TexcroBble ¢aiinbl — Hanbosee MpocTast U HarjsHas opma MpeICTaBICHUs
andaBUTHO-IMPPOBOM  HMH(GOpMAIMK,  TO3BOJSIOMIAS  BBOJAUTH,  XPaHUTb,
pEelaKkTUpOBaTh, YWTaTh HAa OSKpaHE U I[e4araTb BCEBO3MOXKHBIE TEKCTOBBIC
JOKYMEHTBI — IIMCbMa, 3alMCKU, CIPABKH, OOBSBICHUS, OTYETHI, CTATbU, UCXO/IHBIE
TEKCThI IPOrPaMM U MHOT'O€ JIPYTO€.

Crioco0 opraHuzali JaHHBIX B (pailfie TOr0 WJIM HWHOTO THIIA HAa3bIBAETCS
¢opmaTom daitna. @opmar TekcToBOroO (paiiya — MPOCTEUIIMIA U3 BCEX M3BECTHBIX
CIIOCOOOB OpraHM3aluM JaHHbIX. Bes mHpopmanus B TakoM Qaiilne mnpeacraBieHa
IPOCTO CHMBOJIAMH KOJIOBOM TaONMIBl, KOTOpble ©O€3 BCAKHX IpeoOpa3oBaHUi
MO>KHO BBOJIMTH C KJIABUATYPBI, TOCHUIATh HA SKPAH WM IPUHTEP.

[Tomo6HO M0OOMY TOKYMEHTY Ha Oymare, TEKCTOBBIN (hailyi COCTOUT U3 Habopa
CTPOK TepeMeHHOW uHbl. J[nmHa CcTpoku ~ oObluHO orpanndeHa 254-255
cumBosIamMu. OTHAKO, IT0 BOBMOXKHOCTH, CIIEAyeT HaOupaTh cTpoku He qymHHee 70-80
CHUMBOJIOB, YTOOBI MX OBUIO YJOOHO YUTaTh U PEAAKTUPOBATH TMPH CTaHAAPTHOM
pasmepe mpudra (14).

OCHOBHOE JIOCTOMHCTBO TEKCTOBOTrO (pailila — mpocToTa M YHHBEPCAIBHOCTb.
@DaKTUYECKM — 3TO MHUPOBOM CTaHAApPT MNPEACTABICHUS TEKCTOBOM HH(OpMAINH,
KOTOPYIO MOKHO MOJITOTOBUTH U MpounTath Ha 00oM 1K B 1100601 cTpane mupa.

Wms TexctoBoro aiina cHabkaeTcs TpaJIUIMOHHBIM pacimpenueM .txt, .doc,
.docx (MS Word 2007-13), .rtf.

Jns co3maHusi, mMpocMoTpa M MoAU(UKAMK (PEAaKTUPOBAHUS) TEKCTOBBIX
JOKYMEHTOB HUCHOJB3YIOTCA CIENUAIbHBIE NPHUKIAJAHBIE MPOTrPAMMBI, KOTOpBIE
Ha3bIBAIOTCS PEAAKTOPAMM TEKCTOB.

MS WORD - 310 mpunoxkerrie Windows, mnpeaHa3sHadeHHOE I CO3JAHMS,
IPOCMOTPA, MOAU(PHUKAIIMH U IE€YaTH TEKCTOBBIX JJOKYMEHTOB.

WORD - ogna M3 caMbIX COBEpPIIEHHBIX MPOrpaMM B KIJIACCE TEKCTOBBIX
MPOLIECCOPOB, KOTOpas MPEAyCMaTpUBACT BBINOJIHEHUE COTEH Omepanuii Haj
TEKCTOBOM W Tpadudeckor nHpOpMarueit: 370 Habop TEeKcTa 000N CII0KHOCTH,
NOJrOTOBKA M CO3JaHHE JIOKYMEHTOB, IIHCEM, OTYETOB (B TOM 4HCIE C
WLTIOCTPALUSIMH ).



3amyck u HavaJo padorsi ¢ \Word

3amycTurh WOrd MOXXHO HECKOJIBKUMH CIIOCODAMM:

1. BemmonHuTh KoMmaHay Ilyck Bce mporpammer Microsoft Office_Microsoft

Office Word;

HICJIKHYTh Ha sApibike Word Ha maHeau ObICTPOro 3aIycKa;

3. IBaxawl IIENKHYTh Ha spibike Word nHa PaGouem crone. BHUMAHUE
Apnbiku Ha PaGodem cTosie ¥ maHe u OBICTPOTO 3alycka He MOSBISIIOTCS 10
yMOJIYaHUIO mpu yctaHOBKe Microsoft Word, ux HYXHO [1OMOTHUTEIHLHO
co3aaTh IpH HEOOXOJIUMOCTU. DTO BO3MOKHO Pa3HbIMHU CIIOCOOAMU, HO CaMbIii
npocrol —rueperackuBanue 3Hauka Word wu3 menwo Ilyck, yzaepkuBas
Ha)KaTOM JIEBYIO KHOIIKY MBIIIIH.

4. OTKpBIB OJIMH W3 THUIIOB (PailyioB, KOTOpbIE ¢ HEW accouuupyroTcs. O TOM, 4TO
daitn MoxeT ObITh OTKpPHIT B Word, roBopuT ero 3Havyok. dDaiia MOXKHO
OTKPBITh OJIHUM U3 CIAEAYIOIMIUX CITOCOOOB: JBAXKBI IIETKHYB Ha €r0 Ha3BaHUU
KHOIIKOM MBIIIHA B OKHE MporpaMmbl [[pOBOJHUK WM B OKHE MAIKU; HIEJIKHYB
MpaBOl KHOMKOW MBIIIM Ha Ha3BaHWM (¢aiija B OkHE mporpaMmbl [IpoBoHUK
WM B OKHE IMaNK{ U BEIOPAB B KOHTEKCTHOM MEHIO CTPOKY OTKPBITh; JIBaKIbI
IICJIKHYB KHOMKOM MBI HAa HA3BaHWUU JIOKYMEHTa B OKHE Jt000H Ipyroi
porpamMmsl Jj1st paboThl ¢ dainamu (Hanpumep, Total Commander).

5. BoinonHuB komaHay Ilyck Jlokymentel. BHUMAHUE! OTKpbITh TOKYMEHT
Microsoft Word nociegaum crnocoboM MOKHO TOJIBKO B TOM Ciy4ae, €CJIU Bbl
pabotamu ¢ HUM HenaBHO. B meHo JloKyMeHThI HaxoAsTCs JOKYMEHTHI,
KOTOpbIE OTKPBIBAIMCH MOCIEIHUMU. ECIM BBl 4acTO MCMOJIb3yeTE KaKOM-
HUOY b ToKyMeHT Word, ero sipJbIKk MOKHO BBIHECTH Ha Pabouuii cToi1, 4TOOBI
UMETh BO3MOXKHOCTbh OBICTPO OTKpPBIBATH €ro. TakuMm ke o0pa3oM MOXKHO
co3/IaTh SPJBLIK U JJis camou mporpamMmbl Microsoft Word. ®aiin 3amycka
OporpaMMbl  OOBIYHO HaxomuTcs 1o aapecy Program  Files\Microsoft
Office\Office12\ WINWORD.EXE.

Ecnu BBl HE MOXeTe HAWTH HAa KOMITBIOTEpE HU OAHOTO (haiiia co 3HAYKOM
Microsoft Word, a Takke OTKpBITh NpOTpaMMy HH OJHUM W3 YKa3aHHBIX
croco00B, BO3MOKHO, MTPUIJIOKEHHUE HE YCTAHOBJICHO HA BallleM KOMIIBIOTEPE.

YToObl 3TO IPOBEPUTH, CAETANTE CIAEAYIOLIEE:

1. Otkpoiite [IpoBOJHUK WA OKHO TAIKH.

2. Tleperinure B manky Program Files\Microsoft Office (oma moxer

Ha3bIBaThCS U MO JApyromy, Hanpumep Microsoft Office 2013).

N



3. Ilposepote, ecth qu B manke dain WINWORD.EXE. Ecnu Bel Hanum
9TOT (haiii, co3maiiTe I HEro SAPIBIK B yIOOHOM JJii Bac MeCTe 3aIycKa
nporpaMMbl Tak, Kak 3TO omucaHo Bbelme. Ecimm (aiinma B mamke yCTaHOBKH
Microsoft Office He okazanock, BaM HE0OX0AUMO JOOABUTH MPOTPAMMYy B COCTaB
YCTaHOBJICHHBIX TpuiioxkeHul nakera Office. BoamoxHno, B manke Program Files
Bbl He oOHapyxute nupekropuu Microsoft Office mnu npyroit ¢ mogoOHBIM
Ha3BaHWEM. DJTO O3HA4YaeT, 4YTO O(MUCHBIA MaKeT He ObUT YCTAHOBJICH Ha BaIll

KOMITBIOTED.
3aoanue Nol.3anycture MS Word.

BBoja u perakTupoBaHue TEKCTa

Texcr BBOAUTCS camMbiM OOBIYHBIM O0O0pa3oM C KJIaBUATYpbl (Kak Ha
NUIIyIeld MalmHke). B otnuyne oT nunrymieil MalmHKy, 3/1€Ch Bbl BUJUTE «JIEJI0
PYK CBOMX» Ha JKpaHe, W €CJIH 5TO «JEN0» BaCc HE YCTpPamBaeT, MOXKETE €ro
U3MCHUTD.

[Ipu mocT)eHUW KOHIIA CTPOKH HE HYXKHO HOKMMATh KiaBuiny Enter (ato
naxe mpoTuBomnoka3ano): Word cam mepeHeceT CIIOBO Ha CIEAYIONIYIO CTPOKY.
Knasumia Enter B Word ciyxuT 1151 yka3zaHus KOHIIa ad3ara.

Kpome Toro, He Ha0 BRIpaBHUBAThH TEKCT C TTOMOIIBIO KiaBuiu «[Ipobemn»,
JUTSL 9TOTO CYIIECTBYIOT pa3IMYHbIC BapUaHTHI BBHIPAaBHUBAHMS (PACCMOTPUM HX
MO3KeE).

O6mmume TpedoBaHus K 0OpMIICHUIO O(UIIUATIBHBIX TEKCTOBBIX TOKYMEHTOB:

1. TekcT meyaraercs Ha OAHOW CTOpOHE JucTa 6enmoit Oymaru dopmara A4
yepes nojTopa naTepBaia. Pabora oporrropyercs.

2. [IBet mpudTa - yepnsiii. Pazmep mpudra (kerns) 14. Tun mpudra -
Times New Roman. Hlpudt mevyatu A0/DKEH OBITh MPAMBIM, YETKHM, YEPHOTO
1[B€Ta, OJIMHAKOBBIM IO BCEMYy 00BbeMy TeKcTa. Pa3permraercss HCMOIb30BaTh
TIOJTY>KHUPHBIN MPU(T MPU BBIEICHUHN 3ar0JIOBKOB CTPYKTYPHBIX YaCcTeH KypCOBOM
(numioMHOM) paboThl (OrIaBJeHUE, BBEJCHHE, HA3BAHUE TJIABBI, 3aKIIOUCHHE U
T.A.). TekcT 00s13aTeIbHO BRIPABHUBAETCS MO LIUPHHE.

3. Pasmep a03anHoro orcryna - 1,27 cM (donyckaemces 1,25 cm)

4, CrtpaHuiia ¢ TEKCTOM JOJDKHAa uMeTh JeBoe mnoje 30 mm (s
npommBa), mpaBoe — 10 MM, Bepxaee u HmxHee 20 mm (I'OCT P 6.30-2003
«YHUPUIIUPOBAHHBIC CHUCTEMBl JOKYMEHTAIMH. YHU(PHUIIUPOBAHHAS CHUCTEMa

OpraHU3alMOHHO-PACTIOPSAUTEIILHON JIOKyMEHTAITUH. TpeboBanus K
O0(OPMIICHUIO TOKYMEHTOBY).
d. Crtpanuiel paboThl HyMEpYIOTCS apaOCckumu nudpamu (Hymepaius

CKBO3Has Mo BceMmy TekcTy). Homep crpanuiubl craButcs ©0e3 Touku. Paszmep
mpudra (xkernp) - 11. Tun mpudra - Times New Roman. TuTynbHBIA JTUCT
BKJIFOUAETCS B OOIIYI0 HyMEpaluio, HOMEp Ha HEM He CcTaBUTCS. Bce cTpaHUIIb,
HauuHas ¢ 3-it (BEJAEHUE), nymepyrorcs.

6. B Tekcte wWCMONB3yeTcs <« IMHHOE THPE», €ro KJIaBHATypHOE
couetanue B MS Word — Ctrl + Alt + MuHyC Ha JOTIOJTHUTEIBHOM KJIaBHAType.
7. Hcnonb3yroTcsl «KaBBIYKU-CIIOUKH», JUISI BIOXKCHHBIX KaBBIYEK —

,,JKaBBIUKHU-JIAIIOYKHU".



IIPABHJIA 3P PEKTHBHOW PAEOThI B MS WORD

1 @ YcranoBka He00X0AMMBIX MapaMeTpoOB (GopMATHPOBAHMUS TEKCTA
nepea NepBbIM MCIOJIb30BAHUEM IIPOrPaMMBbI
CrangapTel 1pO(ECCHOHATBHOTO JEJIONPOU3BOACTBA OOS3BIBAIOT MPUMEHSTH
HEKOTOPBIA MPUPT ompene’aéHHoro pasmepa, Hampumep Times New Roman,
14 nr. Onnako Word nocne 3amycka «mpemnaraet» nedarars Calibri, 11 .
[ToaTOMy mONB30BaTENs CHOBA W CHOBA MEHSET WWIPUPT A KaXKAOTO HOBOIO
JIOKYMEHTA.
[lepeiinute 6o éxnaoky «l'nagnasy, akmugupyiime ouan02060e
okno «llpugpm), 3a0aitme mpebdyemvie 3HaueHus
u nHaxcmume Ha KHonky «llo ymonuanunoy,

pPacrojOKEHHYI0 B JIEBOM HW)KHEM YIJIy, COXPaHUB HW3MEHEHUsS MJi1 BCeX
JIOKYMEHTOB.
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o, - T2 = Jprese

T || wuor | verepsan
Lipndir: Haueprarme: Pasmep:

Times New Roman OBbINHBI 14

- 3

LgeT Texcra: Moguepmsarine: LigseT noadepruBais:

Microsoft Office Word

@ Bisl COBMPaET ek MSMEHITE WPMBT Ha (1o ymondaria) Times New Roman, 14T,

¥ OTPaIMTL STH HaMEHEHIA BO BCEX HOBLIX AOKYMEHTEX, MCTONE3YOWNX Walinor NORMAL?

| Do

[ ma ][ v | [ omea |

‘ Times New Roman

WipiebT TrueType. OH HENOMs3Y&TCA ANIA BLIS0AE KakK Ha SKPaH, T3K M H2 NPHHTED.

3adanue No2. YcraHoBUTE HEOOXOAMMBIE TapaMeTpsl (popMaTUPOBAHHS TEKCTa B
COOTBETCTBUE C TpeOOBaHUSIMH K OQOPMIICHHIO OQPHUIMATHHBIX TEKCTOBBIX
JIOKYMEHTOB.

2 @B Hacrpoiika JieHTbI

BepxHI010 JIEHTY ¢ KHOTIKAMU MOKHO O4€Hb TMOKO HACTPOUTb.
na amozo nepeiioume 6 menro «Daiiny — «Ilapamempor)

— «Hacmpoump nenmy»
31ech MOXKHO J100aBUTH (PYHKIIMH, KOTOPBIX paHbIIE HE ObLIO, U YIAIUTh TE,
KOTOpbIC HE HYXXHBI. boiee TOro, Bbl MOXET€ YIalATh WM CO31aBaTh CBOU
BKJIQJIKU ¢ PYHKIIUSIMHU.
3adanue Ne3d. Uepes onepariii HACTPOWKHU JIGHTHI TOOABHTE HA HEE CIICTYIOIIHEC
(GyHKUMU: COXpPaHUTh, OTMEHUTH 3aMEHy, MOBTOPUTH BBOJ, ObICTpas IeyaTh,
IIPEABAPUTEIIBHBIN IPOCMOTD.

2 €/ O6s13aTe1bHOE NPHMEHEHNE HePa3PBLIBHBIX NPOGEIOB
VY OyxrantepoB U SJKOHOMUCTOB €CTh 30JI0TO€ MPABUJIO: HOJM U JIpYyrue Hudpsl OT
OOJBIINX CYMM, HHUIHAIBI OT (haMUJIMiA, JaThl OT Ha3BaHUM MeCALIEB U rojia U T.J.
HE J0JKHBI PA3HOCUTHCS IO pa3HbIM cTpokam. Hampumep:



(pakyiapTeta, N — HOMep IpyIiel). BBeauTe claeavIONIHil TEKCT:
Obnactb nNpogeccuoHanNbHOU  AeATeNbHOCTU  BLIMYCKHUKOB

nporpamm 6akanaepuara Mo HAMNpasneHuro MNoAroTOBKU 38.03.01<=
KOHOMMKQ BKNFOYdET:

IKOHOMUNECKHME, PUHAHCOBbIE, MAPKETUHIOBbIE,

Hepaspuoiensvie npoodenvt npenamcmeyiom pazoenenuro Cmpok 6 YKa3aHHom
Mecme 0712 6onbuiell yoooouumaemocmu 00OKyMeHma.
Hascmume Shift + Ctrl + «lIpobeny ons ecmasku nepaspvienozo npooena.

Hepa3zpeiBHbIE MTPOOEIBI MOJIE3HO MPOCTABISTH B COKpPAIEHUAX (HampuMmep, T. 1.),
MEXIy 4YHCIaMM W eAuHUIaMu wu3MepeHus (Hanpumep, 100 kr), Mexmy
CHEeIUalbHBIMM CUMBOJAMH W OTHOCSIIMMHUCS K HHUM YHCIaMU (HampuMep,

Ne 55). B pexume oToOpakeHHs HeleyaTaeMbIX 3HAKOB HEpa3pBIBHBINA IPOOECI
BBIBOJIUTCS B BUJIE «KPYKKa».

3 @"[} HUcnoan3oBaHue aBTO3aMEHbI

Bnaznes cimenbiM METOOM IE€YAaTH, UHOTAA OKa3bIBAETCS CIYYalHO HEMPaBHIBHO
HaOpaHHBIH HEKOTOPBIM MOPSI0K OYKB B ONpESAEHHBIX ClIOBaX. Takke MoJIe3HO,
HaIpuMep, COKPATUTh HamMcaHue cBOed (aMUJIMKM W WHUIMAIOB JI0 TpEX OYKB.
bananbHO, HO crlacaer BpeMs.
Ilepeinioume k 3axnaoke « Daitny, omkpoume «Ilapamempury,
evioepume «Ilpasonucanue» u wiénknume no «llapamempam agmo3zamenv).
3anonnume cpaghot «3amenumovy» u «Hay.

| Mapawerpsi Word [
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. HacTpoiika nenpasnenA i GopMaTHROBaHNA TekcTa,
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Hactpoiika

HaacTpoiikn

LierTp ynpasa
uuuuuuuuu cAPSLOCK
Peqpeut MCnpaBnaTs paciaiy KnasmuaT ypel

3ameHsTL NDH BB0LE

SamendT:  HA: @ ofueliTekcT () GOPHATHPOBEHHEIT TeRTT

AH.E AH. Epnarosa o €
abaHeHT aboHeHT |
abaperen aBopuren L4
abapired abopuren

abparanapa | sbpacanabpa
aboperen aBopuren

abpeiatypa | adbpeBuaTypa

- 1
AGTOHETYHETKH HETRRGRATS QT padH-ETRHE QMBI

—
CKPEITE [PAMMATHUECKME OLIMGKM TOABKD B STOM JOKYMEHTE

3adanue Ne2. B okHe «ABTO3aMEHa» B CTPOKE «3aMEHUTH)» BBEIUTE U€pPE3 TOUKY

CBOM WHUIMAJbl U MEpBYI0 OYKBY (haMUIIMK, a B CTPOKE «HA» - BBEAMUTE Uepe3
TOYKY CBOU MHULIUAIBI U Pamumnio. Haxmure «Ok».

3adanue Ne3. Beenure cieqyromuid TEKCT, MPUMEHSISI HEPAa3phIBHBIEC MTPOOEIIHI:



BeTepuHapHO-caHUTapHaa 3KcnepTUsa — Hayka, U3ydarowas
MeToAbl  UCCNefOBAGHUA U BeTepUHApHO-CAHUTAPHOU  OLEeHKWU
NPOAYKTOB XUBOTHOTO MPOUCXOXAEHUS.

OcHoBHOe 3HauyeHWe — npeAynpexaeHUe UHMPEKUUOHHBIX U
WUHBA3UOHHLIX 6onesHen, pacnpocTpaHAOWMXCA cpeAu nHoaeu W
XUBOTHEIX Yepe3 nuleBbIe, KOPMOBLIE U TeXHUYecCkue NPOAYKTLI
XUBOTHOIO NMPOUCXOXKAEHUSA.

Hayka TecHo cBs3aHa ¢ 3nu3oOTOMOrUEeX, napasutosnoruen,
Mukpobuonorueu, NATONOrUYECKOU aHATOMUEU, [UCTONOrueu,
BeTepMHAPHOU CaHUTapuei.

OcHosHble paspensi: rurmueHa ybosa XuBOTHBIX U NepepaboTku
NPOAYKTOB OT HUX. MeTOAUKA nocneybOUHOM 3KCNepTU3LI Tyl U
OpraHoB; MmeToAaMKa nabopaTtopHOro UCCNeaoBaHUS  MNPOAYKTOB
XUBOTHOFO MPOUCXOXAEHUA; BeTepUHApHO-CAHUTAPHAA OLieHKa Msdca,
MONOKa, pbI6bI U UX NPOAYKTOB; MeToAMuKa o6e3BpexuBaHUA YCNOBHO
FOAHBIX U HEMPUrOAHBIX B MULLY NPOAYKTOB; 3KCMepTU3a AuuM.

BeTepuHapHO-caHUTApHAA 3KCMepTU3A KAK CAMOCTOATesbHas
oTpacnb 3HaHUU cgopmuposanacb B XX B., HO HeKOTOpbIe HOPMLI B
OTHOWeHUN 6paKkoBKkM 6ONbHLIX XUBOTHLIX U NPOAYKTOB UX yb6os
661 ussecTHor ewe B XVII 8. B XIX — Hauane XX BB. HayuyHbIe
cBefieHUs No BeTepUHAapHO-CAHUTAPHOU 3KcnepTuse 6L cocTaeHOM
4YacTbHO MAcoBefileHUs U FTUrneHbl NUTAHUS.

3adanue Ne3. B KOHIIE TEKCTa BBEIUTE 4Y€pE3 TOUYKY CBOM HHULHMAIBI U
nepByro OykBYy Qammiuu, Haxmute kiaBuiny «I[IpoGen» Ha kiaBuatype u
BU3YaNIbHO 3auKcupyiTe paboTy GyHKIIUN «ABTO3aMEHA.

IIPABHJIA DD PEKTHBHOUH PAEOThI B MS WORD

16

KepHuHTr oTBeuaeT 3a UHTEpBaJ (PACCTOSHHUE) MEXKIY OyKBaMHU B 3aBUCUMOCTH OT

HUcnonb3oBaHue KepHUHIA

ux (popmbl. U3MeHeHHe 3TOro mapameTpa MOXKET CKaTh WA PACHIUPUTH OJTHO U TO
e CJIOBO, IPEIJIOKEHHUE MK a03all B CPaBHEHUU CO CTaHIAPTHBIM COCTOSIHUEM. Y
noJib30BaTessl He OylAeT HEOoOXOAMMOCTH YAJSITh YacTh TEKCTa WJIM, HA00OPOT,
«JIATh BOJY» TOJBKO JIJISI TOTO, YTOOBI YMECTHUTD €T0 B ONpPE/ISIEHHbBIEC PAMKH.
M3MmeHeHne KepHHMHTa OyIeT KCTaTh MpPH HCIOJIb30BAaHUU MIPU(TOB OOJIBIIOTO
pasmepa, Hanpumep IpHU MOATOTOBKE TUTYJIBHBIX CTPAHMUII.
Hasicmume xkomounayuro Ctrl + D,
umoowl ev136amp ouanozoeoe okno «Illpugpm),
nepeitoume na emopyro 3akaaoky «/[onoanumenvruor,onuyus «Kepnuney.
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MacwTafh: 100% |E|
WMHTepean: | ObeMHENR IEI Ha: =

Crmewenme: |Het Izl Ha: =

V| KepHrHr ana sHakos pasMepon: | 14 | nyHKToE M Bonee

CumBonl KOHIIA a03ama M psii IPYrUX CHUMBOJIOB (IPOOENBI, YCIOBHbBIE
MEPEHOChl,  CHUMBOJIbI ~ TaOyJSIIMM)  HA3bIBAIOTCS  CHEYUAIbHLIMU WU
HeneyamaemviMu cumgonramu. VIX MOXKHO yBUIETh HA D3KpaHE, €ClId HaXaTb
onHonMeHHYI0 KHOTIKY 9 B CtannaptHoi [lanenu MTHCTpyMEHTOB.
3adanue Ned. OcyliecTBUTE IPOCMOTP HETeyaTaeMbIX CHMBOJIOB.

Pa6ora ¢ Word noctpoeHa 1o NMpUHIMITY «BBIOCPU W BBIMOJHMY». [Ipexie
YeM BBINOJIHUTH KaKylo JIUOO Oomepalrio, Hy>KHO BbIOpaTh (hparMeHT IOKYMEHTa, K
KOTOpPOMY 3Ta omnepauusi OyAeT npuMeHeHa. BrpiOpaHHBIN (parMeHT Ha sKpaHe
HHBEPTHUPYETCH.

TTepepaua uH@opmaumm B OblWeHUM nkOdert - 3To nepejada
cBeAeHUW U CYXAeHUA, AaHHBIX U cooblweHuii. [Jaxe yneibka asnserca
nepeaayelt UH@PoOpMaumm Npu obeHun noget apyr ¢ apyrom. Jlrobas
COBMeCTHas [AesTeNbHOCTb nkodei - pabota, yueba, U aaxe urpa -
NOCTpoeHbI Ha obMeHe 1 Nepeaaye UHPOPMALUMA.

[na XuBLIX cyllecTe BoCMpusTUE U Mepeaaqa UHQOpMaUUU B
POpPMe CUTHANOB - OCHOBHOE OTNINYME OT HeOAYLWeBNeHHBIX NpeaMeTos "
OKpyXarolwiero  mupa.  S3bIKoBas  POpMa  Mepefdaun  3HAKOBOM I/IHBCpTI/IpOBaHHBII/I
UHQOPMAUUU -~ OCHOBHOE OTAUYME NFOAEU OT APYIUX KUBBIX CYLECTSs.

Wtak, uHpopmaumsa - ceefieHUs O npeamete, SBREHUU, coBbITUM, d)DaFMeHT

cucteme U e€  CcocTosHUM.  TaK  KaK  UH@opmaums — sensetcs
PYHKUMOHANBHOM 1 aBCTPAKTHOM KaTeropueld, TaKoM xe Kak Kateropuum
MaTepum,  3HeprM KU MPOCTPAHCTBA, TO OHAa He  senseTcs
ucuepneisarowen. TTosTomy ANa u3yyeHUs UHEPOPMALUMU  CO3AAHA
punocogckas Teopus oTobpakeHUs. m

Cnoco0bI nepeMenieHus 1o 3JIEKTPOHHOMY TEKCTY
CymecTByeT HeCKOJIBKO KOMOWHAIIMN, KOTOPBIE YCKOPSIIOT HABUTAIIUIO IO
JOKYMCHTY:
Ctrl + Alt + Page Down — cienyroriasi cTpaHuIia;
Ctrl + Alt + Page Up — nipeapiayiias CTpaHHIIA;
Ctrl + Home — mepemMecTuThCsl BBEpX JOKYMEHTA;
Ctrl + End — mepemecTUThCSI BHU3 JOKYMCHTA,;
Home — mepemecTuThCS B HA4aJIO CTPOKH;
End — mepemecTUThCS B KOHEII CTPOKH.

SoUikhwhE

Crnoco0nI BeIzesenus Tekera B Word
Jlns BbIIENEHUS KPYMHBIX (parMeHTOB TEKCTa HCIOJIb3YeTCs IycTas
00J1aCTh CTPAHUIIBI CJIeBa OT TeKCTa. OHA HA3bIBACTCS HOIOCA 8bLOCICHUA.



UT0OBI OBICTPO BBIJICTUTH OOJBIION (hparMEHT TEKCTa, YCTAHOBUTE KypCOp B
€ro Ha4aJio U KJIMKHHUTE MBITIKOH ¢ 3axatbiM Shift B kone gpparmenra. CoxpaHut
BpPEMS B CUTYAIUSAX, KOTJa IPUXOAUTCS BBIICISATH HECKOIBKO JIICTOB CPa3sy.

Cnocoo evioenenusn

Cooeporcanue

IIpou3BOILHEIM dIIEMEHT
win (parMeHT TeKCTa

1.IlepemMecTuTh yKa3aTellb MBIIIKHU 110 TEKCTY C HAXKATOM JICBOU
KHOITKOH.

2. ITogBectu Kypcop K Ha4aly WM KOHITY BBIACICHUS, HAKATh
SHIFT u cTpenkamMu BbIICIUTh HY)KHBIHA (DparMeHT.

CnoBo JIBax/1pl IIEIIKHYTh HA HEM
I'paduk mam puCyHOK IllenxkayTh HA HEM
Ctpoky TekcTa [lenkHYTH Ha MOJIOCE BBIACICHUSI CJIEBA OT CTPOKH

Heckonpko cTpok

IlepemecTuTh yKa3aTeiab MBIIIH 110 II0JIOCE BEIACICHUS ClIEBa OT
CTPOK IPH HAXKATOH JICBOM KHOIIKE MBIIIIH.

IIpennoxenue Haxxate CTRL u, yaepxkuBas ee IMEIKHYTh MBIIIBIO B IIOOOM MecTe
MPETIOKEHUA.
Ao03arg JIBaXK/IbI MIEKHYTh MBIIIBIO Ha TIOJIOCE BBIJICICHUS TIepe1 ad3amem

WJIA TPYKIBI B TI000M MecTe ab3ara.

Heckoinpko ad3ares

IIpoTsiHyTh yKa3aTeyib MBI IPU HAXKATOM JIEBEH KHOIIKE I10 M0JIOCEe
BBIJICIICHUS.

Becw nokymeHnT

1) Tpwxasl MENKHYTH JIEBEH KHOMKOM Ha I10JIOCE BEIIEICHNUS;
2) CTRL+ mudpa 5 (5 - Ha HOMOIHUTEIBHOMN KJIaBHATYPE)
3) CTRL+ A

BeprukanbHslii 6510k

VYaepxuBas ALT HaxkaTh JIeBYIO KJIIABHUIIY MBIIIKW U MTPOTSHYTH Ha
HY>KHBIA OJIOK TEKCTa

3adanue NoS. VlnBepTupyiiTe BTOpOi ab3al] BBEICHHOTO BaMU TEKCTa C MOMOIIbIO

KJIaBUATYPbI

3adanue Ne6. VHBepTHpYWTE MOCICTHUIA a03aIl ¢ TOMOIIIBIO MBIIIIH.

IIPABHJIA 3P PEKTUBHOU PAEOThI B MS WORD

5 “‘R IIpumMeHeHMe CKPHITOTO TEKCTA

Moxet nu HeOosboi nokyMeHT Word BecuTh IecATKM U cOTHU Merabait? Jla!

Bcé neno B ckpeiToi nHpOpMauu. ITO MOTYT OBITh TpaUKH, KAPTUHKU U TEKCT.

Kak 1 HemeyaTaembie CUMBOJIBI, CKPBITHIE JJAHHBIE HE OTOOpPaXKAIOTCA HA DKpaHE U

HE BBIBOJISITCS HA MeYaTh, HO OHU BCE PABHO SBJISIOTCS YaCThIO JIOKYMEHTA.

C moMOIIbIO CKPBITOTO TEKCTa MOKHO!

o Bpemenno «upsiTaTh» KOHPUACHIHAIBHYIO HHPOPMAIIUIO;

o OcTaBiaTh KOMMEHTApUU WJM JaBaThb OTBETHl HA BOMPOCHI, KOTOpHIC HE
JIOJKHBI TIEPEMEIITNBATHCSI C OCHOBHBIM TEKCTOM;

o PacrmeuarpiBaTh HECKOJIBKO BapHAaHTOB OJHOTO W TOTO JK€ JIOKyMEHTA,
MOTIEPEMEHHO CKpBIBas pa3Hble ero 4actu. [Ipu 3ToM 6e3 HEeCKONMbKUX KOTHIA
daiina!

Hneepmupyiime uacmo unu eeco mexcm, naxcmume Ctrl + D
u npocmaevme 2an04Ky Hanpomue onyuu « CKpotmotity.
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WpwndT - C;
WpndT | MHTepsan

WpuchT: HauepTaHne: Pasmep:

Times New Roman OfbINHBI

UeeT TexkcTa:

BraowsmeHeHne

[ zaueprryTEL

[7] HapcTpouHB

| [7] nopcTpodnpi

imes Mew Roman &

I (- | | (ter)

[7] geoitHoe sauepkmeane [ | koHTYp

-
Kypoas

Moy HpHEIR
MonyspHe Kypoie

—

Mon4epkuBaHue:

[]

[ £ TeHpro

] nprnoanaTLi

[ yTonnenHbI

LIEeT Nog4epKMBaHUA:

] mansie nponucHele
[ ere npommcHele

ABTO

]

@dparMeHT HCYE3HET W CTAHET JOCTYIEH JJIi IPOCMOTPa TOJIBKO B PEXKUME
OTOOpaXe€HUs HenmeyaTaeMbIX CHUMBOJIOB. JlJIsi HAIVISIAHOCTH CKPBITHIE JAHHBIC
MOJYEPKUBAOTCS JIMHUEHW U3 YEPHBIX TOYEK.

3adanue No6. Bruinenurte TpeTuil ab3al] TEKCTa, U3MEHUTE €0 IIBET HA «3EJICHBIN

u caenaiite « CKpbITBIMY.

«opsiune» kaaumm MS Word
Ctrl+O — otkpeITh g0KyMeHT. [lo apyromy HyxHO BoWTH B Daiin —

OTKPBITH

Bcraska PasmeTka crpaHuLel Ccbinkmn Pacceinkum
=l Coxpanuts
Ceepenua: [lokymeHTl
Bl Coxpanuts kak
| Otkpuite Pazpewenus
3 3akpems Bce moryT oTKpbIBaTE, K(

MocnegHue

Cozgatb

Meuatb

3aWmTHTE
AOKYMEHT ¥

lees]]
o

Mownck
npobnem

MoaroToBuTL K 0614

Mepea pacnpocTpaHeHny
YYECT, Y4TO OH COAEPXKN

CeoiicTea AoKyMeEHT]

Ctrl+N — co3nath HOBBI TOKYMECHT
Ctrl+W — 3akpbITh JOKyMEHT, BMECTO HAXKATHSI HA KPECTUK B IIPABOM

BEPXHEM YIUIy OKHA IOKYMEHTA

Ctrl+P — pacnieuataTh TOKyMEHT
Ctrl+F — HaiiTu ciioBo nian gpasy, MOUCK IO IPYroMy
Ctrl+S — coxpaHuTh TOKYMEHT
Ctrl+A — BBIICIIUTH BECh TEKCT


http://masstersoft.ru/wp-content/uploads/2012/01/--Word_B348/open.jpg

Ctrl+Z — orMenuTs nipepIayIee ACHCTBHE
Ctrl+X — BbIpe3aTh BbIICICHHBINA y4aCTOK TEKCTA
Ctrl+C — ckonupoBaTh BBIJCICHHBIN Y4aCTOK TEKCTa

Ctrl+V — BcTaBuUTH BBIJICIICHHBIN yU4aCTOK TEKCTa
(Wl

F

Dann TnasHas Becraska PasmeTka cTpaHuubl Ceuinkm Pacceinkmn PeueHsnpoBaHue Bua

WpudTt

3-|v2-|-1-x-r<-x-1-|-:<|-3-|-4-|-5-|-5-|‘7-:-5-|
= v : 7 T ; o

Ctr+A — BblgenunTb BECb TEKCT

Ctrl+C — ckONWMpOBaTL BblAGNEHHDIA YHACTOK TEKCTa

A0 TG CEDAR SO0

~,
% A ‘ Ctrl+V — BCTaBMTb BblAENEHHDIN YUaCTOK TEKCTA
vigllinasstersoii i

Ctrl+Y — noBTOpUTH BBOA

Ctrl+l — svi0erumo kypcusom evroenennsiii yuacmox mekcma
Ctrl+B — BbII€IMTH MOJYKHPHBIM BbIIEJE€HHBIH Y4aCTOK TEKCTA
Ctrl+U — BbLIeIUTh MOAYCPKUBAHUEM BBLICICHHBIN YIACTOK TEKCTA
Ctrl+R —BpbipaBHHBaHHE TEKCTa IO IPABOMY KParo

Ctrl+E — BripaBHHUBaHHE TEKCTA 10 LIEHTPY

Ctrl+Q — BrIpaBHHBaHHE TEKCTA 110 JICBOMY KParo

Ctrl+R
no nNpaemoy Kpaw Fopaune Knasuwm

Ctrl+O — OTKPbITH AOKYMEHT

CtriEN — co34aTb HOBbIM JOKYMEHT

CtritW — 33KpbiTb AOKYMEHT

Ctrl+P — pacneuataTb AOKYMEHT
" Ctri+E
Ctri+F — HaiiTi cnoso nunu ppasy 110 UeHTpy
Ctrl+S — coxpaHutb ,qoxyMEHTl
Ctrl+A — BblaeNUTb BECb TEKCT
ctrl+Q
Cirl+Z — oTmeHuTb Npeabiayulee AelicTane o nesomy Kpaw

Ctri+X — Bblpe3aTb BblAENEHHDIN YUaCTOK TEKCTa

Ctrl+C — crkonuposatb BblAENEHHbIN Y4YaCTOKTeKCTa

Ctrl+V — BCTaBuUTb BblASIEHHbIM YUACTOK TEKCTa

Ctrl+D - okHo pemakTupoBaHus mpudTa


http://masstersoft.ru/wp-content/uploads/2012/01/--Word_B348/ctrl_c.jpg
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Wowdt L
LWpur: Haueprarme: Pasmep:
+OCHOBHOM TeKCcT 06bI4HbI 11
+3aronosky - ~|[8 -
EETTCE R | |<oe s 5
Adobe Caslon Pro — | [nonyxupreiii 10 =
Adobe Caslon Pro Bold nOAYXUPHET KYPCHE =
Adobe Pro i 12
UseT TekcTa: Coavepkusarme: LiseT noayepkusaHns:
[ ABTO E (HeT) AsTo
Buaousmererne hitto-/fmea arsof
[T sauepkryTsit [] mansie nponmcHsie
[7] asoitoe saueprisarie [7] sce nponmcrse
["] HaacTpouHsit [7] cxpoisit
[ noacTposHsit
Obpaseu
Ctri+A
LLpud)T TeMbl ANS OCHOBHOrO TEKCTa, Mcnonb3yemsili WPUAT ONPeaenseTcs TeKyweil TeMoil
AOKyMeHTa.
e -
Ctrl+=— 7 H,0
trl+= — nwxHUi peructp, Hanpumep Hp

Ctrl+Shift += — Bepxunii peructp, Hanpumep 10°C
SHIFT+F3 — USMEHEHUE PEI'MCTPA BYKB (¢ masieHpKOl Ha
OOJIBIIIYIO U OOPaTHO)

Ctrl+Shift+G - BeIBOZ CTaTUCTHKU CTPAHULBI IO JOKYMEHTY

g LD X

CratucTuka:

CTpanny

Cnos

3nakos (bes npobenos)
3nakos (c npobenamn)
Absaues

CTtpok

YUUTBIBATD HAAMMCH 1 CHOCKW

3adanue Nell. Cxomnupyiite B Oydep oOMEHa CKpBITBI BaMU TEKCT (ITO
TpeTHil ab3a1] 3eJICHOTO IBETA).

IIPABHJIA 3P PEKTHBHOU PAEOThI B MS WORD

6 @ﬂ IToBTOp MpeabIAyIel KOMAH/IbI
Odenp mojne3Has (PyHKIHMSA, KOTOpas TO3BOJBSICT IMPOIYOJIMPOBATH IOCIICTHION
KOMaH]Ty.
Ilpu nasicamuu F4 Word noemopum nociieonioro Komanoy,
KOMOopyo coenan nojib306ames.
DTO MOXKET OBITh BBOJ TEKCTa, MOCJICAOBATEILHOC yAAICHUE HECKOJIBKHX CTPOK,
MIPUMEHEHHUE CTUJICH ISl pa3HbIX OTPE3KOB TEKCTa U MHOT'OE JIPYTOE.

3adanue Ne6. C OMOIIBIO KJIABUATYPHI BBIACINTE BECh TEKCT, CKOIUPYWUTE €ro B
o0ydep oOMeHa u BctaBbTe 1 pa3 B KOHEIl JOKYMEHTA.

3adanue Ne7. Haxxumast knaBunty F4 cMoaenupyiite co3ianne MHOTOCTPAHUYHOTO
TEKCTOBOTO JIOKYMEHTa 00beMOoM ~3(0 CTpaHHUII.



http://masstersoft.ru/wp-content/uploads/2012/01/--Word_B348/ctrl_d.jpg
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3adanue Ne8. Ilomectute TpeTwii ab3al TEeKCTa MEXAYy IEPBBIM M BTOPHIM
ab3a1eM ¢ TOMOIIBIO TOPU3OHTAIIBHOT'O MEHIO.
3adanue Ne9. Ckonupyiite nocineaHuil ab3al HaOpaHHOTO TEKCTa B KOHEIl TEKCTa,
ucnosb3ys [laHenb HHCTPYMEHTOB.
3adanue Nel0. Ckonupyiite nocneanuii adzar uepes ['opuzoHTaIbHOE MEHIO.
3aodanue Nell. CxonupyiiTe ociaeaHUN a03a1] ¢ MOMOIIBIO MBIIIIH.
KonupoBanue n nepemenienue ¢parMeHTOB ¢ NOMOIIbLIO MbIIIIH BO3MOKHO He
TOJIBKO B Mpeaejax OJHOI0 JOKYMEHTa, HO M MeXKIY HeCKOJbKUMU
JTOKYMEHTAMHU, OTKPBLITHIMU B PA3HBIX OKHAX.

ITIPABHJIA D@ PEKTHBHOHU PAFOThI B MS WORD

- d

Pacmmpennsiii 6ydgep oomena B Word BbI3BIBaeTCS Ha)KaTHEM Ha OJHOUMEHHYIO
KHOIIKY M TIOKA3bIBACT BCE, YTO BBI KOMMPOBAIIU B oydep 3a BpeMst pabOTHI:

Bydep o0mena

EINER ‘ == i sl | .3 L |AaBbC:|AaBbC: AaBbCi AaBbCi AaBbCi AaBbC AdD N

2. 3amenuTs
K Y vabe x, X Aav||W- A~ \*‘\{% ~| |1 oBuunei | T Bes nwre.., 3aronoso... Jaronoso... Jaranoso.. Jaronoso... Hasea ne;V‘SNEHWB
crnn ~

# vopmar no o6pasuy g BigeAMTE ™

Eyep o6mera IE] WpudT i Afzay i) Crman T4 || PegakTMpoBatine

ydep obmena (4 ns 24) 7| Bydep ogliena o s . ! ; E i 2oL kL L I v Ca
} J gt ctemene sepem Sl s MpecTaBIseT Ul STOTO MOIIHBIE CpPeICTBA. MOH{HO MEHITh i
(hopMaTHPOBAHHS OTIETBHBIX CHMBOJIOB, HX Ipymm, adzanes. s
[apaMeTpoB GOPMATHPOBAHIA HCIOIB3YIOTCA FOPI3OHTANBHOE MEHIO,
- Tlanens WHcTpymMeHTOB QOPMATHPOBAHHII TEeKCTa, KOHTEKCTHO®
"L; MUY P any i1 KHOITKH MBIIIII.
Tak kak Bce omeparund B Word BBITONHSIOTCS JUTH BEIOPAHHOTO ()parMeHTa,
TO IepeJ TeM, KaK BBIIONHUTH KaKyk-muOo omepaunio (opMaTHpOBaHMIA,
HEOOXOUMO BHIICTHTh (parMeHT JOKYMEHTa, mapaMeTpsl KOTOporo Bl XoTHTe
B e e - HEMEHILTE-
7o o mermETCA N : UroOpl ompefennTs MapaMeTphl (GOPMATHPOBAHISA TIOTOBOIO TEKCTa,

BibepHTe BCTAENREMBIA 06bEKT:

6] Yrobil onpeneniTe
nEpaneTpel

lir_‘,; i

3adanue Nell. Vcnonb3ys BO3MOXKHOCTH pacliMpeHHOro Oydepa oOMeHa,
MIOMECTUTE KOMHUIO CKPHITOIO BaMM TEKCTa (3TO TpeTHil ab3all 3eJ€HOro LBETa) B
KOHEI] IOKyMEHTA.

DopMaTHPOBAaHHE TEKCTA

dopMaTHpOBaHHE TEKCTAa TPEACTaBIICT cOo00i 3amgaHue ¢parMeHTam
JIOKYMEHTa Pa3IMYHbIX aTpUOYTOB (MM CBOWCTB), OMpPENESIONINX BHEUIHUN BU
TEKCTa B 3TUX (hparMeHTax.

Word mpencraBiser Juis 3TOr0 MOIIHBIE CpeicTBa. MOXHO MEHSThH
napaMeTpbl (popMaTHUpOBaHUsI OTIEIbHBIX CHUMBOJIOB, UX rpymnm, ad3ames. Jlis
M3MEHEHUS MapaMeTpoB POpMaTUPOBAHUS HCTOIB3YIOTCS TOPU30HTAIILHOE MEHIO,
Kiasuarypa, Ilanens HMHctpymeHTOB DOpMAaTHUPOBAaHHUS TEKCTA, KOHTEKCTHOE
MEHIO MPaBOW KHOIKH MBIIIH.

Tak kak Bce onepanuu B WWOrd BEINOJHSIOTCS ISl BBIOPAHHOTO ()parMeHTa,
TO Tepel TeM, KaK BBINOJHUTh KakKylo-Tu0o onepaiuio (HopMaTUpOBAHMS,
HEOOXOJMMO BBIIEIUTH ()parMeHT JOKYMEHTa, MmapamMeTpbl KoToporo Bbl xoTute
U3MEHUT.

YroObl ompenenuTh mapamMeTpbl (pOopMaTHUpOBaHHS TOTOBOTO TEKCTa,
JIOCTaTOYHO TOMECTHTh Kypcop BHYTPb paccMaTpuUBaeMoro (parmesra.
[Tapametps! Tekcta nosssarcs B [lanenn MacTpyMeHTOB.

Bce neiicTBusi, cBs3aHHble C (OpPMAaTUPOBAHHUEM, COCPEIOTOUYEHBI B
KoMaHax JeHThl I'J1aBHaq.



3adanue Nel2. B pokymente «llpodeccuonanbHas JesiTeNbHOCTD
BEeTEpHHApa» i1 IepBoro ab3ama TekcTa 3amarte mpudt Monotype Corsiva
KpacHOTO I[B€Ta C pa3MepoM 14 U TONYXHUPHBIM HauyepTaHUEM C TEHbIO;
YCTaHOBUTE Pa3psKEHHOE PACCTOSHUE MEXKY CUMBOJIAMHU.

BcraBka cumBosioB. Eciu  Tpebyercs BCTaBUTH B TEKCT CHUMBOII,
OTCYTCTBYIOIIMA Ha KJaBUAType, HYKHO BBINOJHUTH KoMaHay BeraBka —
Cumsour.

JIsis BCTaBKH CIEIHAIBHBIX CHMBOJIOB CIYKUT cTpaHuna «CrenuaibHble
CHUMBOJIBD.

3aodanue Nel3. JIns nsitoro ab3ama 3amaiite Bua mpugra Comic Sans MS,
pa3mep 22, nBeT 3eneHblil, HadepTanue [lomyxupHbIil, mpUMeHUB 000U P deKxT
aHUMAIIHH.

3aodanue Nel4. B KOHIIE TEKCTA BCTABLTE:

0 = ®[[U£Ake

®opmaTtupoBanue ad3ameB. OCHOBHBIE MapamMeTpbl (OpMATHUPOBAHUS
a03alleB yCTaHaBIMBACTCS:

- ¢ moMouIblo nuajgorosoro oxkua I'maBuast — Ao3am;

- KoMaHJa A03al KOHTEKCTHOI'0 MEHI0 MbILIH.

3adanue Nel5. J1ns BocbMoro ab3ara BBEJIEHHOTO BaMU TEKCTa YCTAaHOBUTE
pasmep mpudra 10, Bux mpudra Impact, HauepTaHue — MOIYXKUPHBIH KypCHUB
YKEJNTOro 1BETa C JIIOObIM 3(P(HEKTOM aHMMalUK; BBIPOBHsTE ab3al «llo neHTpy»
C OTCTYIIOM cJieBa 3CM U ABOWHBIM MEKIyCTPOYHBIM HHTEPBAIOM.

3adanue Nel6. Mexy mATHIM U TIECTHIM a03ameM BCTaBbTE PUCYHOK IO
teme «HbopmaTrkay.

IIPABUJIA DD DEKTUBHOH PABOThHI B MS WORD

8 “‘a Co31aHue CKpMHIIOTOB

CkpuHnior (screenshot) — cHUMOK 3KpaHa, KapTHHKA, KOTOpas OToOpa)aeT To,
YTO MOKAa3bIBAET MOHUTOP.
Ecnu nyxHO BcTaBUTh CKpuHIIOT B Word, caenatb 3TO MOKHO OYE€HBb MPOCTO C
MTOMOIIBI0 COOTBETCTBYIOLIETO HHCTPYMEHTA.
Hasicmume na knonky « Chumok», u Word nokasicem eéce akmuenwle OKHA.
Knuknye na ntoooe u3z Hux, évt nojayuume CKPUHWIOM IM020 OKHA.
Hjin
Hasicmume na knasuuiy knasuamypot «PrintScreeny,
u Word nomecmum «CHUMOK)» IKpana monumopa 6 oyghep oomena
01 nocnedyruieit 6CmagKu €20 8 0OKyMeHm Jil00blM U38eCHHBIM CROCODOM.

Bcraeka PasmeTka cTpaHmub Cebinkm Paccuinkmn PeueHsnposaHue

S EEHEPE i W

Pazpuis Taénuua PucyHok KaptuHka Ourypel SmartArt Auarpamma CHUMOK
cTpaHWUbl - v v oy

Taéanyhl Nanwocrpaumn

i




3adanue Nell. Mexy celbMbIM U BOCBMBIM a03alleM BCTaBbTE€ CKPUHIIIOT
pabouero croa.
HPABHJIA D®DEKTHBHOHU PAEOTHI B MS WORD

9 ‘“ﬂ PaccranoBka nmepeHocon
BxitoueHre nmepeHoCoB MOXKET YJIYUIIUTh YATAEMOCTh TEKCTa, a TakKe HM30aBUT
BAC OT JUIMHHBIX IIyCTHIX HHTEPBAJIOB MEK/y CIIOBaAMHU.
Knonka naxooumcs é menio «Pazmemka cmpanuyvy — «Paccmanoska

nepenocos)
)
j InasHan Bcraeka PasmeTka CcTpaHmuB Ceuinkn Pacceinkn PeueHzMpoBaHne Brg Acrobat
Y T 5 ) e B 0
— LLIpn¢Tb4' J S gPPlomepa crpok ~ 5 Cnesa: O aem

Tembl Mona OpuenTauma Pasmep Kono —= Moanoxka TpaHWusl | _._
- @Btbtberru ki - - - b~ PaccTaHOEK3 NEPeHOCOE ™ - crpaHnUINg cTpanmy || =% Cnpasa: 0 em

Temul NapameTgi crpal V| Her aH ML

521wk

S 1 AsTo B -

PyuHana n
BrnoYeHHe asToMaTHY e Cilii paccTaHOBEW NEPEHOLOE

bt [lapameTpbl paccTaHOEKA MEPEHOCOE. ., |' £
CI'o CTOJIA. /

3adanue Nel8. Opranu3syiiTe aBTOMaTHUYECKYI0 PaCCTAHOBKY IMEPEHOCOB B TEKCTE
CO3/1aBa€MOT0 JOKYMEHTA.
IIPABHJIA 3D DPEKTHUBHOH PABOThHI B MS WORD

9 “g Boasinol 3HaK
Jnsi  JOTMOJHUTENBHOM  3alIUThl BO3MOXKHO TIOMEIEHHE BOJASHOTO 3HaKa
(watermark) Ha TOKYMEHT.
Jlnsa amozo nepeitoume ¢ menro «/[uzainny unu «Pazmemka cmpanuyoly
u evtoepume nynkm «lloonoscka)
B Word ecth "etbipe cranmapTHbIX 11abJI0HA, TAK)KE MOXKHO CO3/1aTh CBOM.
3adanue Nel9. Opranmsyiite BoasHOW 3Hak «OOpazer;r 1» B co3maBaeMoM
JTIOKYMEHTE.
IIPABHJIA 3D PEKTHUBHOH PABOThHI B MS WORD

9 ‘“}q IHocTaHoBKa ynapeHus
CraButh ynapenue B Word mpoiiie mpocToro.
Jlna amozo ycmanosume Kypcop nocie 0yKevl, Ha KOmopoii 001)}HCHO CHLOAMb
yoapenue, u 3axcmume Komounayuro kiaeuui Alt + 769.

3aoanue No20. PacctaBbTe ymapeHuss B MEpBOM ab3alle TEKCTa CO371aBa€MOTO
JTIOKYMEHTA.




IIPABHJIA 3P PEKTHBHOW PAEOThI B MS WORD

9 “&] Hcxonnoe popmaTupoBanue
J1st TOro, YTOOBI BEPHYThH TEKCTY UCXOHOE (POPMATUPOBAHUE, HYKHO HAXKATh
komounayuro knasuw Ctrl + Spacebar.

3adanue No2l. Boigenute Bce ab3allbl «3€I€HOT0» TEKCTa U BEPHUTE UM HCXOJIHOE
dbopmaTtrpoBaHue.

Hymepanust crpanuig

Homepa crpanun paccTaBiSItOTCS  KOoMaHaou BceraBka

— Homep
CTPAHMUBI...

Ha 9KPAHC IMMOABUTCA OKHO:

¥ueb Moc MHGOpMaTHRa.d0C [PeKKM OrpaHieHHaH dyHKUMOHAAEHOTK] - Microsoft vord
bl CCBINKW Paccelnkm

PeleHIMpoBaHHE Bua PazpaboT4MK Hagerpoiks

al ’_er 2J “i & runepeceiika 3 j j A 2| 3kenpeccenok
- = A 3aknagra = — 3
N durypel SmartArt duarpamMma Homep

Al wordar: ~
BiepocHm i HutacHu i Haanwee | _
U MepekpecTHas CCeKa | gonaHTTYA = KOAOHTHTYA ~ - 22 BykBMUa

CTRaHHUE ™

Mpocroii 5 Beepxy cTpaHuMug » [ TEE
* | Npoc1oi Homep 1

»

[5]  Bawsy crpaniaus (L

[ = Hapoasx crpaHuue »
4] Teryues nonoxemie »

ST DOPMAT HOMEPOE CTPaHML, .
Mpocioi Homep 2

IOJIOKEHHE HOMEDA Ha
. BEIOHPAETCA CMEMTEHHE
L IR D HoM momorHe O&pasenm
7 MATCHBKMM YEPHBIM

Mpocioi HoMep

Mpocroi Horep 3 ‘

HoMep 683 opMATHROBAHKMA K AHHWA

B packpbIBaromemMcst CIMCKe yKa3bIBACTCA MOJI0KEHUE HOMEPA HAa CTPAHULIE.
JUiss HOMEpOB CTpaHHULBI MPEAyCMOTpEeH cTuib odopmieHus Homepa

crpanuibl. MS Word mosBossieT ¢popmamuposams HOMEP CTPAHUIBI KOMaHIOM
BcraBka — Homepa crpanun — @opMat HOMEpPOB CTPAHMIL!

DopmaT HoMEpPa CTRaHMLUbI |. 2 &J
®oprat Howeps:  ENEIENII - |

[ BrnioumnTi Homep rnassl

HEYMHEETCA CO CTNS: | 3aronosok 1
pasaenvTENs: - (medwic)

|| MprMepib : 1-1, 1-A I

Hymepauma crpaHmL
@ ppopomkITE

- -
() HavaTb

o) [ome

3adanue _No22. TlponymepyiTe CTpaHUIIBI CO3JaHHOTO BaMH JOKYMEHTa
PUMCKUMHU [H(pamMu, pacloiIokKUB HOMEpA BBEPXY CTPAHHIl 10 WX ICHTPY.
HauwanpHas cTpaHuIa Bamrero JOKyMEHTa JIOJDKHA UMETh HOMeED 3.



IIPABHJIA 3P PEKTHBHOW PAEOThI B MS WORD

4 @ﬁ BcTraBka HOBOM CTpaHUuIbI

Komanoa «Bcmaeka» - «Pa3pvie cmpanuyb)
unu komounauyusa knasuwt Ctrl + Enter
no0360J11€Mm M2HOBEHHO CO30anb HOBbIIL TUCH,

HE yaep:kuBas Enter ogHoit pykoii.

3adanue Ne23. VYcraHoBuTe Kypcop mnepen pucynkom «Uudopmaruka»y B
JOKYMEHTE M BBIIIOJHUTE pPa3pblB CTPAaHMIBI KOMaHIoM «BcrtaBka» - «Pa3pbiB
CTPaHULIBD».

3adanue No24. YcraHoBUTE Kypcop TNepel CKPUHIIOTOM B JIOKYMEHTE W
BBINOJIHUTE pa3pbIB CTpaHMIIbl KoMOuHaIue# knasuin Ctrl + Enter.

IIPABHJIA QP PEKTHBHOU PAEOThI B MS WORD

4 @ﬂ BuicTpas BcTaBKa 1aThl 1 BpeMeHH

Bvicmpo ecmasump oany MoxicHO ¢ ROMOUIBIO
Komounayuu knaeuwi Shift+Alt+D.
Jlata BctaButcs B ¢popmate JIJI.MM.IT.
Takymo sce onepayuio MOHCHO RPOOENAMDb U CO 8PEMEHEM NPU NOMOULU
komounayuu Shift+Alt+T.
3adanue Ne25. B KoHIIE TEKCTa IOKYMEHTA BCTaBbTE BPEMS U JIaTy €r0 CO3JaHUsI.

IIPABUIA 3@ PEKTHBHOH PAEOThI B MS WORD

4 @ CoxpaHeHue pe3epBHOI KONUHU JOKYMEHTA

Co3naHHasi pe3epBHasg KOMUs MOJIE3HA BO BPEMs BOCCTAHOBIICHUS JAHHBIX IOCIIE
HEMPEABUACHHBIX TMPOOJEM: BHE3aMHOrO0 OTKIIOUEHHUS JJICKTPUYEeCTBA WIIU
HEYASTHHOTI'O U3BJICYEHUS] ChEMHOTO HAKOITUTEIS.

PesepBHbIe KOTIMU (DAIIOB MOKHO MCIOJIB30BaTh HE TOJBKO JJISi BOCCTAHOBJICHUS
MOBPEXKIEHHBIX (DaliJIoB, HO U B Ka4eCTBE apxXuBa MPEIbIAYIIUX BepCUid
JIOKYMEHTA.

Ilepeiioume k exnaoke «@aiiny, oopamumecs Kk «Ilapamempamny,
nepekaoyumecy Ha nynkm «/[ononnumensnoy, Haioume 010k «Coxpanenuey
u onyuro «Bcezoa coxpanames pezepsenyro konuioy.

Pe3epBHOE KOMMPOBAHME COXPAHAET JMUIIb MOCIECIHEE COCTOSHUE COXPAHEHHOTO

JIOKYMEHTA, HO HE COJICPKUT MIPOMEKYTOUHBIX U3MEHEHUH.



-

Mapamerpel Word — S — L —

OcHosHbIE Mpwn neyatw 3T0ro JOKYMeHTa: El__] GP1_2 _WORD_1

3kpaH [[] Deuarate PostScript nosepx Tekcra

MpagonucaHue [7] NeuaTe ToABKO AaHHEX W3 BOPME

CoxpaHeHue Coxpanenne

OononHuTenEHD | [7] 3anpoc va coxparenue wadnona Normal.dat (i

Hacrpoiika BCeraa CO3AAEaTE PEIEPEHYID KOMMID <=
[7] KonmposaTe yaaneHHbie Gaiinbl Ha STOT KOMMBIOTED b

HaacTpaiku PaspewmTs HOHOEDE COXPAHEHME

Pe3epBHOE KOMMMpOBaHUE aKTUBUPYETCS JIs BCeX (DailyioB.
AJnlpec ux pe3epBHOTO COXPaHEHUS
C:\Users\ums noaws3oBarens\AppData\Roaming\Microsoft\Word\

3adanue Ne26. C BemmonaenneM oneparun «[louck u 3ameHa gparmeHTa TekcTay
03HAKOMBTECh CAMOCTOATEIBHO B cripaBke Microsoft Word? naxas Ha nieHTe Ha

17
3HAYOK © W kiapumry F1.
3adanue Ne27. Bo BceM TeKCTe [OKyMEHTa 3aMCHHTE Bamm WHAIMAIBI |
(damunuio Ha cioBa «O0pa3oBaTEIbHBIN CTaHIAPT

IIPABHJIA DD PEKTHBHOH PAEOThI B MS WORD

4 &H HN3MeHeHMe NANKK JAJI1 COXPAHEHUS 110 YMOJTYAHUIO
[To ymomuanuto Word coxpansier Bce (aitnibl B manky «Jlokymente». [ns toro,
yTOOBI H3MEHHUTH 3TO,
nepeitoume ¢ menio « Paitny — «Ilapamempory — «Coxpanenue». B cmpoke
«Pacnonosicenue 10KkanvHbIX Pailnee no ymoauanuio»
BbIOEpUTE HY>KHYIO BaM MamkKy.

Mapamerps Word - R - — M
OtHOBHHE -
HacTpoiika coxpaHeHnA AoKYMEHTOB,
3kpaH
MpasonucaHmne CoxpaHeHue JOKyMEHTOB
|"f|”(lia“°“"e -'l CoxpanaTe dalinsl B cnegyiowem dopmate: | JokymenT Word [*.doey |Z|
AononHuTensHo ABTOCOXPAHEHME KaXAHIE MUHYT
HacTpoiika Katanor garHeix ana asTosoccTadoenenns: | ChUsers\AnHa\AppData\Roaming\Microsofty
HaacTpoitkn PacnonoxeHwe Gainos No yMOAYAHWK: DM\AHA\MPENOABATENB\CTTAY Yy roa 2018. OBzop.

B sTOM k€ MEHIO BBl MOXKETE€ HAaCTPOUTHh (POpMAT AOKYMEHTOB IO YMOJYAHHIO,
aBTOCOXPAHEHUE U MHOI'O€ JIPYTOE.

3adanue Ne28. VIzmenute MecTo i COXpPAHEHUS TEKCTOBBIX (ailioB 10O
ymosyanuto B nanke «® — N — Bama pamunus» (O — HaumeHoBaHue dakyIbTeTa,
N — HOMep rpyIIibl) Ha paboyeM CToJIE.

3aoanue Ne29. Coxpanute nokyment Word non umenem «IIpodeccronanbnas
JeSITEIbBHOCTh MEHEKEPay.

3aoanue No30. KoppekTHo 3aBepiinte padoTy ¢ nporeccopom Word.

3adanue Ne3l. IlpoBeprTe, co3maHa M COXpaHEHA JIM Pe3epBHAsl KOMHSI 3TOTO
JTIOKYMEHTA.




MS Word — 310 MHOTO(YHKITMOHATBHBIN TEKCTOBBIN PEAAKTOP, C TOMOIIBIO
KOTOPOrO BO3MOXXEH HE MPOCTO HAOOp TEKCTa, HO U €ro O(QOpMIIEHHUE C
BKJIFOUEHUEM B HETO Tabiuil U TpauKoB, GopMyJl, KAPTUHOK, PUCYHKOB U CXEM.

OcHOBBl paboThl BaM Y€ U3BECTHB M3 Kypca «MHpopMaTHKay.
OcTraHOBUMCS HA MHOTOYHCIICHHBIX TOHKOCTSIX M HI0aHcax B pabore MS Word.

KosonTHuTy 1B

JIOBOJIBHO 4acTO Ha CTPAHULIAX JOKYMEHTOB MOYKHO YBUJETh KOJIOHTHUTYIIBI.
Ko/10HTHTY/10M Ha3bIBaeTCsl OJHA WJIM HECKOJIbKO JIOTOJHUTEIBHBIX CTPOK,
pa3MeliaemMbIX Haj WM MOJ OCHOBHBIM TEKCTOM Ka)KIOW CTPaHUIbl JOKYMEHTA.
CopepxaHrue CTPOK KOJIOHTUTYJIa MOKET ObITh MNPOU3BOJBHBIM. (OOBIYHO B
KOJIOHTUTYJIAX pPa3MEILA0TC HOMEpAa CTpPaHUl, HOMEpa M Ha3BaHUs TIJaB,
(damMunusi aBTOpa WM aBTOPOB, Ha3BaHUE U3JlaHUA U T. A. B mpocteiiem ciydae
KOJIOHTUTYJI COAEPKUT TOJIBKO HOMEP CTPaHHUIIBI.

To ecTb, €CJIM HA CTPAHULIE €CTh HOMEP, TO HA HEM €CTh U COJIEPKAIIMNN ATOT
HOMEpP KOJOHTHUTYH. Eciu monb3oBarenb ONpEAeNul COJIEpPKAHUE KOJOHTHUTYJIA
WIM K€ TIPOCTO 3aJaJl HyMEPALMIO CTPAaHHUIL, TO COOTBETCTBYIOUIUE 3aJaHHBIM I1a-
pameTpaM KOJIOHTHTYJbl aBTOMAaTHUYECKU PAa3MEIIAI0TCs PEAaKTOPOM Ha KaxKIou
CTPAHHMIIE TOKYMEHTA.

Ha ctpanunie wmoxker HaxXoauThCsd JMOO BEpXHUM, MO0 HIDKHHMA
KOJIOHTHUTYJI, TH00 00a cpasy.

KoJsionkn

[IpakTHyecku BO BCeX ra3erax M »KypHajlax, a TaKKe B HEKOTOPBIX KHUTAX
TEKCT Ha CTPAHHUILIEC pa3/ielIeH Ha HECKOJIbKO KOJOHOK. Takoil cnoco® KOMIIOHOBKU
TEKCTa Ha CTpPaHUIE HAa3bIBAIOT TIa3eTHbIM cTWwiIeM. YToObl 0GOpMHUTH BeCh
JOKYMEHT WM KaKyr-IM0O €ro 4acTb NoJ0OHBIM 00pa3oM, HY>KHO BBINIOJIHUTH
koMaHay «Pa3merka crpanuubl - KosoHku» omnepanuoHHoro meHto. Ha skpan
BBIBOAMUTCS HHUcIajaronee okHO «KoJIoHKW», B KOTOPOM YCTaHaBIIMBAIOTCS BCE
HeoOxoauMble i (POPMUPOBAHMS KOJIOHOK MapaMmeTphl, i€ MOXHO BbIOpATh U
yKa3aTh OAMH M3 IISATH HamOoJee 4YacTo BCTpeyaroluxcs (opMaTOB KOJIOHOK.
OOpasupbl 0J1Ha, 1BE€ U TPU UCTIONB3YIOTCS JIJIsl CO3/IaHMsl B pa3/iesie WK JOKYMEHTE
OJIHOM, JIBYX WJIHM TpeX KOJOHOK OJMHAKOBOW MpHHBL. OOpaszer cieBa CIyKUT
s (GOopMaTHUPOBAHUS TEKCTAa B JIBE KOJIOHKH, IPUYEM JieBas KOJIOHKAa HMMEET
[MIMPUHY, PABHYIO MOJIOBUHE IIUPHUHBI MPAaBOW. AHAJOTHYHBIM 00pa3oMm, oOpasell



CIpaBa WCTONB3YeTCA Uisi (OopMAaTUPOBAHUS TEKCTa B JBE KOJIOHKH, MPUYEM
npaBasi KOJOHKA UMEET IUPUHY, PABHYIO MTOJIOBUHE IIUPUHBI JIEBON KOJIOHKH.

Cnucku
Heckonbko TmociieIoBaTeIbHBIX a03alleB OJHOTHUITHOTO TEKCTa 00pa3yroT
cnucok. Hanpumep, Ciucok CTy/IGHTOB TPYIIIIBI.
Cy1iecTBYIOT B€ (DOPMBI CITHCKA:

-—
|1|— -

— MapKupo6aHmvlli CIUCOK | *=  — KaXIbld ab3al] B CIUCKE OyIeT OT-
MEYEH KaKMM-TO CUMBOJIOM (MapKepoMm WA CUMBOJIOM CIIHCKA);

g —
EF— T
F—_

— HYMepOo8aHublli CIUCOK — KaxAblid ab3all B CIHCKE aBTOMATHU-
YecKUu Hymepyemcs (apaOCKUMU WM PUMCKUMU LU(ppamMu) nin OyKBOW andaBurta
(mampumep, A, B, C, ...).

YTto06b!I cO31aTh HyMEPOBAaHHBIN CIIMCOK, HEOOXOIUMO:

- BBIJCJIUTD BCE AIIEMEHTHI CITUCKA;

i—
I— T

- BbIOpaTh koMaHy «['maBHas - kHonka Hymeparius »;

- B HHUCIAJAIONIEM OKHE WIIEIKHYTh Ha JEMOHCTPAlMOHHOM IIOJOKHE C
MOAXO/SAIIMM CUMBOJIOM CITUCKA.

dnaxxok «BeicTym» omnpenenser cnocod BhIpaBHUBAHUS IO JIEBOMY Kparo
6cex CTPOK JJIEMEHTa CIHCKAa, KpOME MEPBOil. B I€MOHCTPAIMOHHBIX MOJIOKHAX
BUJTHO, KaK MEHSETCS BHEUTHUHW BHUJ ab3aila, B 3aBUCUMOCTH OT 3HAYEHUS ITOTO
MepEeKII0YaTENsl.

[Ipn BcTaBke WM YyIaJCHUM DJJIEMEHTOB TaKOTO CIIHCKA, BCE HoOMeEpa
WU3MEHSAIOTCS aBTOMaTUYECKH.

IIPABUIA DD DEKTUBHOH PABOThHI B MS WORD

2 “a BbicTpo nepemeneHue 3J1eMEHTOB CIIMCKA

MapxkupoBaHHbI€ 51 HYMEPOBAHHBIC NepevyHH 00JIeryaroT
Bocrpusitue nHbopmanuu. [lomp3oBarens GpukcupyeT BHUMaHUE HA UX OTJEIbHBIX
COCTABJISIIONINX, YTO oOJjerdaer 3amoMuHaHue. VIMEHHO MOATOMY pekJiama,
MPE3EHTAIlMN, OTYETHI U TIJIAHBI CTPOSITCS TT0 IPUHITUITY CIHCKOB. BC€ Ob1 Xoporiio,
HO JaJICKO HE BCE aBTOPhI TEKCTOB MPUOETAIOT K UX UCIIOIb30BAHUIO TIPEXKJIE BCETO
u3-3a HeyaoOcTtBa (opmarupoBaHus. YacTHbIM ciydail — mepeMelieHue
CTPOYEK OTHOCUTEIBHO APYT JIpyra.

Komounauyua Alt + Shift + 1(]) nepemecmum mexkywuii rnemenm @
3A0aHHOM HARPAagIeHUU. Imu 2opavue Kiasuuwiu pabomarom u 014 ad3ayee.



1. Banmycture MS Word u co3gaiite JDOKYMEHT IOJ HMEHEM
«Ixonomuka AIIK» B cBoeit manke @ - N (@ — HammMeHOBaHUE
dakynbTeTa, N — HOMep rpynibl) Ha qucke C

2. BBenure TEKCT:

MeTogonorndeckne  noaxodbl W UCXOOHble  TeopeTuyeckue
nofioXXeHnsa npeactasneHol B Tpyaax AbankuHa J1.W., ATkuHcoHa 3.b.,
'mtmana J1. k., Mnmageiwesa A.H., [nasbesa C.1O., 'ymeposa P., [le Byt
®., Napawesa A., Ixoxka M.[., Jo6pbiHnHa A.W., U3appa Y., NloxaHceHa
Jl.

bonbwon Bknag BHecnn Kamaes B.[., KopHaun A., Kpuctannep B.,
Mapwann A., MakkoHenn K.P., MeHnbwukoB C., Mopo3soBa T.I., Hekpacos
H.H., TMapeto B., TlopwHeB A.l'., Pansbepr b.A., PyoHeBa E.B.,
CamyanbcoH IN.A., Cturnuy, k. 3., Tapacesuny J1.C., YwayeB WN., Xogos
J1.I'., Xonnang C., WadpoHos A., SknyHa K., AcvH E.I". n gp.

Llenbto uccnegoBaHus ABnsieTca AarnbHeKnllee COBEPLUEHCTBOBAHUE
METOLOB rocyJapCTBEHHOIo pPeryrimpoBaHus rno ynpasreHutio akTtopamm
arponpoMbILLIIEHHOrO npon3BoaCTBa n 3 PEKTUBHOCTLIO
PYHKLUMOHMPOBaHMA NpeanpuAaTUnM M OoTpacsien CenbCKoro Xo3sncTeBa B
KOHTEKCTEe pedopMnpoBaHNA TOCYAAPCTBEHHOMW arpapHou MNOJSIUTUKN,
dopmMmnpoBaHus MExXaHu3mMa  onepaTtMBHOrO U CTpaTerndeckoro
ynpasreHuns yctondmsbiM passutmem AlK, ero nponssBogdawmx oTtpacnemn,
N peweHns 3agadn obecnedyeHusi NPOAOBOSIbCTBEHHOM ©e30nacHOCTH
CTpaHbl.

3. Co3naTh BEpXHUU KOJOHTUTYI ¢ TEKCTOM «['ocymapcTBo u arpapHas
SKOHOMMKAY;

4. W3 mocnemHero ab3ama TeKCTa CO3/1aTh TPU KOJIOHKH OJITMHAKOBOM
IIAPUHEI,

5. ChopmupoBaTh MapKUPOBAHHBIN CIIUCOK U3 (haMUIIUA TEPBOTO
a03ala TeKCTa;

6. Co3naTh HyMEpOBaHHBIN CIIMCOK U3 (haMUITUK BTOPOTO ab3alia TeKCTa;

COXpaHI/ITB BHCCCHHBIC NI3MCHCHUUI.

~



Ecimu cozmaetcs mokymenTt Office ¢ mMareMaTH4ecKUMU BBIPAKEHUSIMH,
nporpamma  Microsoft Equation Editor MOMOXET BBIMIOJIHUTH TOYHOE
dbopmatupoBanue Gopmyi.

BcraBka dopmyn ocymiecTBIsSETCs CIEAYIOIUM 00pa3oM:

1. B menio BeraBka BoiOepute koMaHay O0beKT.
2. B pamanoroBom okHe BeraBka 00beKTa BBIOCPUTE BKIIAJKY
Co3nanue, a 3ateM B criucke Tun o6bekTa BeiOepute Microsoft Equation

3.0.

[Iporpamma Equation Editor oTkpoeT B IOKyMEHTE NYyCTyl0 pabouyro
00JacTh; KpoMe Toro, B okHe nporpammbl Office mosBuTCS naHeab HHCTPYMEHTOB
dopMyJia U MEHIO.

BBoj uncen u mepeMeHHbBIX OCYIIECTBISECTCS ¢ KiIaBuaTypsl. Hampumep,
nepeMeHHO# Y B HaJalle CJIeIyIOIIEro MpruMepa MaTeMaTUYECKOTO BBIPAKCHHUS:

!.l’.l’.l’.l’.l’.l’.l’.l’.l’.l’.l’ll’.l’.l’.l’.l’.f.f.f.f.f.f
i E

JU1d BBOJIa 3HaKa MaTEMATHYECKOM OIlepalvy, UMEIOLIEroCs Ha KJIaBUaType,
Harpumep mioca (+), MUHyca (—) WM 3HaKa paBEHCTBA (=), JOCTATOYHO HAXKATh
COOTBETCTBYIOILYIO KjaBuiy. Tak poOaBisieTcss 3HAaK paBEHCTBA B IPUMEP

.'z.-'z.-'z.-'z.-'z.-'z-f.-'z.-'z.-'z.-'z.-'zE

] ope=
: ¥
MAaTEMAaTHUYCCKOI'O BBIPAKCHUA: * =

UtoObl BBECTHM MaTEMaTHYECKHM 3HAK, KOTOPOTO HET Ha KJaBHAType,
Ha)KMMAaEeTCsl COOTBETCTBYIOIIAsA KHOIIKA B BEPXHEM sy IMaHEIW UHCTPYMEHTOB
dopmy.a u BIOMpaETCs HYXKHBIN 3HAK B pacKpbiBaromieMcs MmeHto. Hampumep:

2z | jab | il ||2e® |2l decf Awl AQ®
@HE| Iae o |zlFk] [ 0y o
*
]
{3}
!’.l’.l'.l’.l’.f.l’.f.l’.f.l’.f..f.l’.l’.l’.l’.l’.l’.l’.l’.l’.l’
iy =1 E
B popmyiny nobasnsiercs 3HaK IIOC-MUHYC (£): # w

Jlns BBOZIa TaKUX BBIPAXKEHUM, KaK IpoOU, KBaJApaTHbIE KOPHU, SKCITIOHEHTHI
U UHTErpajibl, HAKUMAETCS COOTBETCTBYIOIIAS] KHOMKA B HUKHEM psAy MHaHEIU
uHCTpyMeHTOB "®dopmyna" u BBHIOMPAETCS B PACKPBHIBAIOIMIEMCS MEHIO OJUH W3
ma6yionoB. Hanpumep:



1+@ 2=l 73 | ENC ol | Awf  AO®
Tavn | [ufo MU0 w8

Jna noGasienust B popMyiTy BbIpaKE€HUS C KBaAPATHBIM KOPHEM:

(y=t i E
E L]

BBCI[I/ITG qncila MW TIICPCMCHHBIC B 00J1aCTh IHa6HOHa, BBIACJICHHYIO
MyHKTHPHOU TuHUEH. Hampumep, BBEUTE CIeAyIOIIee MOAKOPEHHOE BEIpAKEHUE:

[ LR R PRI ERY PRI

;y=im

b
i

| A

R

1. ®aiin «Oxonomuka AITK» IOIIOMHUTE TEKCTOM:
Pacuer 10CTOBEpPHOCTH NMPOrHO3a MH(POPMAIMOHHO - IKOHOMHUYECKOTO

npoiecca NPOU3BOUTCH MO popmy.Jie:

V=S/Y
s=.[> e l(n-2) Y =>y,

i=1

rjae €, N — THPOPMANMOHHO—CTATUCTHYECKHUE MTOKA3ATEJIH.
s onpenesnenus GyHKUMH NMOTPeOMTENbCKOI0 CIPOCa B TEOPUH H
NPAKTHKE PbIHOYHOH IKOHOMHUKH 110 (popMy.ie:

F=T](X,-A)
j=1

*
X —a- "%

J
K*p,



rae Xj, Aj, pj, B, K — 3xoHOMHYeckne mapamMeTpsbl.
Pacyer HOMUHAIBLHOT0 3(P(PEeKTUBHOI0 BAJTIOTHOI0 Kypca 1o gopmy.ie:

Zm: K1ABi *gABi

I _ =l KOABi
ap m
Z J agi
i=1

rie Kagi — Kypchl BaJOThHI A 10 OTHOIIEHUIO K BajgwTam B, Bi,...,Bm;
M — YUCJI0 BAJIKOT U3MEpPUTEJIeH;

JaBi — TOBAp0OOOPOT CTPAHBI BATIOTHI A €O CTPAHAMHU BAJIIOT;
B1, Bi,...,Bm — 10151 TOBapooGopoTa Me:xkIy 3TUMHM CTPAHAMH B
COBOKYIIHOM 000poOTe M CTPaH.

I[J'IS[ 3alllUTBl  JOKYMCHTAa OT HCCAHKOHWOHHPOBAHHOI'O AOCTYyIIa MOXHO
3allIUTUTD €0 € MOMOIIIBIO YCTAHOBKU IIAPOJIA.

4 IIPABHJIA 3P PEKTUBHOU PAEOThI B MS WORD
1

/ Q0s13aTe/IbHA YCTAHOBKA MAPOJIA HA OTKPbITHE JOKYMEHTA HJIH
OrpaHUYeHHe BHECEHHUS M3MEHEeHHU I
HecaHKIMOHMPOBAHHBIM JOCTYII K KOMIIBIOTEPY, CBEMHOMY HAKOIUTEIIO WIH

O0JTaYHOMY XPaHWIMIY MOXET TPHUBECTH K TOTEpPE WU TOpPYEe BAKHOU
uHpopmarmu. [ToMHMM, YTO BOCCTAaHOBUTH YTPAuYCHHBIA MapOJb HEBO3MOXKHO.
Orpannuenue GopMaTUPOBAHUS AKTUBUPYET PeKUM « TOIBKO YTeHHEY.

JJi yCTaHOBKM TAapOJIsi HEOOXOAUMO.
e BeBarh komaHny CoxpaHuTh Kak... kHomka @aiin wimm Office u B
OTKPBIBIIEMCS IMAJIOTOBOM OKHE BhIOpaTh KHONKY CepBHC:




QQ EDE [ | Mevex: Zayrserme 3
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e B otkpeiBiiemMcs okHe OOIue mapaMeTpbl 3aIloJIHAIOTCS 1ot BBoAa [lapoib
JUTSL OTKPBITUS (haiina mpeaHa3HavYeHO JIJIsl BBOA MapoJis (CJI0OBa COCTOSIIIETO HE
O6onee yeM u3 15 CHUMBOJIOB), KOTOpBIA IOJKEH OBITHh HM3BECTCH TOJIBKO
nosib3oBarennio. [lapoms MoOXeT cocTosATh W3 OykB, IUGpP, CHUMBOJIOB HIU
poOeoB.

o
Obuwue napameTpsl = - I. )

Ofuwe napameTpol

MapameTpel WPOEEHMA ANS ASHHOT ACKYMEHTE

napons ANA OTKPLITHA daiina: |sese

MNapameTpbl COBMECTHOMD HCNONb30BaHNA ANA AaHHO0 AOKYMEHTS

NEpOfis PA3PELWEHHS 3AMMCH;

[T] pexomennosaTs gocTyn Toneko ans urenns

YCTEHOBMTb SEWMTY. ..

SalHTa OT MaKPOCDS i
W3meHeHne ypoBHA BE30NaCcHOCTH NPW OTKPLITHA Dalinos, 3alUMTA OT MAKPOCDS
KOTOPLIE MOYT CONEMHATS BMDYChI B MBKDOCAX, M YKASAHUE =

HaAEKHLIX Pa3PaBoTHMKOE MEKDOCOS.

IIpp BBOZE maposisi B IOJIE BMECTO BBOAUMBIX CHMBOJIOB HOSIBISIOTCS
3BE3JI0YKM. OTOT IPUEM TMO3BOJISIET IOJHOCTBIO HCKIKOYHUTh BO3MOKHOCTH
IPOYTEHHUS MApOJIsi KAKUM - JIMOO MOCTOPOHHUM JIMIIOM, CIy4ailHO OKa3aBIIUMCS
PSAZOM C BaMH.

[lapoar He0OXOOUMO XOPOIIO 3alOMHUTH, T.K. MOCJIE€ €r0 YCTaHOBKHU
OTKpBITh 3alUMIICHHBIA (ailm JoKyMeHTa ©0e3 mapodisi HeBo3MoxHO! IloTeps
napoJisi IpUBEAET K NOTepe COXpaHEHHOM B (aitne nnpopmanuu!

o Jlns coxpaHeHUs MapoJisi HAJJISKUT BHIMOJHUTE (pukcanuio Ha kHorke OK . B
pe3ynbTaTe OTKpoeTcs auanoroBoe okHO IlonTBepikaenue mnaposid. YtoObl
n30exkaTh OIMMOOK TP BBOJE, CJIEMYET BBECTH 3HAUCHHUE TApOJIs erie pa3 B
okHe [loarBepxaenue napois. B 3aBepuienne Heo6xoanmo Haxkath kHONKy OK.
[Ipu coBnasieHNH OKHO 3aKPBIBAETCS.

e 3aTeM HEOOXOJMMO COXpPaHUTh (halyl ¢ MOMOIILI0 KOMaH/bl COXpPaHUTh KaK
kaonku Office mnm Daiin wiu BOCHOIB30BATHCS MUKTOIPAMMON COXPaHCHHS.
Ha »skpane nosiButcs auanoroBoe okHo CoxpaHeHue AoKyMmeHTa. B mone BBoga
Umsa daiina BBeauTe MOAXOASINEE YHUKAIBHOE HMS, MOJ KOTOPBIM JOJIKEH




ObITh COXpaHEH JOKYMEHT. JlnmMHa WMEHHM He JOJDKHA MpeBbIaTh 255
cuMBOJIOB. B mosie cnucka [lanka ykaxuTe, Ha KaKOM JIUCKE WM JUCKETE U B
KaKOM mamke JOJDKEeH OBbITh coxpaHeH ¢ain. Eciou ¢aiin yxe Ol coOXpaHeH, TO
Word  mpemioxuT ero coxpaHuTh moja Te ke uMmeHeM. lllenkHuTte Ha
koMaHgHoH kHotmke OK.
C »TOro MOMeHTa JJi OTKPBITUS (ailiia JOKyMEHTa HEOOXOIUM MapOoJb.
VYcraHoBka mapois Ui 3alMCH  aHAJOTWYHA ONMCaHHON Bbime. OnHa
npuBeneT K 3ammre Qailia TOJBKO OT W3MEHEHWH, HO JOCTYN Ui YTEHUS
OCTAHETCSI pa3pelICHHBIM.
s Toro, 4ToOBI Ball JOKYMEHT OTKpBbIBajiCS Oe3 maposis, HeoOXOauMo
IPOCTO yIaJUTh €ro B OkHe OO0IIre napaMeTphl.
3adanue. Y CTaHOBUTE MAPOJIb ISl OTKPBITHS NOKyMeHTa «OkoHOMHUKA AIIK»,
IIPOBEPHTE PE3YNIBTAT, & 3aATEM YAAIUTE MAPOJIb.

1)  JaiiTe onpenesnenue TekcToBoMy mporeccopy MS Word.
2)  3amyck, Hadajo U 3aBepiienue padore ¢ MS Word.

3)  Kak Owictpo coznath qokyment MS Word?

4)  CnocoObl OTKPBITHS TEKCTOBBIX JIOKYMEHTOB.

5)  UYro Takoe MHBEPTHPOBAHHUE?

6)  Bapuantsl ynanenus ¢pparMeHTa TEKCTA.

7)  CrocoObI IEpEMEIICHHS 110 TEKCTY.

8) BapuanTsl BeinonHeHns: KoMaHabl «KonupoBaTh.

9)  Kak u3MCHHTS I[BET, CTHJIb, BUJI M pa3mep mpudTa?

10) Kak BcraBuTh 00BeKT B jokymMeHT MS Word?

11) Jlns gero npeaHasHadyeHa onepanus «BcTaBka CHMBOIOBY?
12) Kak ycTaHOBHTB JaTy U BpeMsl B JOKYMEHTE?



