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MporpaMmmMHoe obecrnevyeHne obLiero Ha3Ha4YeHns.d

@ Microsoft Word XP 3To:

@ Quick aTo:

@ Huxe npmeBoanTCA onpeneneHne n3BecTtHoro Bam n3 npongeHHoro

3aHATUSA MNOHATUSA (TepMMHa). HannwunTte B NyCTON CTPOYKE 3TOT
TEPMUH. _ NpeacTaBnsaioT cobon nporpaMMHbIA NPOAYKT,
obecneymBatoWmMin NoNb30BaTENSA CNeLUnasibHbIMUN CpeaAcTBaMMU,
npefHa3Ha4vYeHHbIMN 0Nsa co3fgaHns, obpaboTkm n XxpaHeHns TEKCTOBOM
MHpopMaumnn.

Adobe PageMaker - 370:

Huxe npmeBoanTCA onpepeneHne n3BecTtHoro Bam n3 npongeHHoro
3aHATUSA MNOHATUSA (TepMMHa). HannwunTte B NyCTON CTPOYKE 3TOT
TepMuH. MNMepexon Mexay TEKCTOBbIMU (pparMeHTaMm oCcyLLecTBAseTCA
Mo cneunasbHO YCTAaHOBJIEHHbBIM CCbIJIKaM, KOTOPble MPUHATO Ha3blBaTb

TexHonornsa o6paboTkn TEKCTOBOM MHGPOPMaLMK C MOMOLLbIO
COBPEMEHHbIX TEKCTOBbIX PeAaKTOPOB MOXXET COCTOSATb U3:

B Buae tekcta MoxeT bbITb NpeacTaBsieHa MHPOPMaL NS, KoTopas
coaoepXXuTcs:

NCTOYHMKOB BO3HUKHOBEHMWS MH(OPMaLMN MOXKET ObIThb:

FineReader - 3710:

TeKCTOBYIO MHPOPMALIMIO MOXXHO BBOOUTb C MOMOLLbIO TaKnX
YCTPOWNCTB, KaK:

Kakas nukTorpadunyeckasa naHesnb oTBevaeT 3a Bupj tekcta 8 MS WORD
XP:

B MS WORD XP KOMaHZbl OTKPbITUS U COXpaHeHUs hansioB HaXoaAaTCA
B MYHKTE MEHI0:

Ons obo3HavyeHUsa KoHUa ab3aua B MS WORD XP ncnonb3yeTcs
KJ1laBuLLa:

HEOOOOOOHLO OO

YT100bl BIAENNTL ab3ay uennkom 8 MS WORD XP Hy>XHO:
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Kakas komaHaa B MS WORD XP nomeuwiaeT BblAeNEHHbIA (hparMeHT
TekcTa B bydep 6e3 yaaneHus

B MS WORD XP Kako n3 MapkepoB ropu3oHTasIbHON KOOPAWHATHOW
JIMHENKWN CAYXKUT ANS YCTAHOBKN OTCTYMa KPAacHOM CTPOKN

B MS WORD XP noMeCcTUTb B OKYMEHT PUCYHOK MOXXHO MNpu NoMoLLu
MYHKTa MEHI0:

B TekcTtoBoM pegakTope MS WORD XP HeobxognMbIM yC/1I0BNEM
BbIMOJIHEHNA onepaunmn KonnposaHue ABAETCA:

Word no3sonseT:

B MS WORD XP knasuwy Enter Heo6xoamMmMo Ha>xnmaThb:

B MS WORD XP gns sblgeneHnsa foparMeHTOB TEKCTA MOXKHO caoenaTb
cnepymoLlee:

MO>XHO /I OTMEHUTb HeBepHYto onepauunto B MS WORD XP, ecnu Bbl
ownbnnce?

B MS WORD XP Bbl xoTuTe BblAeINTb NPeasioxXeHne Kypcusom. [n4
3TOr0 HY>XHO:
MO>XHO N1 yoannTb HEBEPHO HabpaHHbIN cumBos B MS WORD XP?

B MS WORD XP Bam Heobxoamnmo BbliaennTb ab3al, Kak 3arosioBok. ns
3Toro ynobHee Bcero:

B MS WORD XP MO>XHO 11 N3MEeHATb O(hpopMJSIeHne CMUCKOB NO CBOEMY
YCMOTPEHUNI0?

B MS WORD XP MO>XHO /11 Ha CTpaHuLUe pacnosIoXKNTb YaCTb TEKCTa B
OLHY KOJIOHKY, @ 4aCTb - B TPU KOJIOHKW?

Bam Heob6xoonmMo oanH UM HECKONIbKO CMMBOJIOB 0DOPMUTb HUXKHUM
nHaekcoM. Kakas komaHaa Word no3BosiSeT BbINOJHUTL 3TOT
TEKCTOBbIN 3 HeKT?

B MS WORD XP Bam HeobxoammMo 4acTo BCTaBNATb B TEKCT
onpenesnieHHbIN CTaHAAPTHBLIN TEKCTOBbLIN 610K. Kak ynpoCTUTb 3Ty

npoueaypy?
Mo>XHO 1 B Word aBTOMaTUYeCKN CO3[aTb OrjiaB/ieHne AOKyMeHTa?

B MS EXCEL WHTepBan g4eek MOXKHO 3aMoJIHUTb
rnocaenoBaTes/IbHOCTbIO 3annucen C NMOMOLLbIO:
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B MS EXCEL Mapkep aBTO3anosIHeHUS (YepHbIN KPeCcTuK) NosBUTCA,
eC/IN KypCcop NOoCTaBUTb:

B MS EXCEL [Ons co34aHns YNCI0BOW MOCse0oBaTeIbHOCTN HY>XKHO
3ajaThb:

B MS EXCEL TekcToBas nocsiefoBaTe/IbHOCTb MOXeT ObITb
MCroJib30BaHa Npu 3arnoJIHeHUN:

B MS EXCEL YucnoBasa nocnenoBaTesIbHOCTb UCMOJIb3yeTCcs ANs
3aMoJIHeHNAa NHTepBasa:

B MS EXCEL [laHHble, coaep>awmnecs B s4emke, MOXXHO
penakTUpoBaTh:

B MS EXCEL ONns 04NCTKU A4ENKN NCMOJIb3YIOT:

B MS EXCEL nga konnpoBaHUA AaHHbIX MOXXHO UCMOJIb30BaThb:
B MS EXCEL [na nepemMeweHna gaHHbIX MOXXHO UCMOJIb30BaThb:
B MS EXCEL YT106bl BCTaBuUTb CcTON6EL, HY>KHO:!

B MS EXCEL YT106bl yaannuTb CTPOKY HYXHO:

B MS EXCEL YpaneHune paboyero nucTa:

B MS EXCEL [nsa nepenmMmeHOBaHUA JINCTOB:

B MS EXCEL BblpaBHMBaHMe 3arosioBKOB OTHOCUTESIbHO CTON6L0B
BbIMOJIHAETCA C MOMOLLbIO:

B MS EXCEL B anekTpoHHbIX Tabnuuax BblgesneHa rpynna svyeek AL:B3.
CKONIbKO siYeeK BXoOWUT B 3Ty rpynny?

B MS EXCEL Pe3ynbTaToM Bbl4ucneHuin B a4enke C1l bypert:

B MS EXCEL Onsa nocTtpoeHunsa gnarpaMmmel B Tabnuue Heobxonnmo
BblAEJ/INTb:

B MS EXCEL [nsa Kpyroson gnarpamMmmsbl BblOeNNTb:

B MS EXCEL MacTep guarpamMmm MOXXeT BbIMNOJIHATb LWaru:
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Mocne 3anycka PowerPoint nosBnseTca OKHO npe3eHTauuun C...
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@ B MS PowerPoint Juarpammbl 0603HatOTCA:

@ B MS PowerPoint MecTo3anonHnTenb npeacrasnaseT cobon:

B MS PowerPoint Pexxum (Bua) - Hanbonee ynobeH, ecnn KaKabln
cnang dopmMmpyem nocteneHHo, Bbibrnpasa ansa Hero ohopmMneHue,
pa3Mellas TeKCT U rpaduky.

®

B MS PowerPoint Pexxum (Bua) - ycTaHaBsimMBaeTcsa ona paboTel Hag
TEKCTOM npe3eHTauun. B gaHHOM ciy4Yae nossBNsSeTCq BO3MOXHOCTb
MPOCMOTPETb 3aroJIOBKU BCEX C/TAaNA0B, BECb TEKCT U CTPYKTYpPY
npeseHTayun.

B MS PowerPoint Pexxum (Bung) - Haubonee ynobeH ons
nobaBseHnsa NepexonoB U YCTAaHOBKU ANUTENbLHOCTU npebbiBaHUA
cnanpa Ha 3KpaHe. B 3ToM pexxnume MOXXHO nepecTaBnAaTb Clanabl
MecTaMWu.

B MS PowerPoint Pexxum (Bua) - ICNOJIb3YyeTCH NMpu co3gaHnn
3aMeToK K AoKnaay.

B MS PowerPoint Habop cnangoB n cneys3ddeKkToB, CONPOBOXAAOLNX
MNX MOKa3 Ha dKpaHe, Ha3blBaeTCH:

B MS PowerPoint OTaenbHbIN Kagp npe3eHTauum, KOTOPbIA MOXKET
BKJ1l0OYaTb B cebs 3aronoBokK, TEKCT, rpadduky, anarpaMmmbl n T.4.,
Ha3blBaeTCH:

®OO ©

B MS PowerPoint PacnevyaTaHHble B KOMNAaKTHOM BuAe cnanabl
rnpeseHTauun, Ha3blBalOTCH:

B MS PowerPoint YMeHbLUeHHOe n3obparkeHne cnanga n TeKCT,
MOSICHSAIOLWWMNI ero cogep>aHne, Ha3blBatOTCH:

B MS PowerPoint 4To n3 HM>xe nepevncneHHoro npencrtasnseTt cobon
NOKYMEHT, coaep>xalluin TOJIbKO 3aroJsIoBKM C/1anioB, a Takxe
OCHOBHOI TeKCT 6e3 rpacdunyecknx nsobpa>keHmm v cneunasabHOro
ohopMseHns:

B MS PowerPoint lNpe3eHTauunsa, popmMaT KOTOPOU N CXEMaA LLBETOB
MOryT MCMOJIb30BaTbCA A1 NOATOTOBKM APYrMX Npe3eHTauunn,
Ha3blBaeTCH:

Mpe3eHTauna PowerPoint, ncnonb3yemas B KavyecTse wWabnoHa no
YyMOJ14aHUIO, Ha3blBaeTCAa:

B MS PowerPoint U3MeHUTb WPUEdT MOXKHO HaKaTNeM CoHeTaHUN
KN1aBULL:
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B MS PowerPoint U3MmeHUTb pa3Mep WwpugTa MOXKHO HaxaTnem
coYeTaHUN KNaBULL:

B MS PowerPoint YBenuiunTb pa3mep wpudTa MOXKHO HakaTnem
coYeTaHUN KNaBULL:

B MS PowerPoint CaoenaTb TEKCT NOJIY>KNPHBLIM MOXHO Ha)KaTneMm
COYeTaHUN KIaBuULL:

Mocne 3anycka MS Excel B okHe OKYMeHTa MosIB/ISIETCS
He3anoJIHeHHas...

B MS Excel Pabo4yas KHuUra - ato:
Microsoft Word XP >T0:

Quick aTo:

Hu>xe npneBoonTcs onpeneneHne n3sectHoro Bam ns npongeHHoro
3aHATUA NOHATUA (TepMUHa). HannwnTe B NyCTON CTPOYKE 3TOT
TEPMUH. _ MpencTaBnasaioT cobon NporpaMMHbINA MPOOYKT,
obecneyvymBaloLW M NOJIb30BaTesIs CneumasibHbIMU CpeacTBamu,
npefHa3Ha4YeHHbIMN 0N co3gaHns, obpaboTkm n XxpaHeHNa TEKCTOBOM
WHpopMaumnn.

Adobe PageMaker - 370:

Huxe npmeBoanTCA onpepeneHne n3BecTtHoro Bam ns npongeHHoro
3aHATUSA MNOHATUSA (TepMMHa). HannwunTte B NyCTON CTPOYKE 3TOT
TepMuH. MNepexon Mexay TeKCTOBbIMU (hparMeHTaMm OCyLLLeCTBAAETCS
rno cneuwnasbHO yCTAaHOBJIEHHbIM CCbIJIKaM, KOTOPble NMPUHATO Ha3blBaTb

TexHonorns o6paboTKn TEKCTOBON NHPOPMALMN C NMOMOLLbIO
COBPEMEHHbIX TEKCTOBbIX PEIaKTOPOB MOXET COCTOSAThb U3:

B Buae TekcTa MoXeT ObITb NpeacTaBneHa MHDopMauus, koTopas
COoEPXNTCH:

NCcTOYHMKOB BO3HUKHOBEHUSA MHOPMaLnM MOXXeT BbIThb:

FineReader - 3T10:

TeKCToBYIO MH(POPMALMIO MOXXHO BBOOUTb C MOMOLLbIO TaKnX
YCTPOWCTB, KakK:

Kakas nukTorpagunyeckas naHesnb oTBevaeT 3a Bug tekcta 8 MS WORD
XP:
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B MS WORD XP KoMaHAbl OTKPbITUS U COXpaHeHUsa hansioB HaXoaATCA
B MYHKTE MeHIo:
Y106l BbIOennTb ab3ay uenmkom B MS WORD XP Hy>XHO:

Kakas komaHaa B MS WORD XP nomewiaeT BblAeNEHHbIA (hparMeHT
TekcTa B bydep 6e3 yaaneHus

B MS WORD XP Kakon n3 MapkepoB ropu3oHTasIbHON KOOPAWHATHOWN
JIMHENKWU CAYXKUT AN5 YCTAaHOBKWN OTCTYMa KPAacHOM CTPOKMU

B MS WORD XP noMecTUTb B OKYMEHT PUCYHOK MOXXHO MNpu NoMoLuu
MYHKTa MEeHI0:

B TekcTtoBoM pegakTope MS WORD XP HeobxoanMbIM yC/1I0BNEM
BbIMOJIHEHUA onepaunm KonvposaHue ABAETCA:

Word no3sonseT:

88 B MS WORD XP knasuwy Enter Heo6xoamMmMo Ha>xnmaThb:
B MS WORD XP gns sblaeneHnsa foparMeHTOB TEKCTa MOXKHO caenaTb
cnepyioulee:

MO>XHO /I OTMEHUTb HeBepHYto onepauunto B MS WORD XP, ecnu Bebl
ownbnnce?

B MS WORD XP Bbl xoTuTe BblAeINTb NPeasioxXeHne Kypcusom. [n4
3TOr0 HY>XHO:

MO>XHO N1 yoannTb HEBEPHO HabpaHHbIN cumBos B MS WORD XP?

B MS WORD XP Bam Heobxoammo BblaennTb ab3aL, Kak 3arosoBok. Ons
3Toro ynobHee Bcero:

B MS WORD XP MO>XHO 11 U3MEeHATb O(popMSIeHne CMUCKOB NO CBOEMY
YCMOTPEHUNI0?

B MS WORD XP MO>XHO 11 Ha CTpaHuLe pacnosIoXKNTb YaCcTb TEKCTa B
OLHY KOJIOHKY, @ 4aCTb - B TPU KOJIOHKWN?

Bam Heob6xoonmMo oanH UM HECKONIbKO CMMBOJIOB 0DOPMUTb HUXKHUM
nHaekcoM. Kakas komaHaa Word no3BosiSeT BbINOJHUTL 3TOT
TEeKCTOBbIN 3 heKT?

B MS WORD XP Bam HeobxoammMo 4acTo BCTaBNATb B TEKCT
onpenesnieHHbIN CTaHAAPTHbLIN TEKCTOBbLIN 610K. Kak ynpoCTUTb 3Ty

npoueaypy?

® ©® OO OEEOEEOO®®O®O®® {§

Mo>xHO nn B Word aBTOMaTU4YeCKM Co34aTb OrjlaBieHne JoKyMeHTa?
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B MS EXCEL NHTepBan a4eek MOXXHO 3aroJIHUTb
rnocnenoBaTes/ibHOCTbLIO 3aNMCcen C MOMOLLLIO:

B MS EXCEL Mapkep aBTo3anosIHeHUS (YepHbIN KPeCcTuK) NosiBUTCH,
eC/IN KypCcop NOCTaBUTb:

B MS EXCEL [Ons co34aHns YNCI0BOW MOC/e0oBaTeIbHOCTUN HY>XKHO
3a4aThb:

B MS EXCEL TekcToBas nocsiegoBaTE/IbHOCTb MOXET ObITh
MCMNoJib30BaHa Npu 3anoJIHEHUN:

B MS EXCEL Yncnosas nocnenoBaTtesibHOCTb UCMOJIb3yeTCca O/iA
3aMoJIHeHNAa NHTepBasa:

B MS EXCEL JaHHble, cooep>xawimecs B s4enKe, MOXXKHO
pefnakTupoBaThb:

B MS EXCEL Ons 04NCTKU SA4ENKN NCMOSb3YIOT:

B MS EXCEL Onsa konnpoBaHUA AaHHbIX MOXXHO UCMOJIb30BaThb:
B MS EXCEL [ng nepemMeweHnsa gaHHbIX MOXXHO UCMOJIb30BaThb:
B MS EXCEL YT106bl BCTaBuUTb CTON6EL, HY>KHO:

B MS EXCEL YT100bl yOannuTb CTPOKY HYXHO:

B MS EXCEL YpaneHune paboyero nucra:

B MS EXCEL [nsa nepenmMmeHOBaHUA JINCTOB:

B MS EXCEL BblpaBHMBaHMe 3arosioBKOB OTHOCUTESIbHO CTON6L0B
BbIMOJIHAETCA C MOMOLLbIO:

B MS EXCEL B anekTpoHHbIX Tabnnuax BbigeneHa rpynna svyeek AL:B3.
CKONbKO A4eeK BXOOWUT B 3Ty rpynny?

B MS EXCEL Ons nocTpoeHusa gnarpammsl B Tabnmue Heobxoammo
BblAENNTD:

B MS EXCEL Ons Kpyroson gmarpamMmmsbl BblOe/INTb:

B MS EXCEL MacTep onarpaMm MOXXeT BbINOJIHATb LUaru:

OIO1O0RCROROIOI0I0I0I0I0IOROROROROROR0,

Mocne 3anycka PowerPoint nosaBnseTcs OKHO NpeseHTauum C...
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B MS PowerPoint Juarpammbl 0603HatOTCA:

B MS PowerPoint MecTo3anonHnTenb npeacrasnaseT cobon:

B MS PowerPoint Pexxum (Bua) - Hanbonee ynobeH, ecnn Kaxk bl
cnang dopmMmpyem nocteneHHo, Bbibrnpasa ansa Hero ohopmMneHue,
pa3Mellas TeKCT U rpaduky.

B MS PowerPoint Pexxum (Bua) - ycTaHaBsimMBaeTcsa ona paboTel Hag
TEKCTOM npe3eHTauun. B gaHHOM ciy4Yae nossBNsSeTCq BO3MOXHOCTb
MPOCMOTPETb 3aroJIOBKU BCEX C/TAaNA0B, BECb TEKCT U CTPYKTYpPY
npeseHTayun.

B MS PowerPoint Pexxum (Bung) - Haubonee ynobeH ons
nobaBseHnsa NepexonoB U YCTAaHOBKU ANUTENbLHOCTU npebbiBaHUA
cnanpa Ha 3KpaHe. B 3ToM pexxnume MOXXHO nepecTaBnAaTb Clanabl
MecTaMWu.

B MS PowerPoint Pexxum (Bua) - ICNOJIb3YyeTCH NMpu co3gaHnn
3aMeToK K AoKnaay.

B MS PowerPoint Habop cnangoB n cneys3ddeKkToB, CONPOBOXAAOLNX
MNX MOKa3 Ha dKpaHe, Ha3blBaeTCH:

B MS PowerPoint OTaenbHbIN Kagp npe3eHTauum, KOTOPbIA MOXKET
BKJ1l0OYaTb B cebs 3aronoBokK, TEKCT, rpadduky, anarpaMmmbl n T.4.,
Ha3blBaeTCH:

B MS PowerPoint PacnevyaTaHHble B KOMNAaKTHOM BuAe cnanabl
rnpeseHTauun, Ha3blBalOTCH:

B MS PowerPoint YMeHbLUeHHOe n3obparkeHne cnanga n TeKCT,
MOSICHSAIOLWWMNI ero cogep>aHne, Ha3blBatOTCH:

B MS PowerPoint 4To n3 HM>xe nepevncneHHoro npencrtasnseTt cobon
NOKYMEHT, coaep>xalluin TOJIbKO 3aroJsIoBKM C/1anioB, a Takxe
OCHOBHOI TeKCT 6e3 rpacdunyecknx nsobpa>keHmm v cneunasabHOro
ohopMseHns:

®O® GO ® 6

B MS PowerPoint lNpe3eHTauunsa, popmMaT KOTOPOU N CXEMaA LLBETOB
MOryT MCMOJIb30BaTbCA A1 NOATOTOBKM APYrMX Npe3eHTauunn,
Ha3blBaeTCH:

Mpe3eHTauna PowerPoint, ncnonb3yemas B KavyecTse wWabnoHa no
YyMOJ14aHUIO, Ha3blBaeTCAa:

B MS PowerPoint U3MeHUTb WPUEdT MOXKHO HaKaTNeM CoHeTaHUN
KN1aBULL:

® ®
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B MS PowerPoint U3MmeHUTb pa3Mep WwpugTa MOXKHO HaxaTnem
coYeTaHUN KNaBULL:

B MS PowerPoint YBenuiunTb pa3mep wpudTa MOXKHO HakaTnem
coYeTaHUN KNaBULL:

B MS PowerPoint CaoenaTb TEKCT NOJIY>KNPHBLIM MOXHO Ha)KaTneMm
COYeTaHUN KIaBuULL:

Mocne 3anycka MS Excel B okHe JOKyMeHTa NnosiBAseTCs
He3arnoJIHeHHas...

B MS Excel Pabo4yas KHuUra - ato:
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