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TexcroBasi nporpamma \Word

Ytobpl 3amyctuth mnporpammy Word,
HEOOXOJIMMO JBaXAbl KIWKHYTh Ha 3HAYOK
nporpaMMbl Ha pabodem croie. JInbo HalTh
3HAYOK mporpammbl B MeHIO «llyck». [
3alycKa JIro0OM MporpaMMbl HEOOXOAUMO
BpeMs. bynbTe TeprneuBhl.




AjaroputMm padorsl B mporpamme \Word

OTKpBITH (CO3/1aTh) HOBBIN JIOKYMEHT.
HabOpatp TekcT.

OtdopMarupoBars.

COXpaHUTB.

[IpocmotpeTs.

Pacrieuarare.
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3aKpBITh JIOKYMEHT.



Pa0ora B TekcToBOM penakrope Word

ITocie OTKpBITHS IIporpaMMbl Iiepea BaMH OyJeT YMCThIN JIMCT, Bl
Cpazy K€ MOXKETE BBOJIUTh TEKCT TMPU IOMOIIM KJIABUATYPHI.
PenaktupoBath M (opmaTrupoBaTh TEKCT MOXKHO Io3xke. Han OeiabiM
JMCTOM - KHOIIKH (MEHI0), KOTOpbIE IIOMOT'YT pad0TaTh C TEKCTOM.

OHM MOTYT pa3auyarbCid B PA3HBIX BEPCHUAX MPOTPAMMBbI, HO
OCHOBHBIE OCTAIOTCS HEU3MEHHBIMU.

Bcraska  Pamerca crpss Coan Paccumen Peueswposwwe  Bwg  NitofroS  Acobat
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TTOTOM Kaaii IU11eHs OHH BCTPHYATHCH Ha HaGePKHOH, 3aBTPAKATH BMECTe, 06eIATH, Iy ILTH, BOCXHIIATHCE
MOpe. OHa KATOBATACK, T TyPHO CIIHT H 1TO Y Hee TPeBOKHO GbETCH ceplie, 3,1aBa;a BCe O;THH H Te e
BOTIPOCHL, BOTHYEMa5 TO PEBHOCTEIO, TO CTPAXOM, 10 OH HeIOCTATONHO e¢ yRa&aeT. M 9acTo Ha CKBEpE B Cany,
KOT:1a BG-TH3H HX HHKOTO He GBLT0, OH BAPYT IPHATEKaT ee K ceGe H Ie10BaT CTPAcTHO. COBepUIeRHas NPayTHOCTS,
3TH NOHeYH CpeaH 6e:I0T0 M, ¢ OFAAKOH H CTPAXOM, Kak OBl KTO He YBILIN, Aapa, 3aNax MOps HIIOCTOSHHOE
MeTbKaHHE NP e 171a3aMH NPa3THBIX. HaPAIHBIX. CHITBIX JH01eH TOTHO NEPEPOIHIH €T0: OH FOBOPHT AHKE
CepreesHe 0 TOM, KaK OHa XOPOIA, KaK co01a3HHTETbHA, GBLTHETepNeTHBO CTPACTeH, He OTXOIHT OT Hee HH Ha
1I1ar, 8 OHA 9ACTO 3A/1yMBIBATACH H BCE IIPOCHTA IO COIHATHCA, YTO OH ¢ He YBAKACT, HHCKOIBKO He THOGHT, &
TO:TbKO BHINT B Heil IONLTYHO keHITHHY. [TONTH KakIbii Beep MONOTKe OHH Ye3KaTH Ky 1a-HHOY.Ib 32 FOPOL B
Opeanay HIH Ha BOJIONAL; H IPOry/IKa Y1aBalach, BIIeYaTIeHHA HeH3MEHHO BCAKHI pa3 GbUTH IIPEKPACHSL.
BeTHYaBBL. KA1, 4TO MpHeeT My3. HO NPHIILIO OT Hero MHCHMO, B KOTOPOM OH H3BEIIA, 4T0 Y HEro
Pa3boIRTHC 111234, H YMOTA ACHY TIOCKOPee BEPHY THCH AOMORK
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Menro oxna Word

OnpeneneHHble 3HAYKM O3HAYAKOT BO3MOXXHOCTH KOHKPETHBIX
neucTtBu. HOXHUIBI — BbIpE3aTb, MNPUHTEP — TI€4arb, CUHUM
KBAJIPATUK-IUCKETA — COXPAHUTh.

Beepxy maHenu ectb Haanucu: «lnaBHas», «BcraBkay,
«CchUtKn», «PEelIeH3NPOBAHUEY.

OTO pas3nelibl, KOTOPbIE MPUTOIAATCS BaM MPU PEAAKTUPOBAHUM U
HaOope Tekcra. Kaxnas 00beAMHSIET rpyIITy pa3IdndyHbIX KOMaH/I.

OTMEHWUTL
COXpaHMTL  MNocnefHee  HACTPOWKa NaHenw
DOKYMEHT neicTene BbicTporo gocTyna
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BCTaBUTb KonupoeaTh

Ecnyu ykaszarenb MBIIMIA TIOABECTA K TOM WJIM HMHOM HAAIMCU HA

IMaHCJIM HHCTPYMCHTOB, MOKHO IIPOYHUTATD ITOSACHAIOIITY IO I/IH(bOpMaI_[I/IIO —
34 4TO 3TAd KHOIIKa OTBCYACT.



KoopauHaTHbIE JUHEHKH

KoopanHaTrHble JMHEHKHM C [UQpaMu €CTbh CBEpPXY U CJIEBa
nokyMeHTa. C uX MOMOIIBI0 MOXHO YCTAaHABJIMBAaTh IOJI CTPAHMIIL,
OTCTYIIbI a03alleB, U3MEHATh IIUPUHY CTOJOLIOB W YyCTaHABIWBATH
MO3ULINHY TAOYJISIIUH.



110J10CHI MPOKPYTKHU CTPAHMI

[Tomocel  OpOKpYTKM  (BEpTUKaIbHasE W TOPU3OHTAIbHAs)
peaHa3HauYCHbl I IepEMEIICHUS] TEKCTa B OKHE 110 BEPTHUKAIU U IO
rOpU30OHTAIU.  MOXHO  TEpEeMEmAThCsl IO JIOKYMEHTY  C
HCIIOJIb30BAHUEM JIMHECK IIPOKPYTKH. [T 3TOro HY>KHO KIMKHYTh
JIEBOW KHOIIKOW MBIIIN MO 3HAYKY. Takxe JUCTaTh JTOKYMEHT MOXKHO C
MOMOIIBIO KOJIECUKA MBIIIUA. KpyThTe Ha ce0sl — TOKYMEHT MTOJHUMETCS
BBepx. OT ce0st — BO3BpaTUTCA K Ha4ay.

A

[Iepemernenre cTpaHuilbl HA OJIHY CTPOKY BBEPX.

v| IlepeMenienue cTpaHuIbl HA OJIHY CTPOKY BHU3.

<1 llepeMemienue cTrpaHuIlEl BIEBO.

IlepemerieHue cTpaHulibl BIPABO.

[IepeMenieHne CTpaHUIbl HA OJWH OOBEKT (CTpAHULLY,
PHUCYHOK, TaOJIWILy U Tp.) BBEPX.
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IIepemelieHre CTpaHUIIbI HA OJIMH OOBEKT BHU3.



CoxpaHeHHe TEKCTA
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YT100bI COXPAHUTH JOKYMEHT:

1. Haxxmute kHOTIKY «Danmy.

2. Boioepete cTpoky «CoXpaHUTh Kaky.
3. B OTKphIBIIEMCS OKHE BBIOEpETE
MECTO JJIs1 XpaHeHus (aitna (pa3aeisl B
JEeBOM dYacTh OkHa). Hampumep,
JIOKAJIBHBIN TUCK D.

4, B OCHOBHOM OKHE BbIOEpeTE
HY>KHYIO MAaIIKYy.

5. JlaniTe UMs1 TOKYMEHTY.

6. Haxxmurte kHonky « COXpaHUTHY.

Takke [Ond  COXpaHEHUsT  MOXHO
BOCIIOJB30BaThbCd COUYETAHUMEM KJIABUII Ctrl S
Ctrl + S. JImObo Ha)xarb Ha CHHHU bl

KBAJPATUK-TUCKETY.




Kak BbIICJUTHh TEKCT, CKONMUPOBATD,
BbIpe3aTh WIH YIAJIUTh

YTOOBI BEIAEIUTH U CKOMUPOBATH TEKCT:

1. TlomBeauTe Kypcop K Ha4aly HY>KHOTO ()parMeHTa TEKCTa.

2. Haxmute JIeByI0O KHOIIKY MBIIIHN M, YAECPKUBAS €€, MPOBEAUTE KypCcop M0
OKOHYaHMUS BBICISIEMOTO TEKCTA.

3. OTtmyctuTe JEBYIO KHOMNKY MBIIMIM. TE€KCT OKpPACUTCS B CHHMH LBET. DTO
O3HAYaET, YTO OH BBIJICJICH.

4. HaxwmuTte Ha BBIJEICHHBIM (parMEHT MPaBOM KHOMKOW MbIIIM. BeIOparh
Haanmuch « KonmupoBarhy.

YT0OBI BCTABUTH TEKCT:

1. HaxmuTe mpaBOM KHOIIKOM MBI B TO MECTO, KyJla XOTHUTE MNEPEHECTH
CKOIIUPOBAHHBIU TEKCT.

2. Bribepere «BCcTaBUTHY.

Ecii BBl XOTUTE yIAIUTh YaCTh TEKCTA, TO TAKIKE CHAYasa BBIJICISECTE €TO JIEBOU
KHONKOM MbImM. 3aTeM HaxkumaeTe kiapuiny Backspace wumum Delete na
KJ1aBuarype. Bbl MOXeTe ynaiauTh BBIJCICHHBIA (PparMEeHT IEIUKOM WM OJHY
OykBy. UTOOBI yaanuTh ogHy OyKBY, CHayajia HEOOXOAMMO IOCTAaBUTh Kypcop B
KOHEI[ WJIM HA4aJIO CJIOBA.



DopMaTHPOBAHHE TEKCTA
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HUcnonb3oBaHue pasHbIX PUPTOB:

1. JIna TOro, 4YTOOBI HA3HAYUTH
mpudT, BBIOEPETE TEKCT, KOTOPBIM
OyzieT HareuaraH ApyTruM HpuQTOM.

2. Beigenutre (¢parMeHT, B KOTOPOM
HYKHO U3MEHUTH IIPUPT.

3. Kinukaute Ha kHOTIKY «I1aBHAasD.

4, HaxxmMuTe Ha  KHOIKY  OKOJIO
Ha3BaHHUs MIpUdTa -  OTKPOETCS
CITUCOK YCTaHOBJICHHBIX Ha
KOMITBIOTEPE IIPUPTOB.

5. BeiOepeTre HyXHBIA - MWPUPT B
BBIJICJICHHOM (PparMeHTe U3MEHHUTCH.

JIro0oi1 mpudT ciioBa win Aaxe OyKBbI Bbl MOXKETE CAENaTh KUPHBIM,
KYpCUBOM WM TOAYEPKHYTh. JUJIsI 3TOr0 HYKXHO BBIJICIUTH (parMeHT
TEKCTa, CJIOBO WJIK OYKBY, 1aJie€ UCIIOIb30BaTh KHOIKHU.



Kak pacnmeyararb TEKCT
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Haneuyarath TeKCT MOKHO JABYMS
BApUAHTAMM

Bbl MOXeTe KIMKHYTh OIWH pa3 Ha
CIlellMaJIbHBIN 3HA4YOK IpuHTepa. Torma Oyaet
HaIe4yaTraH BECh JOKYMEHT.

Bbl Takke MoOKETE€ Hamedararb TOJIBKO
NEepBYI0 WIHW JIIOOYI0 JpPYTryl0 BBIOpAHHYIO
cTpaHuily. Mim 3a1are HY>)KHOE YHCIIO KOITUU
JIOKYMEHTA.

Jl1st 3TOTO:!

Haxmure konky «Dauin.

Brioepete «Ileqyarny.

B okHe BbIOEpeTe YMCIIO KOIMM, Medarh
OJHOM MJIX BCEX CTPAHUIL JOKYMEHTA.
[TonTBepauTe BBIOpaHHBIN

[I€YaTHU, Ha)KaB KHOIKY «OK».

pPEXKUAM



Kak BbINTH U3 IporpamMmbl Word

Jliis 3aBepiieHuss padOTBHI ¢ IPOTrPaMMOi
HCOOXOAUMO  3aKpBITh  OKHO  HIpPOrpaMMBEI
(KHOIIKA 3aKphITHS OKHA X WM KOMOWHAIIUS
kiaaBuil Alt + F4).

ITepen 3akpbITHEM HPOrPAMMEI HE 3a0yIbTe
COXPaHUTh JTOKYMEHT.



KOHTpPOJIbHBbIE BOIIPOCHI

Kak xonupoBatrhb daiin?

Kak cCoOXpaHUTb TEKCT?

Kak BpIOparh mipu@T TEKCTA?

Kak nepexiounTh KJIaBUuaTypy ¢ PyCCKOro Ha aHIJIMACKUM ?
Kak BbIOparh mipu@T B TEKCTE?

MOXHO 1 TEKCT JienaTh IBETHHIM?

Kak nmpoBepuTh MpaBONUCaHUE?

Kakye kinaBuIIM Ha KJIaBUATYypE OTBEYAIOT 32 yIAJICHUE
CHUMBOJIOB?

Kak pacmieuararb TEKCT?



