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OaHa 13 camblx
NMOAE3HbIX NPOrpamMm
KoMmnMbtoTEPa —
Word. OHa nomoxet
HaneuaTtatb

TEKCT, KpacuBo

ero obopmuTb,
A06ABUTb KAPTUHKY
M pacneyatatb Ha
bymare.
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Orkpoercs crmcok. Ha-

KMUTE Ha MyHKT «IIporpam-
MbD» («Bce nporpamMmmal»).

TlosiBUTCS HOBBI CITMCOK.

mi Crpeet |
Haiimure mynkr «Microsoft

Office», HaxmuTe Ha
HEro M B MOSIBUBILIEMCSL
HEOOIBIIOM CIIUCKE Ha-
sxkmuTe Ha «Microsoft
Word» (puc. 2).

BaikHo: eciu He Haii-
nere Haamuch «Microsoft
Office», To, ckopee Bcero,
naker O(QHCHBIX HPOrpamMm
(B TOM uHcIe mporpamma
«Microsoft Word») He ycra-
HOBJICH Ha KoMIIbiotepe. B
ITOM CiIydae MOXKeTe
BOCIIOJB30-
BarbCs CTaH-
JIapPTHOM Mporpam-
Mmoii «Word Pad»

pasmep aucta popma-
Ta A4. UtoOBI yBH-
JeTh Ty 4acTb, KO-
TOpas  «HIPAYETCSI»

BHH3Y, HYXKHO TIOKpY-
THTb KOJICCHKO Ha MBIIII-
ke (puc. 4) WM mepeTsaHyTh
BHH3 «TIONI3yHOK» C IIpa- .
BOM CTOPOHBI IIPOrpaM-
MBI (pHC. 5).

Ileyararh TekcT Oy-
JIEM C Hayajia JINCTa, Ho-
3TOMY, €CJIH OITyCTUIINCH
B €r0 KOHell (BHU3),
NOJHUMHUTECH
B Hayalo

(HaBepx).

Puc. 1a

(«ITyck» — «Bce npo- Js Toro
rpamme» — «CraHmapT-  Pygc. 4 4ToOBI Ha-
HBIEY). YyaTh  Ieya-

OTKpOeTCs OKHO, KaKk Ha
pucyske 3. DT0 U €cTh Mpo-
rpaMMa U He4aTH TEKCTa
«Word».

Hac wunTepecyer 1eHT-
panbHas Genast yactb. JTO
nct popmara A4. 3necs u
Oy/eM reyarars.

Ob6parure BHHMaHHUE:
JHCT Kak Oyaro obpesan. Ha
caMoM Jielie OH IIPOCTO HE
YMECTWIICS — pa3Mep JKpaHa  daTaThCs TaM, IJE MH-
KOMIIBIOTEpa MEHbIIe, YeM TaeT naimouka. Ecim  Ppyc. 5

TaTb TCKCT, HY>KHO IIEII-
KHYTb JIGBOH KHOITKOH
MBIIIKH [0 JIUCTY.

B Bepxuem neBoM
yIIy IPOrpaMMBl JI0JIK-
Ha MUrarb 4e€pHas na-
nouka. TeM cambIM mpo-
rpamma « Wordy mojcka-
3BIBACT, YTO YK€ MOXKHO
eYaTaTh TEKCT.

Kcrary, on Oyner ne-

9154 pyooad

XOTHUTE, YTOOBI OH ObLT B
JIPYTOM MecTe, HKMHTE 110
HYXHOMY MECTy JBa pasa
JIEBOM KHOTIKOM MBIILIKH.

Teneps nonpoOyiite Ha-
rneyararb 4TO-HUOYIb, HC-
nonb3ys Knasuatypy. Ho st
Hayaja IOCMOTPHUTE, KaKon
SI3bIK  YCTaHOBJEH. BHu3y
cripaBa JBYMS aHDIHHCKH-
My GyKBaMH I0Ka3aH TOT aJl-
(haBuT, KOTOPBIH BBIOpPAH Ha
xomnbrotepe. RU — 310 pyc-
ckuit, EN — 310 annmiickuii
andasurt.

YToOBl M3MEHUTH  SI3BIK
BBOJIA, HOKMHTE HA 3TU B
OYKBBI JIEBOH KHOITKOH MBILIH
M U3 CIINCKa BBIOEpUTE HYX-
HBl andasut (puc. 6).

IMonpo0yiite HabpaTh He-
GoubInoit Tekct. Ecim crox-
HO CaAMOCTOSITEJILHO €r0 MPH-
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[#] Mirosoft Office Access 2003
o Mecrosoit Office Access 2007
3] Mecrosoft Office Excel 2003
[N Microsoft Office Excel 2007
[E8] Mecrosoft Cifice InfoPath 2003
2| Mitresoft Office Outiook 2003
Microsoft Office PowerPoint 2003
3 Miresoft Office PowerPoint 2007
Mizresolt Office Publisher 2003
7)) Microsoft Office Visio 2007

JyMaTb, OTKpOWTE I100YyI0
KHUTY W HareyaTranTe He-
OOJIbIIION OTPBIBOK U3 Hee.

Jlna nmepexoma Ha napy-
TYI0 CTPOKY HY)XKHO HAXaTh
kHONKy Enter Ha kiaBua-
Type. Muraromas maaoy-
Ka TIePEeMECTHTCS Ha CTPOd-
Ky BHU3 — TaM U OyJier neda-
TaTbCA TCKCT.

Taxxke CTOUT 0OpaTHTH
BHUMAHHE HA OJHY OYCHb
BAXHYIKO KHONKY B TIpO-
rpamme «Wordy». Dta KHOII-
Ka Ha3bIBaeTcsi « OTMEHUTD)
(puc. 7).

Haxonurcs ona B camoM
BEpXYy IPOTrpamMMBbl U ITO3BO-
JMeT OTMEHHTPH IOCIEIHEe
JIeCTBHE, KOTOPOE CHETIAIIH.
Hanpumep, cinyuaiino yna-
JIMIN TEKCT HIIM KaK-TO ero
HMCHOPTHIHN (CMECTHIH, 3a-
kpacuin). ITporpam-
ma «Word» BepHeT

Puc. 7
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OTMEHUTL BEOA (Ctri+Z)

JIOKyMEHT (TEKCT) B TO CO-
CTOSIHHE, B KOTOPOM OH TOJIb-
KO 4TO OBLT. JTa KHOIKA BO3-
Bpall[aeT Ha OJ(MH IIIar Ha3asl.
COOTBETCTBEHHO, €CIIM Ha-
JKMeTe Ha Hee J[Ba pasa, Bep-
HETeCh Ha JIBa I1ara Ha3aj.

LIPHOTH
PASMEP BYKB
B MICROSOFT WORD

TexkcT, KOTOPBIH HeyaTaeM
B mporpamme «Word», mo-
JKET BBIIVISICTD I0-Pa3HOMY.
Paszmslit BuT 1 pasmep Oyks,
TOJIIIMHA, HAYEPTAHHE, I[BET,
MOJIOXKEHHE TEKCTa Ha CTpa-
nuue. [Ipuyem Bce 310 MOXK-
HO WU3MEHHTb YKe IOCIe
TOr0, KaK TEKCT HalleyaTaH.
MHorue Tak ¥ MOoCTyNaroT —
9TO M HpOIIE, U ObICTpee.

Hlpudr — 310 TO, KaK
OykBbl HammcaHbl. To ecTh
wpudT — 310 BUJ OYKB.

Bor mpumep Hanmcanus
pasHbiMu mpudramu (pHc.
8).

CymecTBy-
€T MHOTO BHUJIOB
wpudros. Heko-
TOpHIE U3 HHUX YXKE BCTpOe-
HBI B [IPOrPaMMy, JIpyrue —
MOXXHO 100aBHUTb.

Jns  Beibopa  mpud-
Ta HY)KHO BOCIIOJIb30BaTh-
Csl CHELMATBHBIM  TIOJIEM.
Haxonurcst oHO B BepxHeit
4acTu C JIeBOW CTOPOHBI. B
KOHIIE 3TOTO TIONIST €CTh He-
GoublIas KHOIKA CO CTpel-
koit. Ecnu Haxkmete Ha Hee,
OTKPOETCS CIHCOK Ipud-
TOB, YCTaHOBJICHHBIX Ha
komnbioTepe (puc. 9).

WX 10BOJIBHO  MHOTO.
Yrobbl B 3TOM yOEIUTHCS,
HY)KHO TIOKPYTHTb KOJIECH-
KO Ha MBIIIKE WX HOTSHYTh
BHH3 «IIOJI3YHOK» C IIPaBOd
cTopoHsl. BriOpa mpudt
W3 CIHUCKa, Oynere Habuparh
TEKCT UMEHHO ITHM BHIOM.

Jlaxxe ecnm TeKCT yke
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HaOpaH KakUM-TO BHIOM
mpudTa, €ro BCerna MOXKHO
U3MEHHTH. JII 3TOrO TEKCT
HEOOXOIMMO TIPE/IBAPUTEITb-
HO BBIJICTIUTh.

PACCMOTPUM
HA NPUMEPE

Haneuaraiite napy npen-
noxenuit. TekcT Oyner Habu-
paTbcs TeM BHJOM, KOTOpOi
MOKa3aH B I0JIe CO pudTa-
MH B JIaHHBIH MOMEHT. Uro-
Obl M3MEHUTh WPUDT Ha-
MEYaTaHHOTO TEKCTa,
JICJIUTE €ro: HAaBEIUTE Kyp-
cop (CTpeNKy Wi IMajaouky)
B HA4aJl0 WM B KOHEI[ TEeK-
cTa. 3aTeM HaXMHUTE JIEBYIO
KHOIIKY MBIIIM U, HE OTIIy-
CKasl ee, TAHUTE B APYTOH KO-
He. Korna Tekcer 3akpacut-
¢Sl ApyruM 1BETOM (OOBIYHO
YEPHBIM HII CHHUM), 3TO Oy~
JIeT 03HAYaTh, YTO OH BbljlE-
new (puc. 10). Teneps ocra-
nock u3MeHuTh mpudT. Ha-
JKMHTE Ha MAJICHbKYIO KHOII-

BBI-

NPpUMER BLIOENEHHOIO TEKCTa

Puc. 10

Ky CO CTpenkoil B KOHIE
HOJISL ¢ Ha3BaHHEM TEKyIle-
ro mpudra. OTKpOeTCs Criu-
cok. Beibepure u3 Hero noa-
XOISILIHH IPUPT.

Bun Gyks momken msme-
HuTheA. Ecim sToro He npo-
M30LUI0, 3HAYHT, BBIOpAIH
HEMOAXOAIMI pHPT — TO
€CTb TOT, KOTOPEIi He pado-
TaeT ¢ PyCcCKUMHU OyKBaMH.

HIpudt, xoTOpHIM NpHU-
HATO IIeYaTarh JOKyMEH-
Thl, Ha3biBaeTcs: Times New
Roman.

MHoraa B Tekcre Hy»XHO
BBIJICIUTh YacThb WM CIIOBO,
4TOOBI 3a0CTPUTH BHHMa-
Hue. 1 5TOro UCronb3yoT
CIeLMAIbHbIC KHOTIKH:

¢ Ilony:KupHbIi (ero
€ILIe HA3BIBAIOT (GKUPHBIIH),

* Kypcus (HaKJIOHHBII),

OpHEMEp TeReTa, Haneiatagsore mpEdToMm Times New Roman

npMMED TEKCTA, HaneuaTarHoro wpmgpTom Comic Sans MS
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* [Toa4epKHYTHIiL.

CHayana BBICIUTE CIIO-
BO. 3aTeM Ha)KMUTE Ha KHOII-
Ky C HY’KHBIM HA4YCPTaHUEM.

MOXHO BOCIIOJIB30BaTh-
Csl Ccpa3y HECKOJIBKUMH BH-
JIaMH.

Kcraru, 3aronoBku B TeK-
CTE€ MPUHATO BBLICIIATH «IO-
JIYKUPHBIM).
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