTo coyeTaHms KnaBumiLl OKa3biBatOTCA HAMHOIO 6bICTpee.



PaboTta c knaBuatypou

HoBble covyeTaHust KnaBuLL

a Pasmeﬂ(panuuu C(E](M Pacgm Peuens@osanue n Ha3b| Bal'OTCﬂ nO-HOBO My:
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Byd)ep onena [

UTobbl HaYaTb
MCNosib30BaThb
BCMIblBatoLWMeE NOACKA3KMU,
HaXmuTe knasuwy ALT.

HasepcTeiBaeM ynyueHHoe

[lanee:

1.  Haxmute BCnnbiBalOLLYHO MOACKA3KY, BbI3bIBAIOLLYIO HYXXHYIO BKIaAKYy.
Hanpumep, Haxxmute «H» ona Bknagkn «FmaBHasa». [NoaBaTcs Bce
BCMJibiBaOLLME MOACKA3KN AN KOMaHA HY>KHOW BKITadKW.

2. HaxmuTte BCnnbiBalOLLYIO NOACKA3Ky ANS HY>XXHOWU KOMaHAbI.




PaboTa ¢ knasmaTtypom

PaboTa co cTapbiMy cOYeTaHUSAAMU KNaBULL

« CoyeTaHusa Knasuwl, Ha4YnHatwmecs ¢ knasmwm CTRL ocTtatoTca
TakuMK e, Kak B npeablaymx sepcuax Word.

— Cpenun Takmx codetanmn, Hanpumep, CTRL+C ansa konnpoBaHua u
CTRL+ALT+1 anga ctunga «3arofoBoK 1».

* MoXHO TakXke MUCnosib30oBaTh CTapble coveTaHus Krnasuwl ALT+,
npenocTasnaowme 4OCTYN K MEHIO M KOMaH4aMm npeabiayLuinx Bepcum
Word.

— Ho, Tak Kak cTapble MEHI0 HEOQOCTYMHbI, HA 3KpaHe He byayT
NOABNATLCS HANOMUHAHUSA, Kakne KnaBulun Haxatb. lNostomy ans
NCMONb30BaHNSA COYETaHUSA KIaBuLL HY>XHO NMPOCTO MOMHUTb 3TY
nocnenoBaTefibHOCTb.



TecTt 1, BONpocC 1
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YTo npousonaeTt, ecnu HaxaTtb KHOMKy [EB npunoxeHun Word 20077
(BbibepuTe oaUH OTBET.)

1 Byu,eT BPpEMEHHO CKPbITa NNeHTa, U YBEJIMHUTCA NMPOCTPAHCTBO AJ14
OT06pa>KeHMFI AOOKYMEHTA.

2. bygoet yBenu4yeH pasmep wpudgrta B TEKCTE.
3. byayT otobpaxeHbl AOMNOSTHUTENBHLIE BO3MOXKHOCTM.

4. KomaHpga Oyoet nobaerieHa B naHesnb ObICTpOro goctyna.



TecTt 1, BOonpoc 1, OTBeET:

Byﬂ,yT OTO6pa>KeHbI AOrNoJIHNTEIbHblE BO3MOXHOCTN.

UacTo nosBnseTca AuanoroBoe OKHO, KOTOPOE MOXET ObITb 3HAaKOMO Mo
npeabiayLwmnm sepcmam npunoxeHmna Word.




TecT 1, BONpOC 2
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'Ae HaxoauTCA NaHenb ObICTPOro AocTyna, u Korga ee
crnepyeT ucnonb3oBaTtb? (BbibepuTe oAMH OTBET.)

1. 3Ta naHesnb pacnonoXeHa B 1IeBOM BEPXHEM Iy 3kpaHa. OHa
CNYXUT Anst 6LICTPOro A4oCTyna K 4acTo UCMOoSib3yeMbIM KOMaHOaMm.

2. OHa oTobpaxkaeTcs NoBepx TeKCTa, U C €€ MOMOLLbI0 MOXXHO BHOCUTb
n3meHeHus B hopmaTMpoBaHE TEKCTA.

3. JTa naHersb pacnorioXXeHa B JIEBOM BEpPXHEM yriy aKkpaHa. OHa
CNY>XUT a5d 6bICTPOro 4ocTyna K JOKYMEHTY.

4. OHa HaxoauTcs Ha Bknaake MMaBHasA, 1 ee cnegyet ncnonb3oBartb
Aanst ObICTPOro 3anycka unu co3gaHnsa HOBOro AOKYMEHTA.



TecT 1, BOnpoc 2, OTBET:

3OTa naHenb pacnorioXeHa B NIeBOM BEpPXHEM yriy akpaHa. OHa crnyxuT
Ans 6bICTPOro AOCTyNa K YacTo UCMONb3yEMbIM KOMaHAaM.

9T0 HebonbLlasi naHenb ¢ KHonkamm CoxpaHnTb, OTMEeHUTb 1
NMoBTOpPUTL. UTOOLI 4O06ABUTL HA HEE YACTO UCMOSb3yEMbIE KOMaHAbI,
HY>KHO LLIESTKHYTb HY>XHYIO KOMaHay NpaBoOW KHOMKOW 1 BbIOpaThb
Jo6aBuTb Ha NaHesb ObLICTPOro Aocrtyna.




TecT 1, BONpoc 3
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Mpu KakoM U3 cneayrOLWNX 4eMCTBUU NOABNSAETCA MUHU-NaHenNb?
(BbibepuTe oaUH OTBET.)

1. [BOMHOM LWENYOK aKTUBHOW BKIAOKM Ha FNEHTE.
BblaeneHune Tekcra.

BbligeneHne Tekcta 1 HaBedeHUE Ha HEro yKa3aTtesid MbllUN.

R

JTioboe n3 nepevncneHHbIx Bbllle JEUCTBUN.



TecTt 1, BOnpoc 3, OTBET:

BbloeneHne Tekcta u HaBeeHUe Ha HEro yKas3aTtensd MbllLN.

[TaHenb Takke NOABUTCSH, €Cnun LWENKHYTb BblAeNEHHbIN TEKCT NMpaBou
KHOMKOW MbILLUMW.




[Tonck YacTC
KOMaHa




[Tonck yacTto NCMNOJIb3yEMbIX KOMaH

Word 2007 — 31O HOBOE
NpUNoXeHne, n aTo
BOCXUTUTENBLHO. HO
NpuaOeTcs Koe-4T1o
OCBOMUTb.

Ml

Tenepb camoe Bpems
HaNTU TO4YHOE MECTO
OonbLIMHCTBA YacTo
NCNOSfb3yEMbIX KOMaHA,.

Hanpumep, roe cosgaertca AoKyMeHT? [Oe HaxoaAaTcs MapKepbl, CTUMU U
NnpoBepKa npasonucaHnda? A Kak HacyeT nevyaru?

B aTom ypoke byaeTt nokasaHo, 4To briarogaps HOBOMY AU3anHY
nporpamMmmbl 3T KOMaHAbl OKa3bIBaOTCA MPSAMO TaM, A€ OHU HYXKHbI.



T “ ' YTo npounsoLusno ¢
@ MmeHo ®ann?

j ey MocnegHue AOKYMEHTbI

2 M= Y710bObLI OTBETUTHL HA

7 OTKpEITE 3

- ' 3TOT BOMPOC, HAXMUTE
_— kHornKy Microsoft

; / Onyéaukoeate » Office

——i

Y
3akpuiTh

[ 2] Dapamerpe Word | | X Beixog us Word

Tenepb kHonka Microsoft Office §
npunoxenunn Word.

ABNSIeTCA MECTOM Havyana genucTesuin B

[1pn HaXkaTK 3TOMN KHOMKU MOSABNAETCA MEHI0, NO3BOSAOLLEE CO3AaTh,
OTKPbITb UM COXPaHUTb OOKYMEHT.

BbicTpoe ocBOeHMe Nporpammbl



Mapkepbl, HOMepa 1 apyrue cpeacrtea doopmaTtmpoBaHug

[locne oTkpbITUA
OOKYMeHTa 1 BBOAA

o\ 9 - U )3 AokymeHTl - Microsoft Word

nasHas Bcraska PasMeTKa CTpaHuMLEl Ceuinku Pacceinkm PeLleHINpOBaHNE
: caiibri Ocrosmoiite - |11 - (AT a7 |[&5)]| (=~ 1= - ]2 =44 7 TEeKCTa 4acCTto
s [ & - e e[V A =gl Bo3HuKaet
T Lipwabt 3| HeobxoaMMoCTb
BbIMOSTHUTb
doopmaTmpoBaHme

JTOIo TEKCTA.

MHorvne n3 sHakoMbIX KOMaH4 oopMaTUpPOBaHUA HAXOOATCA Ha BKNaake
maBHag B rpynne «Wpudt»: «lMonyxupHbin», «Kypcu», «Pasmep
wpudpTta»u Tak ganee.

Tam Xe UMerTCA HECKOSTbKO AOMOMHUTENBbHBLIX NOME3HbIX KOMaHA.



Mapkepbl, HOMepa 1 apyrue cpeacrtea doopmaTtmpoBaHug

[locne oTkpbITUA

(’D@ H9-0 )+ AokymeHTl - Microsoft Word
~ fnagHas | Bcraska  PasMeTka cTpammusl  CoenkM PacceikM PeLEHIMpOBaHMe HOKyMeHTa n BBOAA
3 ‘J Calibri (OcHoBHOM Te ¥ 11 | A A'||£)| BT i ‘f—;ng? g;f¢|§{|| qr‘ TEKCTa HacTto
Sraste (K A U - abe x, X' Aar|[¥- A 1= (& ] BO3HMNKaAET
T Lipwabt : r63 3| HeobxoaMMoCTb
BbIMOJIHUTDb
doopmatupoBaHue

JTOIo TEKCTA.

Hanpumep, He nponyctuTe rpynny «Ab63awy, nokasaHHyto 3aecb. OHa coaepKuT
BCeraa nonynsipHble MapkupoBaHHbIe, HYMepPOBaHHbIE 1 MHOFOYPOBHEBLIE
CIMUCKMN.

Ha aToun Bknagke Takxe rnosiBAsoTCA KOMaHabl YCTAaHOBKW OTCTYMNa U BblpaBHUBAHUA.



PaboTta co cTunamm

AokymeHtl - Microsoft Word : A Hy>KeH 60ﬂee MOLU,Hb”Z n
Pacceinku PeugH3upoBaHue Bua 3(b(b€KTI/IBHbII7I I'IO,EI,XO,EI, K

T 3 Haifry dopmaTmpoBaHuio, He
=" AaBbCcDc || AaBbCcDe AaBbCi ’ -
; oRaes i orpaHn4mnBarOLLNnNCA

7 Bes uHTe... 3aronoeo.. WNameHuTe e
TUan ™~ 3 DBIAEINTD

¢ ' MONy>XUpHoro wpudTa u
KypcmBa?

CTOUT NO3HAKOMUTBLCH CO
CTUNSIMU B HOBOM BEPCUU
Word.

MoxxHO nnbo BblbpaTb CTaHOAAPTHLIA IKCNpecc-CTusb, Mbo
NPUMEHUTb paHee Co3AaHHbIN CTUSIb.




PaboTta co cTunamm

Aokymentl - Microsoft Word : : KOMaHﬂ,b| pa60Tb| CO
Pacculnku PeueHIMpoBaHue Bua CTUIamMmm pacnonomthﬂ

= =89 ||| ssebceoc| asebeeoc AaBbC: - SN  Ha BKnajke maBHasn, B
7 OBbI4HENT | T Bes MHTe.. 3aronoeo... et | SRS rpynne CTM"M

AN ™~ Mageunia

Crunu 3 T

Ha aTom pucyHke
NoKasaHo, Kak Mnosiy4nTb
HY>XHbI€ CTUSIN.

@ OSxcnpecc-cTunu — 310 CTaHAAPTHbIE, MPOMECCHUOHANbBHO BIMMAAALLME
cTUNu, yaobHble n ObicTpble B NpuMeHeHun. A B aton Bepcuun \Word oHu
Nony4Ynnn HOBOE NMpeacTaBliEHME.

@ Haxmure 3Ty KHOMKY, YTOBbLI OTOGPA3UTL HECKOMBKO FOTOBBIX K
MCMNOSTb30BAHUIO 3KCMPECC-CTUNEN.

e Ha>KM|/|Te KHOHKy Bbl30Ba ANAJTONOBOIo0 OKHaA, k--|T06b| OTKpblTb O6ﬂaCTb 3agav
«Ctnnn».



dopmart no obpasuy

oy , _ KomaHaoa dopmat no
(O = - v Haxatb Beinyck.docx - Microsoft Word
€3) obpa3uy siBnseTcsd

nhasHasa Bcraska PasmeTka cTpaHuukl Cceinkm Pacceinkmn PeyeHznpoBaHue
; = : e KOMaHA0mM ObICTPOro
j Calibri (OcHoeHOM T ¥ /11 S = a—vilEE A= g

Bmm R i e ey | | =2 doopmaTmpoBaHug

-

Bydep o6mMeHE ™ WpudTr ] AB3 u TeKCTa

OHa pacnonoXeHa Ha
KpanHeWn fieBon CTOPOHe
BKkNaaku MasHas, B
rpynne bydep oomeHa.

OTa KomMaH4a No3BonsAeT ObICTPO NPUMEHUTL NapaMeTpbl
dopmaTMpoBaHNsS 0gHOro doparmeHTa TEKCTa K ApYyromy.

UT0b6bI BOCNOSIb30BaTLCA 3TOM KOMaHAO0W, YCTAHOBUTE KYpPCOpP Ha
TeKcTe, popmMaT KOTOPOro HY>XKHO CKOMUPOBATb, M HAXKMUTE KHOTKY
dopmaTt no obpasuy.

BbicTpoe ocBOeHMe Nporpammbl



BcTtaBka PUCYHKOB, TUNMepCcCcbiJ10K U KOJTOHTUTYJ10B

b \ H92-0 ) AokymenTl - Microsoft Wort

[ &2 -
i~

- lnasHas Bcraeka PazmeTka cTpaHuyel Ceeinkmn Pacceinkn PeueHzupoBaHue

|£] TuTyneHas cTpaHMua ~ j ‘ | El= _,\_}) OUrypel ¥ Q) =] BepxHuit KoAOHTUTYA
‘ 4 £ B lﬁ L B
e '24__\] SmartArt =] HuskHuWit konoHTUTYA
Taénuua | PucyHok Kaumn Ceasmn
- nb,ﬂuarpamua - #] Homep cTpaHuuel ~

CrpaHunygl lk Tabanukl Wanwocrpaumn KonoHTUTY B

] Nycraa crpanuua

',:j PaszpeiB cTpaHuuel

UTo0ObI coenaTtb TekcT bornee
HarnagHbIM U
ybeauTenbHbIM, MOXHO
0o06aBUTb B HEMO PUCYHKN,
KapTUHKW, gMarpamMmmbi U

dourypeil.

Bocnonb3oBaTbCcs 9TUM
ooratcTBOM
OOMOSTHUTENbHbLIX AAaHHbIX
NO3BOSIAET BKagKka
BcTaBka.

JTa BKIla[lka COOEPXUT HE TOSMbKO 3TN KoMaHabl. Ha Hen Takke
HaxoaAaTca komaHabl « Tabnuubl», «FMnepccbinka», «BepxHuun

KONMOHTUTYIN» N « HNXKHUMA KONOHTUTYIY.

1 310 ewe He Bce. He nokasaHHbIMW, HO FOTOBLIMU K NCMOMb30BaHUIO
ABNSAKTCH HOMepa CTpaHul, TekcToBble nons n \WordArt.




[locne BcTaBku oObekTa
MOXXET BO3HUKHYTb
HeobXoaUMOCTb
paccMOTpETb ero bonee
noapo6bHo.

[1na 3TOro Hy>XHO 3HaTb,
rae MOXHO yrnpaBnaTb
ero macwutabowm.

Crpasun 1901 | Mo cooe @ <D amemicomd ICWIA)

B3rnaHute B npaBbi HUXKHUW Yyron OokHa. [lepemecTtuTe nonsyHoK BrnpaBo
anga yBenuyeHust maclutadba nmbo BrNeBO AN ero yMeHbLUEHUS.



[TpoBepka NpaBoNMCaHUA U rpaMMaTUKK

Hukaknx owmook!

Oa) d9-0 )7 Press Release.docx - Microsoft Word
|\

j FnasHas Bcraska PasMeTka cTpaHuyel Cceinkun Pacceinkmn PeueHznMpoBaHue

S Korga pabota c

Sreawe B A S8  [JOKYMEHTOM MOYTU

4} Mepeson 15 | npamedanue EREEEE 39BeplUueHa 1 Tpebyetcs

- _Fpasommeanme______J|___Jlpubeani_____________ NULLb pacneyaTaTtb ero unu
OTMNPaBUTb MO 3NEKTPOHHOWN
no4yTe, NosIe3HO NPOBEPUTDL

Ipecc-pexnus B JOKYMEHTE
Komnanusa Contoso o0bsABAAET 0 JOXOAAX O pe3ybTaTal npaBonucaHue u

Mpasonucanue

”pHﬁhIth YBEJIHYHJIIACH 110 CPABHEHHI) C IPONIJIBIM roJioM rpaMMaTMKy

KomaHga «lMpaBonucaHune» HaxoauTcs Ha BKnaake «PeueH3npoBaHue»,
TaK Kak 3Tu OeNCTBUS ABNSOTCA YacTbio 0630pa paboThl NONbL30BaTENS.

[TocMOTpUTE Ha KpanHIo NeByto obnacTb, Ha rpynny «MpaBonucaHuey.




[1OoKyMEeHT roTtoB Kk ne4yaTtun?

Mo)HO neyaTtatb — HO

(Dn) 9~V )+ Press Release.docx - Microsoft Word
InaeHasa Bcraska PazmeTka cTpaHuubl Cerinkmn Pacceinkun PeueHznposaHue MO)KHO J'I M?
‘Vfﬁ 2y OpueHTauma ~ = Paspeissi A] Moanoxka ~ OTcryn
L 1 a

= 3 ¥ ) Homepa cTpok ~ A Liset crpanmus ~ _,' BO-I'IepBbIX, CTOUT
Z KonoHkwu ~ b~ Paccravoska neperocos ~ || ] Fpanuuel cTpanmy, .
Temet MapameTpel cTpaHMULb L QOH CTpaHuLEl ﬂpOBepl/lTb, KaK 6yﬂ|eT
BbIMA4E€Tb MaKeT
CTpaHuLbl JOKYMEHTa

IIpecc-penus and nedartu Ha

Komnanus Contoso o6bABIAET O I0X0/aX 1O pe3yJibTaTal |'|p|/|HTepe_

[IpuOBIIE YBEJIMYHIIACH 10 CPABHCHUIO C IPONUILIM T'O/IOM

Bce HeoOxoaumoe HaxoauTcs Ha Bknagke «MakeT cTpaHuubiy.

[pynna «Pa3meTKa cTpaHuLbI» COOEPKUT kKoMaHabl «Pa3mep» (8,5 x 11,
A4 v gop.), «OpmneHtauma» (anbbomMHas n kKHxkHas) u «lMonay.




D,OKyMeHT rOTOB K Ne4vyYartu

|E§i b9 s Contoso.docx - Microsoft Word KOFLI,a DIOKyMeHT
e e e MOJIHOCTbIKO TOTOB K
i_j Foanzr: nééasa:nrenbnuﬁ n;ocmorp 1 NeyaTb AOKYMEHTa 7 neanM, Bele/lTer K
~ \%p El:l60p NPWHTEPA, YMCNa KONWI U APYruxX NapaMeTpos : KHOnKe M icrosoft

7 OTKpEITE Ne4yaTv Nepes NevYaTbio.

o di’?ﬁ BbICTpas neyats — 3 AN Office

I l CoxpaHuTE SJ# OTnpaeka A0KYMEHTA Ha MCMNOABIYEMEIN NO YMOAYAHUIO
5 NPUHTEP BES EHECEHMA MIMEHEHMH,

= (7 NpeasapuTenbHbiii npocvotp —— 4
Coxpanutekak > | | A4 MpocmoTp CTpaHuL Nepes NeYaThio W BHECEHNE

HE0BX0aUMEIX WIMEHEHUM,

[E——

NmenTe B BUAOY, YTO TeNepb AOCTYMNHbI CneayoLllne BapuaHThbi:

@ Ecnv BbiGpaHa komaHaa «MevaTby», OTKpbIBAETCS ANANOroBOe OKHO
«lMevyaTb». HO BMeCTO 3TOro HaBeguTe yKkasaTteslb MbilUX Ha CTPESIKY
cnpasa oT KoMmaHAbl MevyaTb, 1 NOABATCA TPU AONONHUTENBHbLIE KOMaHAb!.




D,OKyMeHT rOTOB K Ne4vyYartu

Eéi H9-™ )= Contoso.docx - Microsoft Word Korﬂla DIOKyMeHT
MOJIHOCTbIKO NOTOB K

5 > _ nevyartn, BEPHUTECH K
~ %p Eu60p NPUHTEPA, YMCNa KONUMI U APYruX NapaMeTpoE : KHOTlI1Ke M icrOSOft

/ OtkpeiTe NeYaTv Nepes NeYaTer,
| ARG

@ BbICTpas neyats — 3 Office 5

I I CoxpaHuTE G OTnpaeka A0KYMEHTa Ha WCNOAb3YEMBIA NO YMOAYAHUIO
5 NPUHTEP BES EHECEHMA MIMEHEHMH,

i Ee Az MNpeasapuTenbHbIA NPOCMOTP U NeYaTb AOKYMEHTa

= "\ NpeasaputensHbiii npocmotp —— 4
Coxpanutekak  » | | \d Mpocmotp crpanuy nepes neyatbio M BHECEHME

HE0BX0aUMEIX WIMEHEHUM,

[E———

NmenTe B BUAOY, YTO TeNepb AOCTYMNHbI CneayoLllne BapuaHThbi:

@® [leuats

@® bbicTpas neyatb

(4] NMpeaBapuTenbHbIN NPOCMOTP




3a Kynucamu

ottt S

@ 000 ° Pl TEEdoor T RGoSoITWaTd Bce aneMeHThl,

- ——— S /ICronb3yemble Mnpu

L] commam S noscegHeBHoOM pabote
P gty c npunoxexvem Word,
i s pacrornoxeHbl Ha

| fieHTe, rae Mx ropasmo
B — —— " o

__T 3aKpeITh paHbLue

2] Dapametpe Word IX Beixoa us Word i

Ho rgoe pacnonoXeHbl «3aKynucHble» napameTpbl, KOTOpPbIE He
MCNOMb3YyKTCA Npu paboTe ¢ AOKYMEHTaMW, OAHAKO onpeaensoT
noseneHne npunoxerHusa Word B uenom?



3a Kynucamu

ottt S

@ FERCRE = HeNaTe BATeEAser - Nieroesh Word B npeagbioywinx

= B BEPCUAX MPUNOXEHUSA
| e \Word Hy>HO ObINo
e dlifl BLIOPaTL KOMaHAy

MocneaHne SOKYMEHTbI
‘ l Cozaate

H COXpaHuTh napaMeprl B MEHIO
) | CepBuc.

./ Onyéavkosare P

)

__] 3aKpeITE

2] Dapametpe Word IX Beixoa us Word i

Tenepb BCe 3TN HAaCTPOMKU ABMAKOTCA YacTbio NapamMeTpoB
npunoxeHnsa Wordu nosaBnsai0TCA NOCre HaXxaTus KHOMKK
«MapameTpbl Word».

OHa HaxoauTCs B MEHIO, OTKPbIBAKOLLEMCSH MPU HAXXaTUN KHOMKU
Microsoft Office.



TecT 2, BONpoOcC 1

- —

C nomMoLbIO KOMaHA Kakou rpynnbl U KAKOU BKMagku MOXHO
co3aaTb MapKMpoBaHHble cnUcKn? (Boibepute oanH oTBeT.)

1. B rpynne A63auy Bkrnagku MakeT cTpaHUUbI.
B rpynne A63ay Bknagku MNMaBHas.

B rpynne CumBonbl BKNagku BeTaBka.

I RS

B rpynne TekcT Bknagku BecTaBka.



TecT 2, BOnpoc 1, OTBeET:

B rpynne Ab3au Bknagku FMagHas.

AIMEHHO 306ecb MOXXHO NMPUMEHUTb CTUJITb MapPKNPOBaHHbLIX CIMMUCKOB.
CoBer: MapKI/IpOBaHHbII7I CMNCOK MO>XHO NMPNMEHUTb TakKXe C NMNoMOLLbHO
MWUHU-NaHENN NHCTPYMEHTOB.




TecT 2, BONpOC 2

- —

Kak BbIOMpaTb napamMeTpbl ne4atn B HOBOUN Bepcum
npunoxeHna Word? (Bbibepute oauH OTBET.)

1. Haxartb kKHonky lNevyaTb Ha neHTe.
HaxaTb kHonky MNevyaTb Ha naHenu BbICTpPOro gocTyna.

Bocnonb3oBaTtbca kHonkon Microsoft Office.

R

[TlepBbin N BTOPOU 13 BhbilLenepeyncrieHHbIX BapuaHTOB.



TecT 2, BONpocC 2, OTBET:

Bocnonb3oBaTtbca kKHonkon Microsoft Office.

30€ecCb e OTKPbIBAETCHA OKHO NpeaBapuUTEnbHOro NpocMoTpa.




TecT 2, Bonpoc 3

—

B KakoM yrny pacnonoxeH 3rieMeHT U3MeHeHUsa macwutaba?
(BbibepuTe oguH OTBET.)

1. B npaBOM BEpPXHEM.
B neBom BepxHeM.

B neBoM HUWXHEM.

B S

B npaBomM HMXHEM.



TecT 2, BONpoC 3, OTBET:

B npaBomM HWKHEM.

OreMeHT yrnpaBneHus, C NOMOLLLIO KOTOPOro MOXHO YBENUYUTL UM
YMEHbLUUTb MacLuTab, pacrosioXXeH B NPaBoM HWXHEM yrny. s
OoTOOpaXeHUs AfIEMEHTOB yNpaBfieHns MacluTabomM MOXHO TakxKe
BOCMNOJS1Ib30BaTbCA MeH0 Bupa.




HoBbIN d




HoBbI dpbopmaT dpannos

ELwe ogHo BaxkHoe
N3MEHEHNE B HOBOW
BEPCUMN MPUSTOXKEHUSA
Word —
YCOBEPLUEHCTBOBAHHDI
n cpopmat channos.

YTo 91O 03Ha4aeT Ang
nonb3oBarenen?

XML

HoBbin doopmaT no3BonsdeT YMeHbLUTL pasmep
danna v caoenatb ero 6onee 6esonacHeIM. OH Takxke
NMeEeT pag Apyrmx NpenMyLLECTB.



[TpnynHbl nepexoaa Ha opmat XML

HoBbI dpopmar
doanrnos ans
nokymeHtoB Word
OCHOBaH Ha HOBbIX
MeHbLumit dopmaTtax Office
pasMmep annos Open XML

MNoBbILWEHWE YPOBHA
DesonacHocTH

YnyJywenune
CUCTEMBI 3aLLMThI

6%

OT0T hopmaT npeanaraet MHOXECTBO NMPENUMYLLECTB:

* MO3BOJSISIET NOBbLICUTbL OE30MaCHOCTb JOKYMEHTOB;
* MO3BOMNSAET YMEHbLLUNTL pasmep oansioB JOKYMEHTOB;

* agenaet JOKYMEHTbl MEeHEE YA3BMMbIMU K MNMOBPEXOAEHUAM.



[TpnynHblI Nnepexoga Ha HOBbIM popmaT. HoBbIE BO3MOXXHOCTMW.

,6,;\ H9-0 3 Aokymentl - Microsoft Word HOBbIM q)OpMaT
O el —
—/ lhasHas Bcraeka PazmMeTka crpaHuusl Ceceinkm Paccelnku PeueHznposaHue (ba I/”-IOB Ta K>Ke
|£] TUTyAbHaga CTpaHMua ~ | ‘ | El@ Ly ourype ~ : =| BepxHuit konoHTUTYA
] TuTyneH HULY j bl [y ourypei [~} E| ﬂpeﬂOCTaBﬂﬂeT

b = ~
45| SmartArt 5| HukHUiT KoAOHTUTYA

Taé.juu,a PucyHok Kaun Ceazun BO3MO>KHOCT|:)

»;: PasphIE CTPaHMLE Buarpamma - |#] Homep crpaHuuel ~

e ST 1ICMNOSb30BaTh
DYHKLMK, OOCTYMHbIE
e TONMbKO B NPUMOXKEHUM

ﬁi_fice - | ' Word 2007.
° MMCOK e

> [pouecc o

_] Nycras crpanuua

Bui6op pucyHka SmartArt

™
OnHMM 13 NPUMEPOB ABNSIETCS HOBas rpadmnyeckas BO3MOXHOCTb SmartArt .

Ha pucyHke nokasaHo, Kak pabotaTb C Takum rpapuyecknm afiEMEHTOM B
npunoxenumn Word. Obpatnte BHMMaHne Ha 60nbLLON BbIOOP PUCYHKOB
SmartArt.



Kak y3HaTb, YTO UCMOSb3yeTCcA HOBbIN dpopmaT dhanna?

r ‘ Mpu co3gaHum HOBOTO

CoxpaHe HWe JoKyme HTa

Ly I - O“YVIEHTa B
Frerea o R [1punoxeHnn Word

o -
wabnoHe! ) Moa myseika

F skl 2007 n nocnepyowiem

@ ] ero coxpaHeHuu
HOBbIW popmart

danna BblbnpaeTcs

dBTOMaTun4eCcKn.

1 Mou
iD AOKYMEHTBI

_‘J Mo#
Lr
KOMNBHOTED

Wma dafina: | Hawate Beinyck

Thn dakina: | Aokyment Word (*.docx)

B aTOM MOXHO yb6eauTbCcs, NOCMOTPEB Ha ANasfioroBOE OKHO
«CoxpaHnTb Kak». ObpaTnte BHUMaHUE, YTO none «Tun
doanna» cogepxut Tmn «okymeHT Word». OTO 03Ha4aeT, 4To
NCMNOSb3yeTCHd HOBbIN popmaT dpauna.



CyLlecTBYEeT HECKOSNTIbKO dpopmMaToB hannos

.
REL SElelyLnX

DOCX-cpann CrangapTtHbin gokymeHT Word 6e3 S
MaKpOCOB U nporpamMmm NPUINOXXEHNA
Word 6bIro Bcero

DOTX-thauvn LLlabnoH Word 6e3 makpocoB u
Koga

aBa Tuna
doaunsnos:
OOKYMEHTbI U

LWabnoHbl (doc u
DOTM-pann LLlaBrioH Word, KoTopbIi MOXET dot).

cogepXatb MakKpOChbl U NMporpamMmmbl

DOCM-dann [HokymeHT Word, KoTopbIt MOXET
coaepXxaTb MakpoChbl U NporpaMmmbl

B npunoxeHun Word 2007 ncnonbayetca Yetbipe Tuna dgansnos: DOCX-,
DOTX-, DOCM- n DOTM-dpannsbl («X» obo3Hadyaet XML, a «M» — makpoc).
[MoapobHOCTM NpuBEAEHbI B CrieayoLlen Tabnuue.

BHelHe HOBLIN dhopmaT hannoB npunoxeHus \Word otnnyaercs oT cTaporo
TOJTbKO MPU UCMNOfb30BaHNM MaKpOCOB UIX NPOrpamm.



PaboTa c cylwiecTByOWNUMN OKYMEHTAMMU
e
' ' UTo npoucxogut co

o”y\ d %) s ress Release{ [Pexxuw PaHUYEHHONW QYHKLUHOHaNbHOCTY CTaprMM HOKyMeHTaMM
fnasHan Bcraska PasmMerka crpaHnue Ceninkem Pacceinkm
NpU UX OTKPbITUN B

Bcra'mm; f X K& 4 - abe x, X' Aa-i|¥® - A' EEEE = Oy~ i - 1 O6uuE HOBOM BepCMM
B o wonbr : Assau 1 npunoxexuna Word

I

I Camoca e - [AXB][EE TR s

Mpekc-penns
Komnaunus Contoso o6bABASET O I0X0/IaX IO PE3yIbTAT

p [Ipubbinb YBEeJIHYHIIACH IO CPABHEHHID ¢ NPONIIBIM rojioM
f DapmauesTuecxan xomnanna Contoso Pharmaceuticals ceroana 06bRsnNa O TOM, WTO Nk

MpunoxeHne Word 2007 MOXeT OTKpblBaTb doausibl, CO34aHHbIE B NpeablayLmx
Bepcuax npunoxeHns Word ot Bepcun 1.0 go sBepcumn 2003.

[MpunoxeHne Word oTKpbIBaeT ycTapeBLUne OOKYMEHTHI B peXume
coBMeCcTUMOCTHU (orpaHnvyeHHoun cpyHKuMoHanbHocTUn). O6 3TOM coobLuaeT
HaanMcb BBEpPXY AOKyMeHTa «(PeXum orpaHn4eHHON (PYHKLMOHArIbHOCTHU)»,
nosaBndarOLWLaAca paaomM ¢ UMeHeM goauna.




Pexxnm orpaHn4yeHHON PYyHKLMOHaNbHOCTH

J | ¥ Mpecc-penns.doc [Pexum orpaHnyeHHoil QyHKUNOHE - l-'IT() TakKkoe pe)KMM
Bcraeka PazmeTka cTpaHuuel Ceuinkn Pacceinkun » bubanoTexa auarpamm COBMGCTVIMOCTM'?
, . BkpaTue, 3T0 — pexum,
Taéauue WUnnwcrpauun | KOF,EI,a an”D)KeHl/le Word
: coobLLaeT, YTO AOKYMEHT
Ve e \ 1] Il vimeert cTapbin goopmar
Komnanus Contoso o6bABIseT ( OPrainsauoHHan anarparia Cba YR

OTobpameH1e CTPYKTYPbl OTHOLWEHHHA

[Ipubrink 332 KBAPTAaJ B 3TOM rojy I
~
Komnanusa Contoso Pharmaceuticals oGbasnseT ce )

OTOT chopmMaT He nogaepXUBaeT HEKOTOPblE BO3MOXXHOCTU HOBOW
Bepcuun npunoxeHuns Word — oH1 NMbO OTKITHOYEHbI, NINOO
peanusyoTcs NoaobHO aHanorm4YHbIM BO3MOXXHOCTAM CTapon BEPCUN
npunoxeHna Word.




[lpeobpasoBaHue cTapbiX doansios

MoxxHO nun
npeobpasoBaTthb
- il cTapbiii QOKYMEHT K
R 2 Haats Benyce.docy ¥l HoBOMY cpopmaTy
= dannos?
"J“Q Opeo6pazosats
= cnk EcTtecTtBeHHO.

a COXpaHWTb Kak

OTkpblB gokyMeHT B npuroxeHmn Word 2007, NnpoCTO HaXXMUTE KHOIMKY
Microsoft Office, a 3aTem BbIbepuTe B MEHIO KOMaHAY
«Mpeobpa3oBaTtby.

OTO npeobpasoBaHMe obecrnevymBaeT NpenUMyLLIECTBaA HOBOro popmata
(NO3BONSIET YMEHbLLUNTL pa3mep annos, caenartb nx bosnee
be3onacHbIMU N T. 4.), @ TakKe No3BonseT 6e3 orpaHnYeHumn
MCMNOSb30BaTb HOBbIE (PYHKLMM BO BCEWN UX MOSHOTE.



- .

Microsoft Office Word

3T1oT dhain Bbin co34aH ¢ NnoMolwke Gonee
HOBOHM BEpckK Nporpammel Microsoft \Word.,
3arpy3uTe NpeobpasoBaTent, YTobbl MOXHO

Bbino paboTaTe C 3THM AOKYMEHTOM?

OTMEHa

O6wWmn gocTyn K AOKYMEHTaM C MOMOLLbIO KOHBepTepa

[1na9 coBMEeCTHOro
NCMNONbL30BaHNSA OOKYMEHTOB
npeaycMOTPEHbl METOAbI
npeobpasoBaHus,
3HAKOMCTBO C KOTOPbIMU
MOXXET OKa3aTbCsA NOMNe3HbIM.

BoT TMNnM4HbIN cueHapun,
NCNOSb3YOLLNA KOHBEpTEep.

[TpennonoXxum, YTo Ucnosb3yeTcs HOBbIM oopmaT Pansios,

Nony4YeHHbIN NMBO NyTeEM CO3AaHUS U COXPAHEHNSA HOBbIX

OOKYMEHTOB, NMOO NyTem MoaepHu3aumm 6onee crapbix AOKYMEHTOB
C NoMoLLbI0 KoMaHabl «Mpeobpa3oBaTb» MEHIO, OTKPLIBAEMOIO

kHonkoun Microsoft Office.




O6wWmn gocTyn K AOKYMEHTaM C MOMOLLbIO KOHBepTepa

— .

[1na9 coBMEeCTHOro
NCMNOSIb30BaHNA OOKYMEHTOB
Microsoft Office Word npegycMoTpeHbl MeTOAbI
npeobpasoBaHus,

3T1oT dhain Bbin co34aH ¢ NnoMolwke Gonee

HOBOI BEpCHM Nporpamel Microsoft Word, 3HAKOMCTBO C KOTO p bIMW

3arpy3uTe NpeobpasoBaTent, YTobbl MOXHO

Bbino paboTaTk € 3THM AOKYMEHTOM? MOXeT OKa3aTbC4d NOoJie3HbIM.

BOT TUMUYHBLIN cLEeHapui,
NCNOSb3YOLLNA KOHBEpTEep.

[pyron nonb3oBaTenb paboTaeT co ctapon Bepcunen npunoxeHus \Word naketa
Office 2000. lNepBomy nonb3oBaTENtO HYXXHO MocnaTtb BTOPOMY 31EKTPOHHOM
NOYTOM CO34aHHbIN AOKYMEHT. CMOXET N nosyvartesib ero OTKPbITh?

[a. Korga BTOpOI Nonb3oBaTenb LLENKaeT JOKYMEHT, NokasaHHOE 3[4EeCh

coobLLeHne NpeanoXuT emy 3arpy3nTb KOHBEPTEP, NO3BOSSAOLLMIA OTKPbLITh
[OKYMEHT.




O6wWmn gocTyn K AOKYMEHTaM C MOMOLLbIO KOHBepTepa

— .

[1na9 coBMEeCTHOro
NCMNOSIb30BaHNA OOKYMEHTOB
Microsoft Office Word npegycMoTpeHbl MeTOAbI
npeobpasoBaHus,

3T1oT dhain Bbin co34aH ¢ NnoMolwke Gonee

HOBOI BEpCHM Nporpamel Microsoft Word, 3HAKOMCTBO C KOTO p bIMW

3arpy3uTe NpeobpasoBaTent, YTobbl MOXHO

Bbino paboTaTk € 3THM AOKYMEHTOM? MOXeT OKa3aTbC4d NOoJie3HbIM.

BOT TUMUYHBLIN cLEeHapui,
NCNOSb3YOLLNA KOHBEpTEep.

[OKYMEHT, OTKPbITbIM BTOPbLIM MOfib30BaTefieM, He byaetr BUAEH 8 moYHocmu
TaK Xe, Kak co3aHHbIN JOKYMEHT, TaK Kak MHOrme BO3MOXXHOCTU HOBOW
Bepcuun Word oTCyTCTBYIOT B BEPCUM BTOPOro Mosib3oBarerns.

OpaHaKo ero MOXHO OTKPbITb, BHECTU B HEFO M3MEHEHUS U BEPHYTh
OTNpaBuUTENIO.




OOLWwmMin OCTYN K AOKYMEHTaM NyTeM UX COXPaHEHUS B CTapom dopmaTte

A 4TO ecnu y BTOpPOro

o=

e ——————————————————————— nonb3oBaTens
ﬂ A COXpaHHUTb KOMMHIO JOKYRIEHTa nporpaMMHoe O6ecnequme
W & Joryment Word , E
~ Q CoxpaHeHWe A0KYMEHTE B MCNOABSYEMOM NO YMOAYAHMID Offlce 2000 O6HOBﬂeHO HE
& e SopiaE MONHOCTbIO?
) i ] Wabaon Word 3
@ Mpeo6pasosaTs /= | CoxpaHeHWe AOKYMEHTa KaK WabAoHa, KOTOPbIH MOXHO
MCNOAL30B3Th AN8 POPMATUPOBAIHMA BYAYVILMX ADKYMEHTOE, ! COXpaHMTe CBOW ,D,OKyMeHT

> Aoryment Word 97-2003 2

- CoxpaHeHMe KONMK 40KYMEHTa B GOPMaTE, MOAHOCTBIO B CTapOM CbOpMaTe CbaI7IJ'Ia,

CoxpaHuTb 1
| COBMeCTMMOM ¢ YWord 97-2003,
»

- : : npexae 4em
‘ COXPAHMTE KaK » Hauru HagcrpoKku 314 gpyrux ¢opraros ¢panios p

= W Coet ool soom et copinerias OTNPaBNSATb €ro ApYromy
noJib3oBaTerito.

BoT kak 910 caenaTb.

@ Haxmute kHonky Microsoft Officen B MeHio ykaxuTe Ha
CTPErkKy B KOoHLE komaHabl «COXpaHUTb Kak».

@ Buibepute B cnincke BapuaHTos popmat «Word 97-2003».




OOLWMIN AOCTYN K AOKYMEHTaM UX COXpaHEeHUs1 B cTapoM dopmaTte
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Aoryrment Word

CoxpaHeHWe A0KYMEHTa B MCNOAB3YEMOM NO YMONYAHKIO
dopmare,

Lla6aon Word

CoxpaHeHMe A0KYMEHTa KaK WahA0oHa, KOTOPbLIM MOXHO
MCNOAB30BaTE N9 POPMAaTUPOBaHKMA BYAYLLMX AOKYMEHTOE,

Aoryment Word 97-2003 2

CoxpaHeHMWe KONMK A0KYMEHTa B OopMaTe, NOAHOCTBIO
COBMECTMMOM CWord 97-2003,

»  Halrti HaJCcTpoiKKN 418 gpyrux dopmaros gainios

CEeAeHMA O HaACTPOMKEX, MCNOAB3YEMBIX AN COXPAHEHMA B
Apyrix dopMaTax, Takux kak PDF 1 XPS,

MoxkeT ObITb BblgaHO
npegynpexageHue o
TOM, YTO B CTapoOM
doopmaTe HeKOoTopkLIe
CBOMCTBaA AOKYMeEHTa
OyayT yTpadeHbl Unu
N3MEHEHDI.

Hanpumep, ecnv JOKYMEHT COAepXUT gnarpaMmmMy HOBOro Turna, OyaeT BblAaHO
npegynpexneHue, YTo ata gmarpaMmma 0yget npeobpasoBaHa B HEU3MEHSEMbIN
00beKT. Takum obpasom, Apyron Nosib3oBaTeslb CMOXET MPOCMOTPETL 3TY.
avarpammy, HO He CMOXET BHECTU B HEE U3MEHEHUS, MOTOMY YTO CTapasi Bepcus
npunoxeHna Word He nogaepuBaeTt paboTy C HOBbIM TUNOM Anarpamm.




TecT 3, BONpoc 1

- —

YTo o3HauaeT cTpokKa 3aronoBka aokymeHta Word:
«MapkeTuHrosbin ot4yeT.doc (Pexxmm orpaHn4yeHHOMU
cdyHKUMoHanbHocTU)»? (BbiOepuTe oAMH OTBET.)

1. C atum AOKYMEHTOM MO>XHO pa6OTaTb, HO COXPaHUTb €ro HEJ1b34.

2. C 3Tm JOKYMEHTOM HEBO3MOXHO paboTtaTb, MOTOMY YTO OH
HECOBMECTUM.

3. C 3TMM OOKYMEHTOM MOXHO paboTaTb, NOMNbL3YACb BCEMU
BO3MOXXHOCTSAMW HOBOW Bepcun npunoxenma Word.

4. C atum AOKYMEHTOM MOXHO pa6OTaTb, HO HEJ1b34 MNOJ1b30BaATbCA
HEKOTOPbIMN HOBbIM BO3MO>XHOCTAMWU MNMPUTTOKEHUA Word.



TecT 3, Bonpoc 1, OTBET:

C atum AOKYMEHTOM MOXHO pa6OTaTb, HO HeJlb34 MNoJib30BaTbCA
HEKOTOPbIMN HOBbIMI BO3MOXHOCTAMU MNMPUITOKEHNA Word.

[1okyMeHT 1cnonb3yeT cTapbi oopmMmaT dpansna, U K HeMy He
NPUMEHNMbI HEKOTOPbIE HOBbIE BO3MOXHOCTU npunoxeHus Word. 9T1u
BO3MOXHOCTW OyayT orpaHnYeHbl UNu OTKNIOYEHBI.




TecT 3, BONpoC 2

- —

Mo aneKTPOHHOM NoYTe NoslyYeH AOKYMeHT dpopmaTta
npunoxeHusa Word 2000. MoXXHO N OTKPbITb €ro B HOBOU
Bepcuun npunoxeHusa Word? (Beibepute oaAMH OTBeT.)

1. [a, Ho ByaeT BblgaHOo NpeaynpeXxageHne o HeobxoaumMocTu
BKIHOUYNTb KOHBEPTEP.

2. [a, HO OOKYMEHT OTKPOETCH B PEXUME OrpaHUYEeHHOMN
JoYHKLMOHaNbLHOCTH.

3. [Ha, ecnu npeoBapuUTenibHO BKITKOYUTL PEXUM OrpaHUyYeHHou
dYHKLUMOHaANLHOCTU Ha NaHenu BbICTPoro gocTtyna.

4. Hert. B HoBOW Bepcun npunoxeHna Word MOXKHO OTKPbITb
TOSTIbKO OOKYMeHTbI Bepcun 2002 1 nosxe.



TecT 3, BOnpoc 2, OTBET:

[1a, HO OKYMEHT OTKPOETCA B pPeEXUMeE OorpaHn4YeHHOU
pyHKLMOHaNbLHOCTH.

[TpMeHeHne HEKOTOPLIX BO3MOXXHOCTEN OyAeT orpaHNYEeHO 13-3a
paboTbl CO cTapbiM hbopmaTomM dpannos.




TecT 3, BOnpoc 3

- —

YTo nponcxoaut npu Bbiobope KomaHAabl «lpeobpa3oBaTb» B
MEeHI0, pacKpbiBaloLWeMcs nNpu Haxxatum KHonkn Microsoft
Office? (BbibepuTe oaguH OTBET.)

1.  CyuwecTtByowmn cann byget npeobpasoBaH B HOBbIM hopmat U
nepenmeHoBaH U3 «4okymeHT.doc» B « OBHOBIEH: JOKYMEHT.dOCY.

2. CyuwectBytowmn chann byget npeobpasoBaH B HOBbIN hopmart, U Ans
Hero 6yayT BKIOYEHbI BCE HOBbLIE BO3MOXXHOCTU HOBOW BEPCUU
npunoxeHuns Word.

3. BoamoxHocTtu npunoxeHua Word orpaHu4nBaroTCs B COOTBETCTBUM C
doopmaToM panna OKYyMeHTa.

4. [oKkyMeHT OyaeT OTKPbIT B 6€30MacHOM peXnmMe TOSIbKO AN YTEHUS,
4YTOObI €r0 MOXXHO ObIITIO MPOCMOTPETL B HOBOM hopmaTe hannos.



TecT 3, Bonpoc 3, OTBET:

CylwecTsytowun doann npeobpas3oBbiBaeTcs B HOBbIM hopmar, U
CTaHOBATCS OOCTYMHbI BCE HOBblE BO3MOXXHOCTU HOBOW BEpCUK
npunoxeHnsa Word.

Ecnun ansa cuctemsl Windows HacTpoeHO oTobpaXeHne pacLumpeHnn
dannos, byaet BuaHo, 4to pacwmpeHune damnna nameHntcsa ¢ «DOC» Ha
«DOCX».




Monpo6Hble cBeaeH!
LLabrnoHe cM. B obnactu 3a

BHM3Y CTPaHMLbI NN Ha CTpaHuLe
3aMeTOoK (BKnagka «Buay»).




