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O6 aBTOpE

Yonnec BoHr (Wallace Wang) — o603peBatesnb xypHana Boardwatch, a Tak)xe aBTop 0o4eHb
MHOIMX 4pe3BblYaliHO MOMNYASAPHbIX KHUF, B TOM uumcne OCHOBbI MNporpaMmupoBaHvs Ans
“waiinurxoe”n Steal This Computer Book 2.



BBeaeHve

B coctaB Microsoft Office 2003 BxoaaT TekcToBbI npoueccop (Word), nporpamMma 31eKTpoH ]
HbIx Tabnuy (Excel), nporpamma gns nogrotoBky npeseHtauuin (PowerPoint), nporpamma gnsa pall
60Tbl C 3NEKTPOHHOW MoyTol W ynpaeneHss uHgopmaymein (Outlook), a Takxe nporpamma Anis
ynpaBneHus 6aszaMu faHHbIX. B coctaB nprobpeTteHHo BaMmu Bepcum Microsoft Office 2003 Takxe
MOXET BXOAWUTb M MporpamMma ans cosgaHvsa Web[CrpaHuy, (FrontPage). B kHure Microsoft Office
2003 gns “"yaliHMKOB" Bbl HaiigeTe HeobOXOAMMbIE CBEAEHUSI O KaXAOW Mporpamme, Bxonsileil B
[aHHbI Naker.

Dug koz0 nphegrasnauena sma khuza

DTy KHUTY CTOMT NpuobpecTn xoTa 6bl NOTOMY, YTO OHa XOPOLLO HanucaHa. W ee o6s3atensHO
HY>XHO NpuobpecTn, ecnn y Bac ecTb OfHa M3 cneaytoLmnx sepcuin Microsoft Office.

£ ¥ CTaHAapTHbIA Bbinyck (Standard Edition). Copepxut Microsoft Word, Microsoft Excel,
Microsoft Outlook n Microsoft PowerPoint.

crosoft Excel, Microsoft Publisher n Microsoft Outlook.

| " TpocpeccnoHanbHblii Boinyck (Proffessional Edition). Cogepxut Microsoft Word, Micro[C]

i
E v" BbInyck gns manoro 6usHeca (Small Business Edition) . CogepxuT Microsoft Word, Mil]
]
% soft Excel, Microsoft Publisher, Microsoft Access n Microsoft Outlook.

Crispyriypa knuzu

UT06bl 06MErYnTb NOUCK HY)XXHOM MHMOpMaLMK, MaTepyan KHUMU pa3feneH Ha CeMb YacTeil.
Kaxpas 4acTb MOCBALLEHa OnpefeNeHHOW Teme, CBA3aHHOW C¢ ucnonb3oBaHneM Microsoft Office
2003. Kak TO/MbKO BaM MOHafobuTCA MOMOLLb, HaAUTE B KHWUIE HYXXHbIA pasges, MOCBSLLEHHbIN
WHTEPEeCyHoLLei Bac Teme, MPOYTUTE ero U NpucTynaliTe K paboTe.

YacTtb |. 3HakomcTBO ¢ Microsoft Office 2003

Microsoft Office 2003 kaxeTcsi HabOPOM HEMOXOXWX MporpamMm, cobpaHHbIX Microsoft Boegm [l
Ho. U peictBuTenbHO, B nakete Office 2003 06befMHEHbI pa3Hble MPOrpaMmbl, KOTOpble, OAHAKO,
rogjamm 1cnosb3oBannch, coBmecTHO. Bee nporpammbl Microsoft Office 2003 no3sonstoT ncnons ]
30BaTb CXOAHbIE MEHIO, MMKTOrpamMmmMbl 1 ropsyMe KnaBuLiKn, 6narogaps Yemy Bbl, pa3zobpasLUMCh C
O[HOW NpPOrpammoii, Nerko ocsoute Npuembl paboTbl CO BCEMU OCTa/lbHbIMW NpOrpaMMamu, Bxo [l
JALUHMHE B JaHHbI NakeT.

YacTb Il. PaboTta ¢ Word

Microsoft Word Ha rnasax 3aBoeBbIBae€T BCEMMPHYIO MONYASAPHOCTb. KOHEUYHO, MOXXHO 1cnonb(]
30BaTb Word TO/IbKO /11 HarucaHna nNucem, NpegsiokeHnin n N3BUHEHWI, HO Bbl CMOXETe TaKxke
co3faTb OTYeT, OPOLUIOPY WU raseTy, B KOTOPYID MOXHO MOMECTUTb WUANIOCTpaLun, a TekeT pas[]
MeCTUTb B HECKOJIbKO KOJIOHOK. ECnn Bbl He ymeeTe nevarathb, He ito6UTe nNucarb Uan Nposainam ak3all
MeH M0 rpamMmarTuKe ellle Ha BTOPOM Kypce, Bbl HaBepHsKa 06paflyeTecb BOIMOXHOCTW MPeBpaTuTh Ball
2000-nonnapoesiii KOMMbLIOTEP B CBOETO IMYHOTO cekpeTapsA. C NoMoLLbio Takvx cpeacTs Word, Kak rpo-
BepKa opdorpacv 1 rpamMMaTKmM 1 CIoBapb CUHOHNMOB, Bbl CMOXETE BbIPa3nTb CBOW MbIC/IN B BUJE yhe-
LMTENbHbIX CI0B U NPELNOKEHNIA, KOTOPble MOMMET faxe BaLl 60occ.
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Yactb lll. Wrpbl ¢ umcnamn B Excel

B 31Ol 4acTu Bbl y3HaeTe, KaK c03faTb COOGCTBEHHY pabouyto Tabauuy ¢ nomoubio Mild
crosoft Excel. Bbl y3HaeTe, 4TO Takoe 3NeKTPOHHasA Tabnuua, Kak onepupopaThk B Hei ymcnall
MU, Kak co3fiaBaTb CBOM (pOpMynbl, 3acTasnstowime Excel BbifjaBaTb HOBble pe3ynbTaThbl aBTo [
MaTMYeCKn, N Kak 0(hopMWUTbL BCe MONYYEHHble pe3ynbTaTthl, YTOObl OHM pajoBanu rnas. Nocne
TOro KakK Bbl 03HAaKOMWTECb C OCHOBAMW CO3fjaHNsA paboumx Tabnuu, cnegyrowmm warom 6yaet
npeobpasoBaHne "ronbix" AaHHbIX B M3fLLHbIE rpauKun, guarpaMmbl U Apyrue LBeTHble n3ol]
OpaxxeHWa, KOTOpble MPUBMEKYT BHUMaHWE U MOTYLLECTBEHHbIX He(TAHbLIX MarHatos, U getn]
LUeK 13 AeTCKOro cafa.

YacTb IV. Co3gaHne npeseHTauumidi ¢ nomoLlpo PowerPoint

Kak TofbKO BamM MOHafobuTcs NOAroTOBUTL MPe3eHTauuio, nonoxuntecb Ha PowerPoint, 4To6bl
€034aTh C ee MOMOLLbIO HarfisigHble MaTepuansl (35MnMNAMMeTpoBbIe chaifbl, naakaTsl AWM aKpaH [l
Hble N300paXkeHWs), 3aMeTKN (OHM MOMOTrYT BaM OCBEXWUTb B MaMATW OCHOBHble MYyHKTbI Npe3eHTal ]
unn) 1 Tesucbl (UX CTOMT pazdaTb ayauTopuK, 4Tobbl OHU pasrnafbiBanv Te3nUChl, a He Bac).

YacTb V. Outlook Hac opraHm3yet

Microsoft Office 2003 cogepxuT nporpammy Microsoft Outlook, koTopas momoxeT Bam cnpal]
BUTBCA C HENerkon 3agavein athheKTUBHOrO MCMOMbL30BAHWNA CBOEr0 BPEMEHW, OAHOBPEMEHHO pa3[]
MeLlas Ha 3KpaHe NnaH BCTpeY, KaneHAapb M CAMCOK TeKylwmx gen. MomMyMMo opraHmsaummn Bawnx
BCTPeY 1 nniaHoB, Microsoft Outlook TakKe ynpaBaseT NOTOKOM Ballei eXefHEeBHON 31eKTPOHHOM
noytbl. Micnonb3ys Microsoft Outlook, Bbl cmMOXeTe nucatb, 0TBeYaThb, OTCbINATL U NOAyyaTh anek[]
TPOHHble COO6LLEHNA OT CBOUX fpy3eil, HE3aBUCUMO OT TOr0, HaXO4ATCA OHW B COCeAHell KOMHaTe
NN Ha PYrOM KOHTUHEHTE.

YacTtb VI. Mcnonb3oBaHne Access

Access — 3T0 pensAuMoHHaa 6asa JaHHbIX, KOTopas M03BOMAeT XpaHWUTb U pefakTMpoBaThb
AaHHble, 0)OpMAATb OTUETHI U CO3[aBaTb HOBble MNPOrpaMMbl 415 06pabOTKM M aHanmM3a AaHHbIX.
Access 2002 oueHb yA06Ha ANA XpaHEHWA MMeH, aApecos, Tened)OHHbIX HOMEPOB, a Takxke 6onee
CNOXHOM ¥ creumanbHON MHopMaLmmn, Hanpumep KOAOB TOBapoB, afpecos Internet, HoMepoBs
KPeAUTHbIX KapToyek.

YacTb VII. BenukonenHole AecATKU

Bbl XOTUTE y3HaTb O FOPSUYMNX KaBULLax, 03HAKOMUTLCA C YXULLPEHUSMU, KOTOpPbIe NMO3BONAT
paboTatb ¢ Microsoft Office XP ropasgo adektmeHee (a ocBo60AMBLUEeCS OT paboTbl Bpems
MCMNoMb30BaTh B CBOE YAOBO/MLCTBME)? VIMEHHO ANsi BaC B 3TO YacTU ONUChLIBaOTCSA 06LenpuHs ]
Tble KOMOUHALMK ropsaYnx KnaBuw Ana Bcex nporpamm Microsoft, mpuBoaaTca gpyrve CoBeThl,
KOTOpble MOMOryT Bam B paboTe ¢ Microsoft Office 2003, yero HeT HW B OAHOW HYAHOU WM Heno[]
HSATHOM JOKYMeHTaL K.

Kax nosssolareca ixhuzot

MOXHO MCMo/b30BaTh 3Ty KHWUFY Kak CMpaBOYHOE PYKOBOACTBO, CPEACTBO OBYYEHUS U Jaxe
Kak opyxwue (B 3aBUCHMOCTM OT TOTO, C KaKOli CWMOii Bbl 3anycTWTe ee B r0/10BY CBOET0 MPOTUBHU ]
Ka). B 0T/MumMe OT Nt0GOBHOMO pOMaHa, 3Ta KHUra He npejgHa3HaueHa s Toro, Ytobbl ee Yntanm ot
KOPKM [0 KOPKK (XOTSI MpW XXeNaHWM Bbl MOXETE cfenaTb 3710). BMecTo 3Toro st coBeTyto Bam 061
palaThCs TOMbKO K MHTEpECYOlIHM BaC Pa3fenam M UrHOpPMPOBaTb OCTasIbHbIE.
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Ecnn Bbl nocTtaBunm cebe Uenb mcnonb3oBatb Microsoft Office 2003 Ha Bce 100%, TO Oypget
OYeHb MOMe3HbIM NPOYecTb YacTb |, UTOObI 03HAKOMUTLCS € Hambonee BaXKHbIMU UHCTPYMEHTaMM
naketa. Bce ocTanbHble 4acTU NpeAHa3HayeHbl 418 TOro, 4To6bl NMOMOYbL BaM B paboTte u goc]
TaBUTb YAOBONLCTBME. B AaHHbIA MOMEHT Bbl, BO3MOXHO, U He cobupaeTech 3aHMMaTbca co3[]
[JaHneM npe3eHTauuin ¢ nomoLlblo PowerPoint, 04HaKo B OAWH MPEKPACHBIN [eHb Bbl 3aX0TUTE
MO3KCMEePUMEHTMPOBATL C 3TOW MPOrpaMmoii. M K BeNMKOMY YAMBNEHUIO 0GHAPYKHUTE, uTo Te
nporpaMMbl, 0 KOTOPbIX Bbl fyMann KakK O COBepLUeHHO 6ecnone3HbIX, OKaxyTcs Ans sac npol]
CTO HEe3aMeHUMBbIMMU.

[laBaliTe 10roBOpPUMCS

YT00bI B 3TON KHUTE Ana BaC BCe 6GblN0 NOHATHbLIM, 3aMOMHUTE CleaytoLLee.

¥" Kypcop MblliM MOXeT BbIFNSAeTb NM60 Kak CTpeska, NM6o Kak |[obpasHblii yKasaTesnb

(B 3aBUCUMMOCTU OT MPOrpaMmbl, KOTOPYIO Bbl UCMO/b3YeTe B fjaHHbIA MOMEHT). Ecnmn Bbl
f BHE3arHo MOTEPs/IM Cnel Kypcopa MbIlM, HaYHUTE MEPeMELLaTh MEILIE — Bbl AO/KHbI
YBUZETb, KaK 4YTO[TO Ha4yHeT mepemellaTbcsl MO 3KpaHy. ByaeM HafesTbcs, uTo 31O GyaeT
MMEHHO KypCop MbILLN,

LLlenKHyTb 03HAuaeT OAMH pa3 HaXaTb W BbICTPO OTMYCTUTbL NEBYHD KHOMKY Mbiwu. C nol]
MOLLbHO LLIENYKA Bbl aKTVBU3MPYeTe KHOMKW Ha NaHe MHCTPYMEHTOB.

¥ [1BOIAHOI LLENYoK O3HayaeT ObICTPOe ABOWHOE HaXaTue NeBOM KHOMKW MblWwW. [BOIAHOM
LLLeNYOK, KaK NpaBusio, MPUBOANT K BbIMOMHEHWIO ONpPeaeneHHOV KOMaHAbI.

' ¥ TMepeTackusanmne I-00pasHoOro Kypcopa BLIAENSET 3NEMEHTLI, KOTOpble Bbl cobupaeTech nepel]
MeLLaThb, yaansaTb uan opMaTpoBsath. [ nepetackmBaHus pasmectute I-oBpasusiii Kypcop
CrieBa OT 3/1eMeHTa, KOTOpPbI/i HEOOXOAMMO BbIENNTb, HKMUTE /IEBYHO KHOMKY MbILLW U, He
OTNyCKas ee, NepemeLLialiTe MbILlb B HYXXHOM HampasfieHun. Korga Bbl OTRYCTUTE KHOMKY Mbl [
wu, Windows BbIAeNUT 371eMeHT. SneMeHT BblfeneH (Mnv BbiGpaH), ecnv OH 0TO6paxeH Befbim
Ha YepHOM (hoHe.

v" LLlenyok npasoii KHOMKOM 03HauaeT LIENYOK TO KHOMKOM Mbllin, KoTopas sensetcs call

' MoP npasoil. (Ha HeKOTOPbIX MbILIaX PAcrnONOXeHbl TPU KHOMKWU, MO3TOMY CPEAHHOH
KHOMKY Bam MpUAETCA NOKa UrHOpUpoBaTh.) Mocre Lienyka NpaBoil KHOMKOW Ha aKpaHe
06bI4HO OTO6PAXAETCA KOHTEKCTHOE MEHIO.

MpumMeyaHue. Ecnv Bbl NeBLUA M U3MEHMIN YCTAHOBKN MbILLW Tax, YTO BCE OMepauyu ¢ Heid Bbinon]
HsIeTe /IEBOVA PYKOIA, NPOCTO LLENYOK BYAET 03HAYaTb A1S BaC HaKaTue MpaBoii KHOMKM MbILUK, a LLEMHOK
NpPaBoii KHOMKON — HaxkaTHeNeBo KHOMKW.

[MKTOrpaMmbl, KOTOpbIE UCMONL3YHOTCA B 3TON KHUre

MyKTOrpamMMbl NpegHasHaueHbl A1s TOro, YToObl BbIAeNUTbL OMpedeneHHy MHGopMaumio, Hall
NpUMep COBETbI, HEUTO BAXKHOE [/ 3arMOMUHAHWSA UM YTO[ANGO OYeHb TEXHUYECKOE, Ha YTeHue
KOTOPOTO Bbl He 3aX0TWUTe TPaTWUTb BPEMS.

e OGpalLaeT Ballle BHMMaHMe Ha To, 4To GydeT oueHb Mo/e3HbIM (MoKa Bbl AEPXKMTE 3TO B

namsTu, KOHEYHO).

H, <
SO BoigensieT onpegeneHHble AeCTBMA MW MPOLELYPEL, KOTOPbIE 3aMETHO oBeryar Bsally

) »M3Hb Npyn paboTe ¢ Microsoft Office 2003.
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C <
pact Brimarue! 3[ecb pacckasblBaeTcs, Kak 136exaTb HenpusiTHOCTel [0 TOro, Kak OHU

HaYHyTCS.

R v BblgenseT nHGopMaumio, KoTopas He ABAseTCA HeobXogumol ansd paboTbl ¢ Microsoft
Office 2003, HO MOXXET MPOMU3BECTM AO/HKHOE BreYaT/IeHMe Ha BalLMX TOBAPULLE.

Hirownet

-
BB nysize!
Ceifyac Bbl, HaBepHOe, Cropaete 0T HeTepneHUs NpPUCTYNUTbL K ocBoeHMto Microsoft Office
2003. BKOUMTE KOMMbIOTEP W MPUrOTOBLTECH K ANUTENIbHOMY MYTELUECTBUIO B KOMMaHUU

¢ Windows n rpynnoi cambiX MOTYLLECTBEHHbIX MPOrpamm B MUpe, 06befMHEHHbIX B Microl]
soft Office 2003.
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.(J’amumaﬁu

Microsoft Office 2003 Mofo6eH TIHraHTCKOMY MOHCTDY, KOTOpPbI/ ”-"--uoxmpacr
MerabaiiTbl MPOCTPaHCTBa Ha XXECTKOM ANCKE W MPefOCTaB/SET CTOMbKO BOIMOMKHOCTEMH, |

4

~ UTO MOXET MPUBECTY B M3yM/IEHME BIAABLLErO BIAbI KOMMbIOTEPHOTO BeTepaHa. To/bKO; | f
YCTAHOBME 3TOT MAaKeT U MO/Yy4MB MepBbili ONbIT paboTsl C HUM, Bbl CMOXETE OLEHUT |

- 9/IETAHTHOCTb, CKPbIBAOLLLYHOCS 33 OrPOMHbIMY pasmepamyt Microsoft Offlce 2003,

: Ho HecmoTps Ha To, uto Microsoft Office 2003 coaepXWUT Takoe KOMMYECTBO
KOMaHf, Y4TO H1 OfMH NPOCTOM CMEPTHLINM UX 3aMOMHUTB IPOCTO He B crutax, NobeauTs |
ero Bee-Taki MOXHO. UT00EI MpoBecTU Bac Yepes jefipi MHOTOUMC/IEHHbIX KOMAHJL. |

Microsoft Office 2003 npe uiaraer HeCKO/IbKO CNOCOO0B MOyYEHUS CrIPaBKU.
B 2710l yacTu Bbl HaligeTe TakXke MHopMaLmIo 06 “cnosnb3oBaHNK Komﬁumunu’:
K/aBULL U KOMaH/ MEHI0, OOLIMX NS BCEX TpOrpami, on,qﬂu.q,mx # coctaB Micro-
- softOffice2003. MmeHHO 10 3T0H (pu4YMHe, Bbl, OCBOMB pa60Ty C oaHo i
| l'IpOFpaMMOVI BCErAa CMOKETE IErKo pa306paTbc;| M co scemn ,u,pyrmmm '




[naBa 1

HaunHaem paboty ¢ Microsoft Office 2003

& ol ziake. ..

¥" CospgaHue Hosoro chaiina Office 2003

¥ OTKpbITUE CyLlecTBytoLLero daiina Office 2003
v" CosfaHuve apnbika Ans nporpammsl unv daiina
v" CoxpaHeHue alina

v" 3akpbIThe daiina

coctaB Microsoft Office BXOAWUT HECKONLKO MporpaMm, mnpefHa3HauyeHHbIX 4Ns Co3jaHns

JAOKYMEHTOB Pa3/IMyHbIX TUMOB U YNpaBieHUs UMW, B TOM YKCAe TeKCTOBbIA mpoLeccop

(Microsoft Word), nporpamma anekTpoHHbIX Tabnuy, (Microsoft Excel), nporpamma ans
co3faHna npeseHTauuii  (Microsoft PowerPoint), opraHusaTop Bawlero paboyero BpeMeHU
(Microsoft Outlook), a Takxe nporpamma BefeHus 6a3 gaHHbIX (Microsoft Access). XoTs Bce aTu
nporpamMmmbl OTANYAKOTCA APYr OT Apyra, 418 CO34aHWS U OTKPbITUS JOKYMEHTOB B M0G0 M3 HUX
He06x04MMO BbINOMHWTL OYEHb MOX0XMWE feACTBUS.

WTaK, n3yumB maTepuan Hactosiieii rnasbl, Bbl HAyYUTECh CO3AaBaTb, COXPaHATb, OTKPLIBATL U BEIEO-
[VTb Ha nevatb Ntoboin dhaiin Office 2003, He3aBUCKMMO OT TOrO, C MOMOLLbIO KaKOr0 UMEHHO npuioxe ]
Hus Office oH 6bin co3gaH. HayumBLumch co3gasath JoKymeHTbl Office 2003 pasnmMyHbIX TMMOB, Bbl CMO[]
XKETe BbIMOMHATb [ENCTBUTENBHO MOME3HYH paboTy, a He pBaTh BO/IOCHI Ha rofloBe OT OTYasHWA 133 To[]
ro, UTO He MOXXETe PasobpaThes € TeM, Kak OTNpaBHTE (halAn Ha MeyaTb U3 OfHOW 13 NPorpamm.

Cosganue nobozo gavisa Office 2003

Ecnn Heo6x0aMMmo co3gaTb HOBbIW haiin Office 2003, MOXXHO BOCMOMb30BATLCS OHUM U3 ABYX
Cnoco6os:

¥ co3faTb NycToi daiin;
¥ co3patb (haiin (Hanmpumep, pestoMe unam cuetalflakTypbl) Ha OCHOBe LWabnoHa, KOTOPbIN

aBTOMaTU4yeckmn obecrneymBaeT Bce Heobxoaumoe opmMaTMpoBaHue, a BaM OCTaeTcsl ToMb [l
KO BBECTN KOHKPETHbIE IaHHbIE.

Co3paaHue nycToro (haiina

IMycToi halin MOXeT OKasaTbCs MONe3HbIM B TOM C/yyae, ecim BaM HeobxoamMmo 3agath Bce nall
pameTpbl (hOpMaTMPOBaHMA CaMOCTOATENbHO; CNefyeT OTMETWTb, UYTO ANS 3TOr0 MOXeT noTpe6ol]
BaTbCs OCTATOYHO MHOrO BpeMeHW. IMpu co3gaHuK haiina Ha OCHOBe LUab/ioHa Bbl NosyyaeTe BO3[]
MOXXHOCTb OT(hOpMaTMPOBaTh faHHble JO/MKHbIM 06pPa3oM HaMHOro 6bICTpee, OAHAKO MOMyYeHHble
pe3ynbTaTbl MOTYT He BCerga MOMHOCTbIO COOTBETCTBOBaTb BalUMM OXuiaHuaMm. Pa6oTtas c
Office 2003, Bbl ybeanTech B TOM, YTO BaM MPUAETCA CO34aBaTb Kak NycTble (aiisbl, Tak 1 (aiinbl
Ha OCHoBe LUabnoHa.



3anyck nporpamMmbl /151 CO34aHKns NycToro thanna
Mpu kaxgom 3anycke Word, Excel nnm PowerPoint nporpaMmma aBTOMaTU4eCKM CO34aeT MyCTON
thanin. OAna 3anycka 0601 M3 3TUX NPOrpaMMm C Liefibio CO3A4aHusA nycToro ¢aiina BbinoaHuTe cnel]

JyroLLMe aeiicTBusS.
1. LWlenkHuTe Ha KHonke Start (ITyck) naHenn 3afjay.

MoasuTCA MeHto.
2. BblbepuTe komaHay All Programs (Bce nporpammel).

[MosaBUTCA MeH10.
3. BbibepuTte nporpammy, B KOTOPOI Bbl cobupaeTecb pabotaTb, Hanpumep Microsoft

Word nnn Microsoft PowerPoint
IMosBuTCA BbIGpPaHHasA Nporpamma, rotoeast K Tomy, Y4To6bl Bbl CO34a/1 HOBbI (haiin nnm ot]

KPbIN Y>Ke CYLLECTBYIOLLMIA.

Co3spgaHue NycToro ghaiina B pamkax nporpaMmmbl
Ecnu Bbl yxke 3anyctunm Word, Excel nnm PowerPoint n pelunnn co3gatb HOBbIA NyCTON thaiin,

BOCMO/b3YWTECh OHUM W3 CMIEAYOLLMX METOJO0B!
¥" LenkHuTe Ha kHonke New (Co3gaTb) CTaHAAPTHOM MaHen NHCTPYMEHTOB;

v HKMWTE KOMOMHALMIO KnaBuil <Ctrl+N>.
Pe3ynbTat Nt060ro 13 aTux AecTeniA NpeacTaBneH Ha puc. 1.1.

KHonka Co3gatb

Saronosok cnaliga

Mof3aronioBoK cnaiga i

A==

" Flrnomssars mu scraea csiisoe
* bt ’

Puc. I.1. LWenyok Ha KHonke New (Cozdame)CcTaHfapTHON NaHenn MHCTPYMEHTOB naszaons-
eT s1eziko C034aTb HOBbIN haiin

24 YacTb |. 3HakomcTBo ¢ Microsoft Office



MMocne Toro Kak Bbl BOCMO/b3yeTeCh OAHUM U3 3TUX MeTodoB, nporpamma Office 2003 cosgact
nycToi ¢haiin, MOMHOCTLIO FOTOBbIV K MCMO/b30BaHMIO.

QaNHAYy

Mocne BbiGopa KoMmaHabl File=*New (®aiin=Cosznats) B NGO W3 MNporpaMm
Office 2003 Ha akpaHe 0TO6pa3nTcst 061acTb 334ay, KOTopasi NO3BOJISAET CO34aTb MyCTON
thaiin wnm dalin Ha ocHoBe WabnoHa (MogpoBHOCTM — B CHEAYHOMIEM Pasfene).

Co3zpgaHue haina Ha OCHOBE LLab/oHa

Mocne 3anycka Word, Excel nnu PowerPoint BaMm Takxe NpefoCcTaBNseTcs BO3MOXHOCTb €03[]
[iaTb HOBbIW (halin Ha ocHoBe LwabnoHa. LLIabnoH — 370 J0KyMEHT-3aroTOBKA, B KOTOPbIA BaM ocTal ]
eTCcA TONbKO A06aBUTL HEOOXOAUMBIE filaHHble. LLIabnoH obecneynT mUx asTomaTnyeckoe hopmati ]
poBaHuVe, KOTOPOe MUCMOMb3yeTcs B JOKYMEHTaxX CTaHAapTHbIX TUNOB, TaKUX Kak pe3tome, [enosble
NUCbMa, OTYETbI U BU3Hec [NaHbl; BaM OCTAETCA TOMbKO BBECTUM HEOOXOAMMbIA TEKCT M OTNPaBUTb
NOJYYeHHBIH (haiin Ha nevartb.

LLIa6/10HbI MOXKHO HAlATU He TONbKO Ha YKECTKOM AMCKE Ballero Komrbtotepa, Ho 1 Ha Web [vane
KomnaHum Microsoft.

licnonb30BaHMe NTOKa/IbHOroO LWabnoHa

Mpu yctaHoBke Office 2003 Ha XXECTKUI ANCK aBTOMaTUYeCKU KOMMPYeTca Uenblid psg wabno ]
HOB. po6nema MOXeT ObITb CBA3aHA TO/IbKO C MOBTOPHbLIM HaXOXAEHWEM HYXHOTO LLabnoHa.

Ecnun Bbl yxe 3anyctunn ogHy u3 nporpamm Office 2003, Hanpumep Access unn PowerPoint,
AN15 3arpy3Ku LWabnoHa BbINOMHUTE CleayoIHE AeNCTBIS.

1. Bbl6epuTe komaHgy File=>New (daiin=>Co3gaTsb).

B npaBoi 4yaCcTu OKHa Mporpammbl 0TO6pa3uTcs 06nacTb 3agad4 New Document (CosgaHue
[OOKYMeHTa), Kak NnokasaHo Ha puc. 1.2.

2. UlenkHuTe Ha ccbinke On ray computer (Ha moem KomnbtoTepe) B rpynne Templates
(I1IabyioHbI).

Ha 3kpaHe oTo6pasutca guanorosoe okHo Templates (LLIa6noHbl), mpefcTaBneHHOe Ha
puc. 1.3.

3. BblbeprTe HEO6X0ANMBIN WABIOH U LLENKHUTE Ha KHornke OK.

Office 2003 3arpy3nT Bbi6paHHbIli WabnoH. Ternepb BaMm OCTaeTcs TOMbKO f06aBUTb AaHHbIe
4718 NoNyYeHns NPoeccnoHaIbHO OHOPMIIEHHOT O IOKY MEHTA.

3arpyska wabnoHa n3 Internet

B TOM cnyyae, ecivM Bam He YAaeTCA HalTu MOAXOAALMIA BapyaHT Cpean OorpaHUYeHHOro Konmi]
yecTBa LIAG/MOHOB, YCTAHOB/IEHHOIO Ha BalleM KOMMbIOTEpPE, BOCMO/b3YiTECh TaKOW 3ameyvaTesb[]
HOW BO3MOXHOCTbIO, KaK 3arpy3ka LwabnoHoB 13 Internet.

14 [na 3arpy3kn wabnoHos ¢ Web[ydna komnaHun Microsoft Bam 06s13aTenbHO noTpeby ]

eTCs MogK/toYeHme K Internet.
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Puc. 1.3. B gnanoroBom okHe LLIa6ioHbl NpescTasieHbl Bce wabnol ]
Hbl, KOTOPble XpPaHATCA Ha XKeCTKOM [AUCKE BaLLero KoMmbloTepa

YT06bI 3arpy3nTh LUAG/OH, BbIMOMHWTE Cileayolme AeNCTBIS.

1. Bbibepute komaHagy File=New (®aiin=Co3nats).

B npaBoii yacTu OKHa MporpaMmbl 0To6pasutca obnacTtb 3agad New Document (CosgaHue
BOKymeHTa) (cm. puc. L.2).
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2. UWlenkHuTe Ha ccbiike Templates on Office Online (LUa6noHbl Ha y3ne Office
Online) B rpynne Templates (LLIa6noHbI).

Ha skpaHe nossutcs WeblcipaHmua Microsoft Office Templates (LLIa6noHbl Microsoft Of[]
fice), npeacrasneHHas Ha puc. 14. Bce npeacTasneHHble 34ech WaboHbl pa3geneHbl Ha Hel ]
CKO/MbKO KaTeropuii, Takmx Kak Calendars and planners (KaneHgapy v nnaHMpOBLLMKW)
nnn Meetings and Projects (CobpaHusa 1 MpoekTbl).

WabnoHer
SdhekTnBHOE

HENONB3IONAHHE
cobpanmnit

Somerie CO3AAHO N CAMOE APUMELREM i
OrrpaskTs Ham | TPEEOBAMMIO  BOCTPEBOBAHHOE
ol LUABIMOH

Yanwl Offca Ha
PaHBD RILIEN * !
Coobuiectas Office Ii
| KoM ecioa Mpshorypant Ha yomTd O ve D parengan
mg:\nmaﬁmm | ofivasne

Y BAC SCTINPRANCH SR 110 WSBNDHY T oABMUTES C Hared

Pue. 1.4. Ha Web-cmpaiuye LabnoHsl MicrosoftOffice npeacTaeneHbl Bce [OCTYMHble AN sazpys-
Ky WabnoHsl fokymeHToB Office, pazdenenieie Ha HECKONBKO KaTeropui

3. Bribepure Heobx0AMMYtO KaTeropuito, Hanpumep Calendars and planners (KaneHgapu n
NJIaHVPOBLLIVIKN).

B pesynbTate 3arpysutcs Web-crpanuua, Ha KOTOpPOW 6yfyT nepeumcieHbl BCe LUAGMOHBI,
KOTOpble OTHOCATCS K BbIOPaHHOW BaMU KaTeropum.
4. BblbepuTe Wa6MOH, KOTOPbI/ PeLLNIM NCNONb30BaTb.

B pesynbTate 3arpysutcs Web[CipaHuua, Ha KoTopoli 6ydeT npefcTaBieH npuvmMep Mcnosb[]
30BaHWA BblGpaHHOrO Bamu LabnoHa, 6narofaps YeMy Bbl CMOXETE Cpasy OLEHUTb, Kak
WUMEHHO ByayT 0T(hopMaTUPOBaHbl JaHHbIe B JOKymeHTe (puc. 1.5).

5. LWWenkHuTe Ha kHonke Download Now (3arpy3uTb).

Office 2003 3arpysuT BbIOpPaHHbIA LWIAGMOH M OTOBPa3UT C MOMOLLLIO COOTBETCTBYIOLLEN
nporpammbl, Hanpumep Word nan Excel. Tenepb BaM OCTaeTCs TO/IbKO J06aBUTh AaHHbIE,
4To6bl MONYYNTH NPOGECCUOHANIBHO OPOPMIEHHbIA LOKYMEHT.
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Puc. 1.5. TMocne Bbi6opa wa6noHa Ha Web-cmparnuyeTo6pasuTcs NpUMep ero MUCronb3oBaHUs

Orncpomue cymecribyrometo qokymeria

YeCHiblromeso qoryseH.

Pa6oTas ¢ pokymeHTamMi, Bbl ropasfo 60/blle BPEMEHMW TpaTUTe Ha pefaKTMpOBaHWe CYLIECT-
BytoLnx gokymeHToB Office, yem Ha co3gaHue HoBbIX. B Microsoft Office 2003 numeetcs Heckonb [l
KO CMoco60B OTKPbITb cylecTEYIONIHIT hainn. Hanbonee pacnpocTpaHeHHbI cnocob coctouT B 3al]
nycke Heob6xoAuMoW nporpammsbl (Hanpunmep, Excel nnm Access) n nocnegytoweMm OTKpbITUM Heo6 ]
X0oAuMoro cpaiina. BTopoli crnoco6 COCTOMT B OTKPbITUM HeobxoauMMmoro caivina (Mpy  3Tom
COOTBETCTBYHOLLAA MporpaMma 3anycTuTca aBTOMaTUYecKm).

O™ [paKTUYeCKW Bee nporpamMmel, KOTOPbIEe BbIXogaT B coctas Office 2003 (3a MCK/IOUEHMEM
@ Outlook n Access), No3BonsAlOT OAHOBPEMEHHO OTKPbITb HECKO/IbKO [OKYMEHTOB. [loaTomy,
ecnm Bbl 3anyctute Microsoft Word, To cMoXeTe OTKPEIThH pe3toMe, MUCbMO, OTHeT U No60B[]

HOe nocnaHne of4HOBPeMeHHO. XoTsa 6yfieT HaMHOTO fyuLue, ecnv Bbl OyfeTe OTKPbIBATL TONMb ]

KO Te (haii/bl, C KOTOPbIMM BaM HeO6X0AMMO NMopaboTaTb B HACTOSALLMIA MOMEHT, 1 3aKpbIBaTb

BCe (haiinbl, KOTOpble BaM 60/bLUE He HYXHbI. DTO CBSA3aHO C TeM, YTO YeM 6GonbLue ghaiinos 6y ]

[JeT OTKPbITO, TeM MeHbLUNIA 06beM ONepaTMBHOW NaMsATK OyAeT OCTaBaTbCs JOCTYMHbIM KoM [
nbloTepy Mpu paboTe ¢ apyruMii NPOrpaMMamMu, KOTOpPbIe Bbl TAKXKE MOT/IN 3aryCTUT.

OTkpbITHe thaiina Office ¢ nomoLLbo nporpammbl MPOBOAHNIK

Ecnn Bam Heo6X0AMMO OTKpbITh onpefeneHHbIn thaiin Office, To npexae BCero cnefyet HamTu
€ero, a 3aTeM [BaX[bl LIEIKHYTL Ha €ro 3Hayke, 4Tobbl OTKPbITL 3TOT (aiin, a Takxe 3anycTuTb col]
OTBETCTBYIOLLYIO MPOrpaMmy, C MOMOLLbIO KOTOPOW OH 6bln co3faH. [ns 3Toro BbinonHuTe cnel
gytolme aencTems.
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1. WenkHute Ha KHonke Start (Myck) nanenu 3a8ay.

2. BblbepuTte komaHgy All Programs= Accessories=Windows Explorer (Bce
nporpamMbl = Crangaprusie= [IpoBoanuk).

MossuTca okHo nporpammbl Windows Explorer (MpoBogHMK).
3. JIBanabl WENKHUTE Ha 3HAYKe HE0BXO0AMMOro BaM [JOKYMeHTA.

Ecnn HeobxofuMbliA Bam (aiin HaxoguTcA B ApYrov Mmamnke WM Ha LPYTOM >KECTKOM
[1CKe, BaM NPUAETCA HEMHOrO “MonyTeLLecTBoBaTL" Mo AepeBy MarnoK Ha XecTKux aucl]
Kax KomrmbloTepa. [1s moayyeHWst NOAPOGHbLIX CBeAeHWI 0 paboTe ¢ mporpammoit Win[]
dows Explorer (MpoBogHUK) npuobpetute kKHury Windows XP ana  "uailtHMKoB" OHAM
ParGona, BbINyWeEHHY M3gaTeNnscTBOM “AnanekTmka”,

Kak Tonbko Office 3arpysut cpaiin u 3anycTUT COOTBETCTBYIOLLYIO MporpaMmy, Takyto
kak Excel nnn PowerPoint, MoxeTe nNpucTynath K pefakTUpOBaHMIO JOKYMEHTA

o UT06bl KaK MOXHO ObICTpee HaliTu (haiin, wenkHmuTe Ha KHonke Search (Mouck) naHenm
WNHCTPYMEHTOB OKHa nporpammbl Windows Explorer (MpoBogHUK).

OtkpbITve haiina Office npu 3anyLLeHHo Nporpavme
Ecnun Bbl yXe 3anyctunn onpegeneHHyro nporpammy Office, Takyto kak Word munn Excel, ans
OTKpPbITUA CYLLECTBYIOLLErO haiinia BbIMOMHUTE Clefytolime LeAcCTBUS.
1. BbINONHUTE OfHY 13 CNeayoLLINA onepauuii.
= Bbibepute komaHay File=Open (®aiin= OrkphITs).
e HaxmuTe KomomHaumto Knasuw<Cirl+O>.
< LenkHnTe Ha KHomnke Open (OTKPbITb) CTaHAGPTHOW NaHen UHCTPYMEHTOB.
2. UlenkHnTe Ha 3HauKe haiina, KOTOPbI PeLLNIN OTKPBITE.

Ecnv Heo6xoaMMbIiA Bam (haiin HaXOAMTCS B APYroi nanke WA Ha ApYroM XecTKOM AMCKe,
LLieNIKHWTE B packpbiBatoLlemcs cnucke Look In (Manka) u BbibepuTe gpyrve AMCK wam
nanky, Hanpumep Local Disk (C:) (JlokanbHbiiA guck (C:)) nam My Documents (Mow go[C]
KYMEHTBI).

3. UWleaxnute Ha KHonke Open (OTKpPbITL).
Office O0TKpoeT haiin ¢ NOMOLLLIO TeKyLLel 3anyLLeHHOW NporpaMMbl.
<5 Office NO3BONAGT OTKPbITb HECKONMBKO (haiiios OHOBPEMEHHO, 6rarofapst uemy Bl
CMOXeTe ObICTPO MepeKoYaThC MeXay hainamMmm, Kak TObKO B 3TOM BO3HWKHET Heob[]
XOLUMOCTb.

Padorza ¢ spistkai

BMmecTo TOro 4ytobbl MaHUNYNNMPOBaThL C HEYK/IKXKeN naHenbio 3agady Windows, nydlle co3gatb
ApAbIK Ana Balleld nobumoit nporpammbl Microsoft Office 2003. Torga [OCTaTOYHO [fBaXAbl
LLeNKHYTb Ha 3TOM SIP/bIKe, Y MporpaMma bygeT 3anyLeHa.

70T (halin MOXeT ObITb Mporpammoli (Takoin kak Microsoft Word) nnu goKymeHTOM,
CO3JaHHbIM C MMOMOLLbK KaKOM[Tb nporpamMmbl (Hampumep, pestoMe, COCTaBfieHHOe

<\<°"—""* Apneik — 0BbIYHbIA 3HAYOK Ha paboyem CTofe, MPEeLACTaBNANOWMIA KOHKPETHbIA dhalin.
B Word). Apnbikn co3gatotca Ha paboyem cTone AN obneryeHns Aoctyna K gaiinam.
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Pa3melLieHre Aprblka Ha paboyem cTone
UT06bl pasmMecTUTb AP/bIK Ballein Nto6MmMoli nporpaMmMbl Ha paboyem ctone Windows, Bbinonll
HWTe CNefytoLLme AeCTBIS.
1. 3akpoiiTe UM CBEPHWTE BCE 3aNyLUEHHbIE NPOrpamMmmbl.

coBEr [nst Toro 4to6bl GLICTPO 0TO6Pa3uTL pabounii cton Windows, LENKHUTE MPaBoi KHOM[C]
KOV MbIWW Ha MaHenu 3agay W U3 MOSIBUBLLErOCS KOHTEKCTHOTO MeHI0 BblGepuTe Kol ]

maHfy Show Desktop (Mokasatb pabouwit cTon).
2. LLlenkHMTe NpaBoil KHOMKOW MbllWK Ha paboyem ctone Windows.
Ha akpaHe 0T06pa3nTCs KOHTEKCTHOE MEHHO.
3. Bbibepute komaHay New=Shortcut (Coznare= Apisik).
Ha skpaHe oTobpa3ntcsa guanorosoe okHo Create Shortcut (CosgaHue spnbika) (psc. 1.6).

ITOT MBCTE MOMOC3ET CaTAAT ALK, YKTLBROLMA Ha '
NOCENeHLE W4 CBTESLIE MPOTParME, Bafnei, nankdd,
FEPER TR M SAPSCE S MTEAETE.

ST prae e ot

LL0A NOSAOM0E 4AF HaNHTE Oy "Danee”,

Puc. 1.6.4nanorosoe okHo CoadaHueapnbika

4. UlenkHuTe Ha KHonke Browse (O630p).
Ha akpaHe oTo6pa3utcs gnanoroBoe okHo Browse for Folder (O630p nmanok).

5. Haipgnte nporpammy Office nnun taiin, Spnbik gns KOTOPbIX PeLInan pasmecTuTb
Ha pabouyem cTone Windows.

MpeanonoXmm, 4To Bbl el pasMecTTb Ha pabouem CTone APbIK 4ns NPorpammbl
Excel. lna 3Toro Bam Heo6x04UMO HaliT OCHOBHOW haiin aToii nporpammbl. Mo ymon[]
yaHuto Microsoft Office coxpaHsieT aTu caiinbl B nanke C:\Program Files\
Microsoft Office\Officell.

O™ NIng TOro 4T06bl MOMOYL BaM Pa3obpaThes C MMeHaMu (aiinos, kotopble Microsoft mpu]
d CBaMBaeT Nporpammam, i Npejiarato BaMm 03HaKOMUTBLCA CO CredytoLLeli Tabnuuen.

Mporpamma Nwms aiina
Access Msaccess
Excel Excel
Outlook Outlook
PowerPoint Powerpnt
Word Winword

30 YacTb |. 3HakomcTBO ¢ Microsoft Office



6. LlenkHnTe Ha 3Hauyke haiina, Hanpumep Mspub WAM Powerpnt, Nocne 4ero
wenkHuTe Ha kHornke Open (OTKpbITh).

Ha 3kpaHe cHOBa 0TOGpa3uTCs AnanoroBoe okHo Create Shortcut (CosgaHuvie Sipnbika).
7. LWlenkHute Ha kHomnke Next (Janee).

B amanoroBom okHe Create Shortcut (Co3gaHve sipibika) BaM OyaeT NpegsiokeHO yKasaTb
onwcartenbHOe Ha3BaHMe A 3HauKa. ECn Bbl He yKaXeTe HKakoro HassaHus, Windows 6y []
[leT UCnosb30BaTh CTaHAAPTHOE HazBaHKe, TaKoe KaK Msaccess uin Winword.

8. BBeguTe onucaTenbHoe Ha3BaHWe, Hanpumep Microsoft Word unn Pexomenna-
TeNbHOEe MUCbMO, NOC/E Yero menKkHHTe Ha KHonke Finish (MoToso).

HoOBbIii SpAbIK HEMEIEHHO MOSBUTCA Ha pabodem ctorie Windows. Apnbiku oueHb ner[C]
KO OT/IMYNUTB OT 06bIYHbIX 3HAYKOB M0 HEGOMbLLION CTPENKE B UX HKHEM /IEBOM YI/1y.

9. [Bax[bl WEJTKHHTE HA AP/bIKE, YTOGb! 3aIYCTHTL NPOrPamMMy WV 3arpysuTb qaiin.

MM, N

SO ECnin HeoBX0oAMMO YAaNWUTb SPAbIK C paboyero CTona, LUENKHWUTE Ha HeM npasoi KHon [
M Ko/i MbIlM ¥ BbiGEpUTE W3 MOSBUBLLErOCS KOHTEKCTHOTO MeHH KomaHay Delete

(Ypanutb).

[l06aBneHne Apnbika NporpamMmbl B MeHto Tyck

B meHto Start (Iyck) cogepxatcs spAblKW A1 BCeX HaubGonee 4acTo MCMO/b3yeMbiX Bamm
nporpaMm, 4ToGbl YNPocTUTL MX 3anyck. OfHaKo y BacC MOXET BO3HWKHYTb HEOGXOAMMOCTb A0[]
6aBUTb B MeHto Start (Myck) W sipNbIKM HECKOMbKMX APYrUX MporpamMm. [ns 3TOro BbIMOAHWUTE
cneayloume AeicTeus.

1. UWlenkHuTe Ha KHonke Start (IMyck) naHenun 3agay.

2. Bbibepute komaHgy Ail Programs (Bce nporpamMmbl).
Ha 3akpaHe 0T06pa3nTCs MEHHO.

3. LlenkHuTe Ha 3Hayke Microsoft Office.

Ha akpaHe 0TO6pasuTCs €ILE OAHO MEHI0, B KOTOPOM GyayT mpefcTasneHbl Bce gocTyn ]
Hble nporpammMbl 13 coctasa Microsoft Office.

4. LllenkHuTe NpaBoii KHOMKOW MbIWM Ha 3HAYKe NMporpamMmel, ApAblK KOTOPOA pel]
wnnn fo6asnTb B MeHto Start (IMyck).

Ha akpaHe 0T06pa3nTCH KOHTEKCTHOE MeHI0, NMpeAcTaBneHHOe Ha puc. 1.7.
5. BblbepuTte KoMaHgy Pin to Start menu (3akpenutb B MeHto "TTyck").
ApnbIK BbIGPAHHOM BaMW NPOrpamMMbl HEMeANEHHO NOSBUTCA B MeHH0 Start (Myck).

oM Y106kl yaanuTh ApAbIK 13 MeHio Start (Myck), LENKHUTE Ha HeM NpaBoii KHOMKOMA Mbl[]

” WX 1 BbIGEPUTE M3 MOSIBUBLUETOCS KOHTEKCTHOTO MeHH KomaHay Remove from This
List (YganuTtb 13 atoro crnmvcka).

Coxpanenune pasisa

Ecnn Bbl He XOTUTe MOBTOPHO BBOAUTH AaHHbIE NMPU KaXAOM 3amnycke Nporpammbl, 06s3aTenbHO
coxpaHsiTe daiinbl. ECin Bbl CO34aM HOBbIV (haiin U PeLnan ero COXpaHuTb, YKaXnUTe 41 Hero
UMS M MeCTOpPacno/ioXeHWe Ha XXeCTKOM AWCKe, Hanpymep B nanke My .Documents (Mow goky[]
MeHTbI). Mpy pefakTMpoBaHuK cyuiecTBytowero cana Office 2003 coxpaHseT AaHHbIe B TEKYLLEM
thaiine. UTo6bl COXpaHWTb (haiin, Bocnons3yHTecs O4HUM U3 CeAyHoLLMX METOLOB:
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HaXMUTe KOM6UHaL Mo Knauiw <Cirl+S8>;

LenKHUTE Ha KHonke Save (CoxpaHUTb) CTaHAApPTHONM NaHenu WHCTPYMEHTOB (KHOMKa
¢ n3obpaxeHnem rmbkoro gucka) (puc. 1.8);

BblGepunTe KoMaHgy File=> Save (Daiin=>Coxpanuts).
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Puc. 1.7. KOHTEKCTHOE MEHIO

cSEEL PaboTas Haf JOKYMeHTaMu, cTapaiiTeCb COXpaHsTb MX KaK MOXHO Yalle, HanpumMep Kall
XAble OecsTb MUHYT, a TaKkxe MNepef KaXAbIM nepepsisoM. Brarogaps aTomy faxe B
cnyyae nepeboeB ¢ 06ecreyeHMEM 3NEKTPO3HEPrin, c6osi B paboTe XECTKOro AWCKa, a
TaKXKe Apyrux HenpeAcKasyeMblX CUTyauuii Bbl MOTEPsieTe TOMbKO Te faHHble, KOTOpble
BBE/V MOC/E MOCNEAHEr0 COXPaHeHNs.

- [ns obecneyeHns JOMOSHUTENBHOTO YPOBHS 6630MacHOCTM COXpaHUTe Konuto aiina Ha
CbEMHOM HOCUTeNe, HaMpUMep Ha AVCKETE WM 3aMUCbIBAEMOM KOMIAKT-11cKe, KOTo[]
PbIf TaKXKe COXPaHsTe B HAAEXHOM MecTe. STO MO3BOMMUT BaM He MOTEPSiTb AaHHbIe B
CNyyYae HenpeIBHICHHEX 06CTOATeNbCTB.

Sakpouiue padiia

Mocne oTKpbITUS (haiina ¢ ek pedaKTMPOBaHUS UK [O6aBNEHNS HOBbIX JaHHbIX BaM HaBep [
HsiKa NOTPeByeTcs 3aKPbIThb €ro, MPeX/e Yem MpUCTYNaTh K BbIMOAHEHWIO Apyrux 3agad. Cyuect[]
BYIOT [IBa OCHOBHBbIX Cr0C06a 3aKpbITUSA (halinos.
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KHonka CoxpaHutb

EEtgrT BOrpot

Puc. 1.8. Kxonka CoxpaHums CTaHaapTHON NaHem UHCTPYMeHTOB

| v

Ecnm Heo6XxofMMO 3aKpbITb TeKylluii [OKYMEHT, KO OCTaTbCA B MporpaMme
Office 2003, BbIGeprTe KoMaHgy File= Save (Daitn= CoxpauuTh).

Ecnun Bbl OTKPbIIWM HECKONbKO (haiioB B OAHON MporpamMme, HanpumMep Heckonb [
KO foKymeHTOB Word, UX MOXHO 3aKpbITb BCE Cpa3y, Haxas knasuwy <Shift>,
nocne 4ero Bbibpas KomaHgy File=>Close All (®aiin=>3akperTh Bee). KomaHga
Close All (3akpbITb Bce) gocTynHa B MeHto File (Paiin) TonbKo npu HaxaTomn
knaguine <Shift>.

Boli6epute KomaHay File=Exit (Daiin= Brixon).

UTo6bl 3aKpbITb (AN KaK MOXHO 6biCTpee, LEeNKHWUTE Ha KHOMKe 3aKpbITUS OKHA
nporpammbl. (KHOMKa 3aKpbITUS — 3T0 CUMBON X, PACMONIOXEHHbI B BEpXHEM
NpaBoM YTy OKHa Mporpammbi.)

Ecnun Bbl BHeCnn Kakuelalbo M3MeHeHWs B JOKYMEHTE C MOMEHTa NOCNeAHero COXpaHeHWs W
nbiTaeTech BbIATW U3 nporpammer, Microsoft Office 2003 BblgacT 3anpoc, XOTUTE N Bbl COXPaHUTHL
W3MEHEHWSA, W MPeAnoXuT cnegylowme BapuvaHTol oTteeta: Yes (Hda), No (Her) wnm Cancel

(OtmeHa).

v
v

v

LLlenkHmTe Ha kHoNke Yes ([a), YTobbl COXpaHWTb JOKYMEHT.
LLenkHnTe Ha kHonke No (HeT), ecnu Bbl He XOTWTE COXpaHATb nocnegHue uame
HeHus.

LLlenkHuTe Ha kHomnke Cancel (OTmeHa) (MM HaxmuTe KnaBuwy <Esc>), ecin Bbl
BHe3arnHo nepefymMany 3asepluarb pabory.
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I'naga 2

CraHpapTHble KomaHap! Office 2003

17 sioi zaabe. . .

v McnonszosaHue MeHo

v OTOBpaxeHVe naHesnein UHCTPYMEHTOB
v" PaboTa ¢ 0651aCTbi0 3aau

¥ PaboTa C HECKOMbKUMMU OKHaMu

Mcnonb3oBaHue 6ydepa obmeHa Office

COOTBETCTBUW CO CTpemieHnamn KomnaHuu Microsoft caenats Office 2003 ewe npouie B
MCMNO/b30BaHMM MPaKTUYECKM B0 BCEX MPOrpaMmax, BXOAALMX B COCTaB 3TOr0 naketa, ucl]
MOMb3ylOTCA OYEHb MOXOXKME KOMOMHaUMM KnaBwLl, Grarofaps Yemy, Mo KpaiHelid mepe
TEOPETUYECKN, Y BAC MOSBNAETCA BO3MOXHOCTb fIEFKO MEPEKNoYaTbCa Mexay nporpammamu 6e3
BO3HMKHOBEHUSA KaknX [IM60 0CNOXHEHNIA.
KOHEYHO e, MoKa Bbl He HayuyMTecb OTAaBaTb KOMaHAbl 0fHOi 13 nporpamm Office 2003, Bbl
He cMoXeTe paboTtatb U C Apyrumu nporpammamu. MoaToMy BaM HEO6XOAMMO H3yHuTE MaTepuan
HacTosILLEN rnaBbl, KOTOpasi MOCBsILLEHA TOMY, KaK ynpaenath nporpammamu Office 2003, ncnons ]
3yS1 TOIbKO MblILLb M KOMOGUHALMW KNaBuLL.

Uenonszolanue serio

CTpoka MeHI0 0TObpaxaeTca B BepxHeid YacTu OKHa 60/ nporpaMmbl M3 cOCTasa
Office 2003; B Heil COfEPXMTCA HECKOIbKO MEHH), BKIHOYAKOLUX Pa3inyHbIe KOMaHAbl MPorpaMmbl,
pasgeneHHble No Kateropuam. K cTaH4apTHbIM MeHI0, KOTOPbIE MCMO/b3YOTCA BO BCEX NPOrpamMmmax
Office 2003, oTHOCATCA cneaytoLme.

v File (daiin). Copgepxatcs KoMmaHAbl, MpefHa3HauyeHHble NS OTKPbITUS, COXPaHEHUs ”
; nevatu alinos.

| v Edit (Mpaska). Cofepxatcs KOMaH[bl, NpefHasHaueHHble ANA KONHPOBaHKs, YAANeHNSs,
BCTaBKW, MOMCKA U 3aMeHbl AaHHbIX.

v View (Bug). Cogepxatcsi KOMaHfbl, MpejHa3HavyeHHble A1 U3MeHeHus cnocoba oTol]
OpaXeHNs faHHbIX Ha 3KpaHe.

¥" Insert (BctaBka). CofiepXaTcsi KOMaHfbl, NpefHasHauyeHHble A1 [106aBneHus B dhaiin
MH(OPMALLMMA Pa3NNYHOTO TUMA, HANPUMEpP NMHWIA, FPadMKOB 1 TUNEPCChINOK.

v Format (d®opmat). CogepxaTcs KOMaHAbl, NpejHasHayYeHHble 415 M3MeHeHMs napamet ]
pOB OTOOPaXeHUS AaHHbIX, TaKMX Kak LPUMT 1 ero HayepTaHUs, a TakXke MapameTpoB
thopMaTMpoBaHNA Yncen, fat u T.4.

v Tools (Cepsuc). CogepxxaTcs KOMaHAbl, NpefHa3Ha4yeHHble ANs paboTbl C AaHHbIMW B
thaiine, Hanpumep AN NPOBEPKM NPABOMMCAHWS, a TaKXe A1 M3MeHeHNs napamMeTpos pal]
60TblI Office 2003.



v Window (OkHo). CogepxkaTca KOMaHfbl, MnpefHa3HayeHHble 418 paboTbl C pasNyHbIMU
OKHamun ogHoili nporpaMmbl 13 coctasa Office 2003.

v Help (Cupagka). Cofiep>aTtcsl KOMaHfbl, NpeAHasHauYeHHbIe AN NONYyYeHUS CNPaBOYHbIX
cBefleHMli No paboTe ¢ onpegeneHHol nporpammoli 13 coctasa Office 2003.

UT06b! YBMAETL BCE KOMaHfbl, AOCTYMHbIE B ONpefjeNeHHOM MeHI0, LUe/IKHUTe Ha Ha3BaHuK sTo]
ro mMeHto, Hanpumep File (Palin) nnn Help (Cnpaska). Ecnv Bbl BHUMaTENbHO paccMOTpUTe Hassal ]
HUS MEHI0, TO 3aMeTUTE, YTO B KaXJOM U3 HUX MPUCYTCTBYET NoAyepkHyTas 6ykea. dTa 6yksa col]
OTBETCTBYET ObICTPOI KNaBuLUe 415 OTOOPaKEHNS MEHIO.

Hanpumep, B MeHio Palin noguepkHyTa 6ykBa ®. 3T0 03HauyaeT, 4YTo Ans HGbiCTporo otobpaxe ]
HUs MeHt0 daiin Heo6XoAMMO HaXkaTb KOMBMHALUIO KnaBul <Alt+d>.

Ecnn HaxaTtb TonbkKo kKnasmwy <Alt>, Office 2003 Bbigennt meHwo File (Pann). Ans
nepeMeLLEeHNsT MeXay pasNYHbIMK MEHIO WCMOMb3yiTe KMaBWUWWKM €O CTpenkamu, Hall
npaBneHHbIMW BEBO WM BMPaBo, /151 OTOOPaXKEHNS COAEPXXMMOro TEKyLLero MeH Hall
XMWTE KNaBWLLY CO CTPE/KOM, HarnpaBneHHOW BHU3, Unu KnaBuLy <Enter>.

ﬂepeMeLLl,eHI/le CTPOKMN MEHK0
OO6bIYHO CTPOKa MEHI0 pacronaraeTcs B BepxHel yacTu aKpaHa M1o60i nporpammel Microsoft
Office 2003. Ecnu xe BaM He06X0LMMO NepeMeCTUTb CTPOKY MEHIO, BbIMOHUTE CrieflytoLLee.
1. MogaBeanTe yKasaTe b dMuilild K MapKepy nepeMeLleHnss CTPOKN MeHH0.

Mpn HaBefeHNWN Ha MapKep NepeMeLLeHNs yKasaTeNb MbllUW MPUMET BUJ YETBIpEXHa-
npasneHHo cTpenku (puc. 2.1).

2. MepeTawmTe yKasaTeb MW, YAEPXKNBAS HAXKATOW IEBYIO KHOMKY MbILLN.
CTpoKa MeHt0 NOSIBUTCS B OTAE/IbHOM OKHe.

3. OTnycTuTe NeByl KHOMKY MbIWK, KOrga CTPOKa MEHIKO PacnosioXXMUTCHA B HY>XXHOM
MeCTe 3KpaHa.

Ecnn cTpoKy MeHIK nepeTaliuTb K BEpPXHEMY Kpal OKHa, OHa aBTOMaTU4ecKu

( % J "MPUKPENUTCS" K Hemy.

HacTpoika CTPOKM MEHI0

Mockonbky B Office 2003 A4OCTYNHO OYeHb MHOFO KOMaHj, A1 KaXXAOro MeH MOXXHO 3agaTb
onpegaeneHHblii ciiocob oTo6paKeHus.

¥ OToGpaxatoTcs BCe AOCTYMHble KOMaHfbl. Mpn 3TOM Bbl YBUAWTE Takoe KOMUYecTBO Kol
MaH/l, KoTopoe Bam Bpsif v KoraalHM6yab notpebyetcs.

v Bonee crnoxHLIE KOMaHAbl He 0TOGpaxarTcs. YUToObl yBUAETb 3TV KOMaHAbI, LLEKHUTE
Ha KHOMKe C BONHOW CTPeKol, HanpaBAeHHOM BHU3, B HUXKHEWN YacTu MEHIO.

- v/ Bonee CNOXHble KOMaH[bl 0TOBPaXaloTCs 3aTeHeHHLIMM Yepes napy CekyHf nocne ot
KPbITUSI MEHIO.

YT06bl M3MEHUTL MapameTpbl paboTbl MeH B nporpammax Microsoft Office 2003. BbIMONHUTE
crnepytoLee.

1. BbINONHUTE OAHO U3 CNEAYHOLWNX neicTBHIi.

= Bblbepute komaHgy Tools=Customize (Cepeuc= Hactpoiika).
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Buibepute komaHgy View=Toolbars=Customize (Bua=Ilauenn MHCTpyMEHTOB
HacTpoiika).

MosiBuTCA AManorosoe okHo Customize (Hactpoiika) (puc. 2.2).
Mapkep

CTpoKa 3aronioska
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Puc. 2.1. YToBbl NepeMECTUTb CTPOKY MEHIO, BOCMONb3YiTeCh MAPKEPOM nepesernerun

Hac rpansas wie MEH0 1 (1887 UHCTPYMEHTOB = ...

[FlCrasaaptras nasems vnaHens opMaTUpoEaA E ABecTpons

[Baran noaseam, nonia pesol
Fhoanueats morse e noche rapoTreli saaemnu

[ pyrvem meaes

] Orofipaxate Hassarn WpvdiTos Tem e WpwdToM
[?] QroSpaxans. noackamas ans waonok

O BiioydTe B NOACKANM CONBTIHAA KNasial

SdpchekT npws BsLoAe Mes0: |0 yMONUaHS0) Q

Puc. 22. 5 ouanozoéom OKHe HacTpolika
MOXKHO OMnpegennThb napameTpbl paboThbl MeHO
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2. MepeiignTe Ha BKnagky Options (MapameTpsbl).
3. YcTaHOBWTE Mnmn cOpocbTe OMH M3 CeyouiH (h1aXKKOB.

= Always show full menus (Bcerga nokasbiBath NOJIHbIE MEHIO). EC/M aTOT (hiaoK
YCTaHOB/EH, BCe KOMaHZbl 6yAyT oTobpaxarscsi Bcerga (puc. 2.3).

) CrpaBcariid MATEPHAMEL.,  ALHLUENHOK

e :

£ MCNpaBIAT NOBPEXASHHER TEKCT.., '
3l CIaTwcTiaa...

Sl AgTopedepar... ]

‘M O6Las pabo4ad 0B0aCTE. ..

|l Vecrpamneri Cri+Shift+E

- CoMsea Ty 1 O5REMHATE VICTIPABNIEHVS...

W FAUTHTS ADyMEHT...

CoBMecTHas paboTa 3

Boinenits Bce
AT

¥

MACEMa U QSCCEUK 3
papoc v
|Lia6n0HEIN HAACTPOMKA...

MapaMeTpLl 2BTOAMEHEL ..

Look Lip In Lingvo

Puc. 2.3. B mewo MOTYT 0TO6paXKaThbCs BCE AOCTYMHblE KOMaHAbI

< Show full menus after a short delay (Moka3biBaTb MO/IHblIE MEHIO MOC/E KOPOTKOIA
3aaepXKu). Ecnm 3ToT (hnakoK ycTaHOBMEH, AOMOIHUTENbHbIE KOMaHAbl MeHI oTobpal]
XaKTCs Uepe3 HECKObKO CEKYHJ Moc/e TOro, Kak MeHH0 BblGpaHo.

4. LWenkHnTe Ha KHonke Close (3aKkpbITh).

VICNONb30BAHWE raredel: uichifuyiierinol

MaHenn MHCTPYMEHTOB COAepXaT 3Hauyku, KOTOpble MNPeACTaBAsloT Haubonee 4acto mcnonb[]
3yemMble KoMaHIkl, TeOPeTMYECKN ropasfo npolue WenKHYTb Ha 3HauKe, YeM Aobupartbes 4o KomaH [
Obl Yepe3 LeNblil psA MEHIO MAW C MOMOLLbIO TPYAHO 3aNMOMMHAeMOl KOMOMHALMKN KnasuL, Hanpu [l
mep <Ctrl+P>, [1ge Hanbonee 4acTo MCMosb3yemble MaHenn MHCTPYMEHTOB B nporpammax Micro[]
soft Office 2003 — ato Standard (CraHgapTHas) m Formatting (PopmaTupoBaHue).

Ha naHenu wuHcTpymeHToB Standard (CTtaHfapTHas) COfepXaTca 3Hayku YHUBepCaslbHbIX
KOMaH[, Taknx Kak Save (CoxpaHuTb), Cut (Bbipesats) unu Paste (Bctasuts). Ha naHenn uHJ
cTpymeHTOB Formatting (dopmaTtmpoBaHune) NprBeAeHbl 3HAUKM, NPeCTaBNAIOLLME KOMAHAbI 13
MeHto Format (dopmar).

YT0o6bl BOCMO/Ib30BATLCA MaHEeNb0 MHCTPYMEHTOB, LLe/IKHUTE Ha 3HauYKe, KOTOpbIi NpescTasns ]
eT HeOOX0AMMYI0 KOMaHLy. Ecnu Bbl He 3HaeTe, A1 Yero npefHasHayeH TOT MM MHOW 3HAYOK, Hall

38 YacTb |. 3HakomcTso ¢ Microsoft Office



BeAMTE Ha HEro yKasaTe/lb MbIWW W YACpKHEAHTE er0 Haj 3Ha4KoM oaHy [ABe cekyHAbl. Office 2003
Nt06e3HO 0TO6Pa3NT KpaTKUe CBeAEHUS 0 Ha3HaYeHUW MHTEPECYIOLLEro Bac 3HauKa (puc. 2.4).

g . %

A g BCTawA TepmT Ceomi [eter Q. Grpsra AhePOF

W -

Puc. 2.4. Mpy HaBegeHUU yKasaTensa AMbiuidi Ha 3HA4Y0K Ha 3IKpaHe OTOGpaSVITCﬂ noAcKaska
C KpamiKuAii CBeAEHNAMWN 0 HasHayeHii 3TOoro 3Havyka

Pa3mellgHe naHeneit MHCTPYMEeHTOB CTaHaapTHas
n GOPMaTUPOBAHNE HA OTAEMbHBIX CTPOKAX

[nsa akoHoMUK MecTa Ha akpaHe Microsoft Office 2003 MOXET pacnonoXmTb NaHeN UHCTPYMEHTOB
Standard (CtaHgapTHasi) n Formatting (dopmaTtupoBaHue) pagoMm. Ecnm Takoe pacrionoxeHue nall
HeseH MHCTPYMEHTOB 3aTpYAHSIET paboTy, MOXHO WX PacrofoXuTb OfHY HaZ APYroii.

M Hby

> Ecnu sripasmectute naHenn Standard (CraHgapTHas) n Formatting (dopmatmposaHie) B
O[fiHOIi CTpOKe, BaM MPUAETCA LenKaTb Ha KHOMKe C BOWHOM cTpenkoi Toolbar Options
(MapameTpbl MaHenen WHCTPYMEHTOB), YTOObI YBWAETb BhINANAOLIMI CMMCOK JononHu[]

Te/bHbIX 3HAYKOB NaHesei MHCTPYMeHTOB (puc. 2.5).

UT06bl M3MEHWUTb pacnonoXeHwe naHenein wHCTpymeHToB Standard (CraHgapTHas) w
Formatting (dopmaTnpoBaHwe), BbINONHUTE ClEAYHOLLEeE.
1. BbINONHMTE OAHO W3 cieayiouIHX AeACTBUNA.
* Bblbepute KomaHay T ools=>Customize (Ceperc=Hactpoiika).

= Bblibepute komaHgy Vie w= Tool bars =Customize (Bup=Tlanenn uHCTpYMEHTOBS
Hactpoiika).

MosBuTCA gnanorosoe okHo Customize (Hactpoiika).

Mnasa 2. CtaHgapTHble komaHgbl Office 2003 39



KHonka lMapameTpbl naHeneli MHCTPYMEHTOB

@O \FHRATH &Y
RS e e ¥ |
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Pue. 25. TIpu 0TOOpa>KEHNN CTaHAAPTHON MaHenn WHCTPYMEHTOB W MaHenn WHCTPYMeHTOB
doprmamuposanus weaknume Ha KHOMKe [MapameTpsl naHenei WHCTPYMEHTOB, YTOObI
YBUIETb donoinumenshbie sHauxu

2. MepeipguTe Ha BKNagky Options (MapameTpsbl).

3. YctaHoBuTe nnmn cbpocbTe hnaxok Show Standard and Formatting Toolbars on
Two Rows (CTaHAapTHas naHenb 1 naHens popMaTUPOBaHNS B O4HO CTPOKE).

4. LLenkHNTe Ha KHoMKe 3akpbiTh.

Office 2003 oT06pa3vT naHenu uHCTpymeHTOB Standard (CtaHgapTHas) u Formatting
(PopmaTnpoBaHune) Ha AiBYX CTPOKaX, Kak NoKasaHo Ha puc. 2.6.

e~ __._._.,___....,._.._I._._,__._._..._._.____._____ . ___...________W
' Cpama &‘wwm Téaus Oue e BERIATA BOTCC - x

=N FLWE T . K e M. ;i

x, Times Mew Roman g4

SHe s segynon 15 aa e BN WL preesi e 1 B

Puc. 2.6. Ecnm naHenu WHCTPyMeHToB CmandapmHas n dopMaTupoBaHne 0TOoBpadKaloTes Ha
OT/e/bHbIX CTPOKAaX, Bbl Cpasy yBUAMTE BCe JOCTYMHbIE HA HUX 3HAYKU
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CoKpbITe 1 OTOOPaXKEHWE NaHenei MHCTPYMEHTOB

Momumo naHeneid MHcTpymeHToB Standard (CtaHgapTHas) u Formatting (dPopmatmpoBaHue)
B Office 2003 ecTb eLle psg NaHeneid MHCTPYMEHTOB, COAEPXALLMX 3HAYKM LOMOAHUTENbHbIX KO[]
MaHf, KOTOpble MOryT MnoHagobutbca BaM B pa6oTe. [ns 3KOHOMMM pabouyero MpoCTpaHCTBa
Office 2003 No yMONYaHUIO CKPbIBAET 3TV MaHEeNM UHCTPYMEHTOB, OfHAKO eCM BaM Heo6X0AuMMO
MCMonb30BaTh OMpefeNeHHble KOMaHAbl, 0TO6pasunTe COOTBETCTBYHOLLME MaHENN MHCTPYMEHTOB.

KOHeUHO e, YeM 6osblue naHeneli UHCTPYMEHTOB Bbl 0TOGpPa3nTe, TeM MeHbLLE MPOCTPaHCTBa
OCTaHeTcs JOCTYMHO Ans pa6oTsl, noatomy Office 2003 Takxe NpedocTaBnseT BO3MOXHOCTb GbICT[]
PO CKPbITb MaHeb WHCTPYMEHTOB, B KOTOPOW Yy Bac 60/blie HET Heo6X0AMMOCTW. UTobbl CKPbITh
UM 0TO6Pa3nTb NaHeNb UHCTPYMEHTOB, BbIMOHWUTE CledyHoLLee.

1. Bbl6epute komaHgy View=Toolbars (Bua=[lanenn aHcTPYMEHTOB).

MosiBMTCA BbiNajatollee MeHo MaHenu MHCTPYMEHTOB (puc. 2.7), ps4oM C NaHensmMu uHL]
CTPYMEHTOB OTOBPaXKEHbI Ta/I0uKM.

Jemsip0cTH
HupTTe

. HacTpolika vaobpane s
OfnacTh 3808

OKHO KOHTDOMSHOND SHAUEHAR

fj Ped
N Pucoasrise

DremeHTbI YTpARNeHA
PDFMaker 6.0

Puc. 2.7. YUT06bl CKPbITL WM 0TO6PA3UTh NaHeb UHCHPVMEHINOE, WETKHUME HA ee Ha3BaHUN

2. LllenkHuTe Ha Ha3BaHWW NaHeNN MHCTPYMEHTOB, KOTOPYH Bbl XOTUTE 0TO6Pa3nTb UK
CKpPbITb.
Office 2003 0T06Pa3NT NN COKPOET BbIGPaHHYHO BaMKW MaHeslb UHCTPYMEHTOB.

nepEMeLLI,EHVIe MaHe M MHCTPYMEHTOB

Kak 1 B Clyyae CTPOKM MeHI0, MaHen MHCTPYMEHTOB MOXHO /IErko Mnepemellatb, pacrnonaras
UX Yy KpaeB aKpaHa WM B BUAE OTAENbHOTO OKHa B ero LeHTpe. YTo6bl nepeMecTuTb naHenb UHCT]
PYMEHTOB, BbIMOHMTE CleaytoLLee.

rnasa 2. CTaHaapTHble kKoMaHk! Office 2003 41



1. MNMopaBeAnTe yKasaTeNb MbIlW K MapKepy nepeMeLieHna naHennm WHCTPYMEHTOB,
KOTOPYI0 Bbl XOTUTe nepemectuTh, (Ecin naHenb MHCTPYMEHTOB OTO6pakaeTcs B
LeHTpe aKpaHa, HaBefuTe yKa3aTe/lb MblLUM Ha ee CTPOKY 3arosioBKa.)

Mpn HaBefeHUN Ha MapKep MepeMeLleHUs yKasatenb MbILW MPUMET BUJ YeThIPExHA-
npasjeHHOI CTPenku (puc. 2.8). Ecnn naHenb MHCTPYMEHTOB 0TOGpaXKaeTca B LieHTpe
3KpaHa, Bbl He YBUAUTE YeTblpexHanpaBneHHYI CTPesky 40 Tex Mop, noka He Haxme [l
Te NeBY KHOMKY MbILLN.

Mapkep CTpoka 3aronoska

g 1 OO & S - B O |

-« 8 mix|

e UYL NS Ken 1 B ATPIBI 2AN

Puc. 2.8. UTob6bl NepeMecTUTb MaHeNb MHCTPYMEHTOB, LWENKHUTE HA ee Mapkepe NepemelLeHust uam
B CTPOKe 3arofioBKa, Mocne Yero nepeTawnTe B Hy>XKHOM HarnpasieHUu

2. IleperaluMTe yKazaTe/lb MbIWK, YAEPXKUBASA HaXKaTol NIEBYH0 KHOMKY MbILWN.
MaHeNlb NHCTPYMEHTOB MOSABUTCA B OTAENbHOM OKHe (CM. puc. 2.8).

A OTnycTUTE KHONKY MbILWW, KOTAa NaHesnb NHCTPYMEHTOB PACMONOXMNTCA B HYXXHOM
MeCTe 3KpaHa.

Bbl MOXeTe pa3MecTUTb NaHelb MHCTPYMEHTOB C NII06OIM CTOPOHbI MW B HVDKHEW YacTu
3KpaHa BMeCTO TOro, YToObl ocTapisTh ee "MaaBaTh" B €ro LeHTpe.

o2 Ecnv Bbl yCTaHOBWUTE MaHeNb MHCTPYMEHTOB B LIEHTPE 3KpaHa, TO CMOXETe M3MEHWUTb
pasmep OKHa, B KOTOPOM OHa 0To6paxaeTcs. MojBeAnTe yKasaTe/lb MbILIM K KPato OKHa,
4TOGbl OH MPWHSAN BWA ABYHAIIPARIEHHOH CTPENKN. 3aTeM HaXXMUTE NEBYI0 KHOMKY Mbl[]
WK 1, yaepXXnBas ee HaXaTol, Npugalite OKHY HEO6XOANMBI pa3mep.
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/A3MeHeHne pa3mepoB NaHen UHCTPYMEHTOB

Ecnn naHenn mHctpymeHToB Standard (CtaHgaptHasi) u Formatting (dPopmatmposaHmne) otol]
OpaxaroTca B OAHOW CTPOKE, BaM MOXET MOHafo0MTbCA M3MEHWUTb pasmep OAHOW M3 HKX, 4TOObI
yBMAETb 60/bLUE 3HAYKOB Ha APYroi. [ns n3MeHeHWs pa3Mepa NaHenu UHCTPYMEHTOB BbIMOMHUTE
Cnefytowme aencTems.

1. MogBefuTe ykasaTenb MbIWW K MapKepy nepevenieHus NaHe N WUHCTPYMEHTOB,
KOTOpbIA HAX0AUTCS B LEHTPE 3KpaHa.

Mpu HaBefeHWM Ha MapKep MepeMeLLeHUsi YKasaTelb MbIlUM MPUMET BUL HeThipexka-
npapaeHHoi CTPeNKu (CM. puc. 2.8).

2. TMepeTalwmTe yKasaTeNb MbILLIK, YAEPXKMNBAA HAXKATON NEBYH0 KHOMKY MbILK.

MaHeNb MHCTPYMEHTOB PaclUMPUTC WA Cy3UTCS, UTO 3aBUCUT OT HampasieHus nepel]
MelleHHs yKa3aTef|ﬂ.

3. OTnycTute KHOMKY MbIWK, KOrga naHesb WHCTPYMEHTOB npuobpeteT Heobxoam [l
Mblil pasmep.

S Ecnm naHenb WHCTPYMEHTOB Mpe/cTaBnseT coGOM MnaBalolLiee OKHO B LIEHTPe 3KpaHa,
BbINO/IHUTE cneaytoLlne Lwarn.

4. lMopaBefuTe yKaszaTe/b Mbiiid K OfHOMY U3 KPaeB NaHen NHCTPYMEHTOB.
Mpy 3TOM yKasaTerb MbIlLW NPUMET BU JBYHATIPARIEHHOI CTPENKN.
5. lMepeTawuTe yKasaTe b MsliH, YAEPXKNBAS HAXKATON J1eByI0 KHOMKY MbILWN.

MaHeNb MHCTPYMEHTOB PacLUMPUTCA MAW Cy3UTCA, YTO 3aBMUCMT OT HampasneHus nepel]
MeLLEeHUS yKasaTens.

6. OTnycTUTE /IEBYI0 KHOMKY MbIliH, KOTAA NaHeNb HHETPYMeHTOB NPUobpeTeT Heob [
XOANMBIiA pasmep.

OTOGPaXEHE WM COKPbITVE KHOMOK HA NaHe M IHCTPYMEHTOB

B TOM ciy4ae, ecnm naHenM WHcTpymeHToB Standard (CtaHgapTHas) u Formatting
(PopmaTnpoBaHME) KayTcs BaM C/IMLLIKOM 3arpOMOXAEHHbLIMMW, MONPOOYATe CKPbITb Ha HUX
Te KHOMKW, KOTOpble Bbl He MCMonb3yeTe. bnarogaps 3TOMy Ha NaHensax MWHCTPYMEHTOB GyayT
0TO6paxarbCa KHOMKW, COOTBETCTBYHIIHE TEM KOMaHAaM, KOTOpble Bbl UCMO/b3yeTe Hanbo[]
nee yacto. [ins 0TO6PaXKeHWUs UAN COKPbITUS KHOMOK Ha MaHenu WHCTPYMEHTOB BbIMOIHUTE
crenyloure AeCTBMUS.

1. LenkHuTe Ha KHonke Toolbar Options (MapameTpbl naHenei uwHeTpyMeH-
ToB) maHenn wuHerpymentos Standard (CrtaHgaptHas) H  Formatting
(dopmaTmpoBaHue).

Ha 3akpaHe 0TO6Pa3nTCs MeH0, B KOTOPOM OyayT MepeyncieHbl BCe KHOMKM, JOCTYMHbIE
ANt ONpefeneHHoM NaHenn MHCTpyMeHToB (puc. 2.9).

2. UWlenkHnTte Ha kKHonke Add or Remove Buttons (Jo6aBuTb unuM yganuTb
KHOMKMN).

Ha akpaHe 0T06pa3nTCA eLLe 04HO MeHH0, Kak nokasaHo Ha puc. 2.10.
3. Bblbepute komaHgy Standard (CtaHgapTHas) u Formatting (@opmaTuporanne).
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Puvc. 2.9. inA HACTPONKN NaHenn MHCTPYMEHTOB LWENKHUTE Ha KHonke MMapameTpbl nall

Henel UHCTPYMEHTOB

Puc. 2.10. Pagom ¢ Ka>kaoli KHOMKOW Ha naHesm MHCTPYMEHTOB 0TobparkaeTca hiaXkok
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4. YcTaHoBUTe (hlaXKKM HAMpOTUB BCEX KHOMODK, KOTOPble J0J#HEI 0TOGpaXKaTbCcs Ha
naHenu WHCTPyMeHTOB (Mnu cbpocbTe (NaXKKW HampoOTMB BCEX KHOMOK, KOTOpble
HY>XHO CKpbITb).

Office 2003 Heme/1eHHO OTO6PA3NT UNKU CKPOET BblOpaHHbIe BAMU 3HAYKW.
5. LllenkHuTe B Nt060# YacTu 3KpaHa, YTo6bl CKPbITb BCE MEHHO.

Padoiza ¢ oduackor 3agar

Mpu BbIGOPE HEKOTOPBLIX KOMaHA, Hanpumep KomaHabl New (Co3pgatb) M3 MeHto File (daiin),
Microsoft Office 2003 npeui0xKT BaM yKasaTb AOMONHUTENbHbIE CBEfEHWA, Npexie vem npef
npuMeT Kakue[Td aelictBus. Hanpumep, nocne Bbi6opa komaHabl New (Coznarts) Office 2003 npol]
CUT BaC yKasaTb, HY>XHO I BaM CO3faTb MyCTOW dhaiin nnn tain Ha ocHoBe LWabnoHa.

Moatomy B criyyae HEO6XOAMMOCTU OTOBPaXEHMS LOMOAHUTENbHbLIX NapameTpoB, cpean Kotol]
pbiX BaM Heob6xo4MMo BblGpaTh Hambonee nonxoasAiwnii, Office 2003 npeacTaBnseT Ux B BUAe cCbi]
NOK B CrewLmanbHOM OKHe, KOTOpOe Ha3blBaeTcs 06/1acTbio 3a7ay M pacrosfioXXeHO B MPaBOi 4acTu
aKpaHa (puc. 2.11).

I &
B (atiioes 15 yare Office Onire
Bl 3 momy oreictepe.,

(38 1 ey pefiyanan,.,

Puc. 2.11. B o6nacTy 3agay OTOGPa>KAIOTCA pasnuuHble JOCTYMHble #aparenps MpUu 3TOM
MOXKHO npodoaxcaims PABOTY € doxymenmon

B kaxpgoi nporpamme n3 coctaBa Office 2003 mMcnonb3yeTcss HECKONbKO Pa3fMyHbIX 0bnacTei
3afay. Kaxpgas M3 HUX COAEPXWT napameTpsl, HeolxoauMbIc PH BINONHEHMMW 3aa4 onpedeneH ]
HOFO TVMa, TaKUX KaK CO3[aHne HoBOro cnaiiga (8 PowerPoint), ciusHue gokymenta (8 Word) nam
oToGpaXeHVe cnpaBoYHoit MHopmMaumm (B no6oli nporpamme Office 2003).
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/icnonb30BaHre 06nacTy 3a1ad

IMpwu BbIGOPE ONpeseneHHOV KOMaHbl Ha 3KpaHe MOXET 0TO6Pa3NTbLCA 06/11aCTb 33a4L, B KOTOPO
GyayT nepeymcrieHbl BCe AOCTYMHbIE NPK 3TOM MapameTpbl. [ BbiGOpa TOro UKW MHOTO MapaMeTpa
JOCTaTOYHO LUEMKHYTh Ha COOTBETCTBYHOLLIEN CChIIKE, KOTOPas OTOGPaXAETCS CUHUM LIBETOM.

coBEL CcbINKM B 0611aCTV 3aa4 MOXHO JIErKO MAEHTU(ULMPOBATL, HaBes Ha HUX yKasaTesb
MbILK. ECNM TEKCT 0TOBPaXKaeTCs nonuepkHyThIM, a yKasaTelb NPUHUMAET BU PYKK,
9TO 03HAYaeT, UYTO Bbl HABE/IM YKa3aTe/lb Ha CCbIMKY.

Mocne Bbibopa napameTpa B 06nactu 3agay Office 2003 ckpoeT o6nacTb 3afady, MOcae Yero Bbl
CMOXeTe MPOAOIKUTL PaboTy.

CoKpbITie 1 0TOBpaXKeHWe obnactn 3agau

Ecnn Heobxognmo 0To6pa3vTb 06n1acTb 3a4a4 6e3 MCMonb30BaHMSA COOTBETCTBYHOLLEN KOMaHAbI,
BbINO/IHNTE OAHO U3 CrefyOLLMX AeACTBUIA:

| ¥ BblbepuTe KomaHay View=Task Pane (Bun=O6macts sagau);
¥ HaXMUTe KOMGMHaumio Knasuw <Ctrl+FI>,

YT06bI CKpPbITb 06nactb 3afiay, WeJKHMTe Ha €6 KHOMKE 3aKpbITUA.

MepemelLeHre no 06nacTi 3agay

B o6nactu 3agay 0To6paXxkaloTCA pasnMyHble TUMbl CBEAEHWIA, KOTOpPbIe AaneKko He Bcerga coot[]
BETCTBYIOT TOMY, YTO Bbl XOTenu 6bl yBUaeTb. K cyacTbio, Ans MEPEKNYEHNS MEXAY PasiiH9HEIMH
obnacTaMu 3ajad MOXHO WCMOMb30BaTb COOTBETCTBYIOLLEE MEHIO UM KHonku Back (Hasag),
Forward (Bnepen) n Hote (Jomoii) (puc. 2.12).

KHonka HoTe ([omoii) no3sonset 0To6pasnTb Haya/bHY CTpaHULy 06/1acTy 3agad, KoTopast
MO3BO/IMT BaM CO34aTb HOBbI UM OTKPbITb Y)XKe CyLlecTBytoWMiA dalin. MNocne Lwenyka Ha 6o
N3 CCbIIOK B 06/1aCTM 3afja4 OTO6PAXKATCA COBEPLUEHHO Apyrue napameTpsbl.

LLlenyok Ha kHomke Back (Hasag) nmo3BonsieT oT06pasvTb MpeAablgylimii Habop napameTpos.
Ecnu Bbl LWENKHYNM Ha 3TOM KHOMKE, a 3aTeM pPeLunan BepHyTbCS K Habopy napameTpoB, KOTOPbIA
oTobpaxanca Lo 3Toro, LWenKHUTe Ha KHonke Forward (Brnepen).

Ecnn Bbl WenkHeTe B crivcke Task Pane (O6nacTb 3afay), TO yBUAUTE CMIMCOK BCEX LOCTYMHbIX
BapMaHTOB 006M1acTM 3aja4y, KOTOpble CMOXeTe 0To6pasutb, Hanpumep Help (CnpaBka) wam
Clipboard (Bydep o6meHa) (puc. 2.13).
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Kronka Bnepeg,

[Kuorka
KHonka Haaag, JlomMalHas cTpaHiua

Puc. 2.12. Ofnacmes3aaad npefocTasnseT BO3MOXKHOCTb Bblibopa psaa napameTpoB npu
paboTe c no6oit nporpammoii 13 cocTasa Office 2003

PackpbiBatoLLmiica cnicok O61acTb 3ana4

3aronosok crnanga

. mhcp.saronnaux cnaiga

-H*.

Puc. 2.13. Cnncok O6nacTb 3ajay No3BOAsieT O4YeHb ObICTPO BbIOPATL Heobxo-
[uMyto o6nacTb 3agay
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Padowia C HeckosbiitIt OKHAMU

MpakTuyeckn Bce MporpaMmbl, KOTopble BbIXOAAT B cocTaB Office 2003 (3a MCKAOYeHUEM
Outlook n Access), N03BONAOT OJHOBPEMEHHO OTKPbITb HECKO/bKO AOKYMeHTOB. [losTomy, ecim
Bbl 3anyctute Microsoft Word, To cmoXeTe OTKpbITb pe3toMe, MUCbMO, OTYET U NIK060BHOE Mocia-
HVe of4HOBpeMeHHO. OTKpPbIB HECKO/IbKO AOKYMEHTOB OAHOBPEMEHHO, Bbl CMOXETE /IerKo Konupo[]
BaTb AaHHbIE N3 OQHOMO JOKYMEHTA B APYrOiA.

[epeknoyeHrne Mexay OKHamu

Ecnu Bbl oTKpELIH HECKOJILKO OKOH, TO TObKO OAHO M3 HUX MOXET 6biTb aKTUBHbLIM B AaHHBbI
MOMEHT BpeMeHU. [ns NepekntoUYeHns MeX LY OKHaMW BbIMOMHNUTE OLHO 13 CeAYHOLNX AeACTBUIA.

¥ LenkHuTe B Nto6Ol YacTM OKHa, KOTOPOe pelunsn 0Tobpasutb (KOHEYHO >Ke, Mpu 3TOM
Bbl LO/DKHbI BUAETb XOTS 6bl HEGO/IbLUYIO YaCTb 3TOr0 OKHA).

¥" OtTkpoite meHio Window (OKHO), Nnocfie Yero LeNKHWTE Ha MMEHH OKHa, B KOTOPOM OT[]
KPbIT HEO6X0ANMBIRA halin.

¥ LLLeNIKHWTE Ha Ha3BaHWUW COOTBETCTBYIOLLETO OKHa Ha maHenn 3agay Windows B HUXHeit
4yacTu aKpaHa (Mn B apyroii 1actu, eCnv Bbl MPeABapUTENbHO NePeMeCTUIN MaHenb 3agad
B [pyroe MecTo).

YnopsgoueHne HecKosbKMX OKOH

Ecnn Bbl OTKPbISW [Ba UIN HECKONIbKO OKOH, BaM MOHAJ0BUTCA YBUAETL UX COAepaHue ofHO[]
BpeMeHHO. 3TO MO3BO/INT BaM 03HAKOMUTLCSA C COAEPXKaHWeM OAHOTO JOKYMEHTa B TO BpeMsi, Kak
Bbl OyfeTe peAakTUPOBaTb APYroii.

UT06bl 0TOGPa3NTh Ha 3KPaHe HECKO/IbKO OKOH, BbIMO/IHUTE CEAYHOLLEE.

1. Bbibepute komaHgy Window= Arrange All (Oxno= Ynopsao4uuts BCe).
Bce OTKpbITble AOKYMEHTbI 0TOOPA3ATCS Ha 3KpaHe B OKHaX, PacrofioXKeHHbIX OfHO Haf,
ApYyrum.

2. LLenkHuTe B OKHe, COfepXKMMOe KOTOPOro Bbl XOTUTE OTPeAaKT1poBaTh.

MaHenb 3arofoBKa aKTUBHOIO0 OKHa (3TO OKHO, COAEPXXMMOe KOTOPOro Bbl peaakTyu ]
pyeTe) BbIAENNTCA, B TO BpeMs KaK MaHeNn 3arofioBKa BCeX oCTalbHbIX OKOH OyayT 3al]
TEHEHbI.

o2 MOXHO M3MEHUTb pa3Mep OKHa UIN NepeMecTUTb ero, NepeTackmBasi NaHeNb 3arosoBKa.
TaknM 06pa3oM Bbl CMOXeETe PasMecTTb OKHa B t060M He06X0AMMOM BaM MOPSAKE.

CoxpaHeHwe VIH(*)OpMaLI,VIVI N 3aKpPbITE HECKO/IbKNX OKOH

Uepe3 HEKOTOPOe BPEMs HECKONbKO OTKPbITbIX OKOH BaM MOTyT GO/blue He MoTpe6oBaThes.
UT06bI 3aKPbITh OHO 13 OKOH, 3aHMMAIOLUX MECTO Ha 3KpaHe, BbIMOMHUTE CredytoLLee.

g P
1 ¥ LlenkHuTe Ha KHomnKe Close (3aKpbiTb) BO BCEX OKHaX, KOTOPble HEOBXOANMO 3aKpbIThb.
(CumBON X B BEpXHEM MpPaBOM YTy OKHa.)

:,_;: v LLlenkHWTe Ha KHOoMKe Minimize (CBepHyTb) BO BCEX OKHaX, KOTOpble Bbl XOTWUTe He 3a[]
' KPbITb, & CKPbITb Ha BPeMS. (3TO KHOMKa, PacrnofioXXeHHas B BEPXHEM NPaBOM Yr/y OKHa,
C n306paxeHneM He60NbLION FOPU3OHTaILHOW INHNN.)
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oomtlly

LLlenyok Ha kHomnke Close (3aKpbiTb) B BepxHeli 4aCT OCHOBHOIO OKHa MpOrpammbl
( ﬂ) NPUBEAET K MOMHOMY 3aKPbITUIO MPOTPAMMEL.
-

Ecnu Bbl OTKPbINM ABa UM HECKOMBKO OKOH, A/151 TOTO, YTOBbI 3aKPbiTh UX KaK MOXHO GbICTpee,
BOCMONb3yiTech koMaHAol Close All (3akpbITb Bce).

}"ﬁ"’ KomaHga Close All (3akpbiTb BCe) HEAOCTYNMHa B TakMX MporpamMmax, Kak Outlook u
K Access.

YT006bI 3aKpbITb BCE OTKPbITbIE AOKYMEHTbI, BbIMO/MHUTE CreayloLLlee.

1. Haxwmute knasuwy <Shift>.
2. Bbi6epute komaHgy File=>Close All (daiin= 3akpbITb BCe).

Mpwn HaxaToi knaBuwe <Shift> komaHga Close (3akpbiTb) 13 MeHt0 File (daiin) npel]
BpaLyaetca B kKomaHgy Close All (3akpbiTb BCe). ECnun Bbl NpeABapuTenibHO He coxpaHm ]
m cpaiin, Office 2003 0TO6pa3UT AUANIOrOBOE OKHO C MPEANOXEHWEM COXPaHWUTbL hain
nepes, ero 3akpbITUEM.

Konupobanue n Cemabia C nomombro

dygpepa oduena Office

Mpu KonvpoBaHUN 06BEKTOB (Hanpumep, TEKCTa UAK pUcyHKoB) B Windows 3Tn 06bekTbl nol]
meLatoTca B Oydep obmeHa Windows, KOTOPbIA MpefcTaBnsieT coboii BpeMeHHOe XpaHunuie vHI]
thopmauun. Hegoctatkom 6ychepa o6meHa Windows SiBASI0Ch TO, YTO B HEM B OMpeAeneHHbIA Mol
MEHT MOT Hax0AWTbCS TOMbKO OAMH 3neMeHT. [pn KoNMpoBaHMM BTOPOro obbekTa B Oydep o6MeHa
cofepXalwmiica Tam 06beKT yaanssncs.

B Microsoft Office 2003 peannsoBaHa ocobast Mmofenb Gydepa 0bmeHa, NMLLEHHast NOJO6HOro
HegocTaTka. Byep obmeHa Office paboTaeT TOUHO TaK Xe, Kak 1 6ydep obmeHa Windows, HO mo[]
XET cofiepXaTb [0 24 pa3fiMyHbIX 06BEKTOB.

MH. 3
@ OcHOBHOe orpaHuyeHune bygdepa obmeHa Office B TOM, YUTO MM MOXHO BOCMO/b30BATLCA

TONbKO TOTAa3, KOrfa 3amylleHa OfHa WM Heckonbko nporpamm Office 2003. 310 061
SICHSieTCA TeM, yTo Microsoft cTpeMUTCA MokasaTb NMPEUMYLLECTBO CBOMX MPOrpaMM Haf
KOHKYpeHTaMM.

«9’5&‘5\ Kaxpablli pa3, Korga Bbl Bblpe3aeTe WM KomuvpyeTe 37emMeHT B Oydep o06meHa
1 }  Office 2003, 3TOT anemeHT nosiBAsieTcs Kak B Gydepe obmeHa Office, Tak n B 6ydepe
/" 06meHa Windows. EC/M Bbl BbIPEXKETE AN CKONMPYETE ELe OAUH 3/1IEMEHT, OH 406asuT ]
oo cA B 6ycep obmeHa Office, HO 3aMeHMT aNeMeHT, paHee cogepxalimiica B bydepe obmel ]
Ha Windows.

KonvpoeaHue 06bekToB B 6ydhep oomeHa Office

YT06bI CKONUPOBaTb WMAN Bblpe3aTb OOBEKT (Hanpumep, (hparmMeHT TekcTa Wam rpaduyeckoe
n3obpaxeHune) B bygep o6meHa Office, BbINONHUTE crefytoLLee.

1. Bblgenute TeKCT UK rpamyecKnin 3anemMeHT, KOTOPbIA HEO6X0ANMO CKOMMPOBaTh.
2. BbINoAHWTE OLHO M3 CRefyoLWwnX eACTBANA.
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« Bbibepute komaHgy Edit=>Copy (Mpaska) nin Edit=>Cut ([Ipaska= Bripesars).

*  Haxmnte kKom6uHaumio knasuw <Cirl+C> (ans konmposanus) unmn <Ctrl+X> (gns seil ]
pe3aHus).

e LllenkHute Ha kHomnke Copy (Konuposatb) nan Cut (BbipesaTb) CTaHAapPTHON NaHenn uH ]
CTPYMEHTOB.
OMHAy

o Mpwn Bbipe3aHMM N KonuposaHMM 06bekTa Office 2003 BCTaBUT ero B COGCTBEHHBIN Gy []
thep o6MeHa. Mocne Toro Kak Bbl ckonupyere 24 obbexTa, Office 2003 GyaeT nocTeneHHo
YLanaTh Te 00beKTh, KOTOPbIE OblM CKOMMPOBaHbI [EPBLEIMH, 3aMEHSAS UX HOBBIMMU.

AC) "
> Ecnu Bbl BbIKAKOUMTE KOMMNLIOTEP, 6ydep obmeHa Office ounctutcs.

BcTaBka 06bekToB 13 Oydpepa obmeHa Office
YT06bI BCTABUTb 0OLEKT, COoAepKaLLmiics B bydepe obmeHa Office, BbINOMHUTE cliemyroLiee.
1. LLLeNKHUTE B TOM MeCTe JOKYMEHTa, B KOTOPOE Bbl XOTUTE BCTABUTb 06BLEKT U3 Gy [ ]
thepa obmeHa Office.
2. Bbli6epute komanay Edit= Office Clipboard (l'lpanlcaé Bydep o6meHa Office).

Ha akpaHe oTo6pasnTcs 061acTb 3a4a4, Ha KOTOpoil 6yaeT npe,qCTaBneHo BCe cofepku]
Moe Gydepa obmeHa (puc. 2.14).

-rﬂxh

Bt-r..w\ BOPo -

A1 T A

Puc. 2.14. B 6ydepe obmena Office cogep>kaTcs BCe NeMeHTbI, CKOMMpoOBaHHbIe B mporpammax Office 2003
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3. LLLenKHWUTe Ha 3Ha4YKe HEOBXOAMMOT0 06bEKTA.
Bbi6paHHbIA 06LEKT OYAET BblAeNeH, a Cnpasa 0T Hero 0To6PasnTCS KHOMKa CO CTPESIKONA.

4. LWWenkHnTe Ha KHOMKE CO CTPEenKoii.

[MosABUTCSAMEHIO.

5. LenkHnTe Ha KHonke Paste (BcTaBuTb). UTobbI BCTaBUTb Cpa3y BCe 00bLEKTHI,
cKonupoBaHHble B bydep obmeHa, menkunTe Ha KHonke Paste All (BcTtaBuTb Bee)

B BepxHeil yacTu obnactu 3agau.

S Ecnu Bbl HaXMeTe KOMGUHaumio knaBu <Ctrl+V:, BbiGepeTe komaHpy Edit=>Paste

\ .
) (Ilpaska= BcTaBMTb) MW LLENKHeTe Ha KHonke Paste (BctaBuTb) cTaH4apTHOW maHenn
'/ VNHCTPYMEHTOB, Bbl BCTaBMTE NOCMELHUIA O6BEKT, KOTOPbIA 6blI Bbipe3aH MAnM ckonupo ]

BaH B Oydep obmeHa M3 [pyroil NporpaMmbl, WUAW NOCNeAHWUA 06BLEKT, KOTOPbLIA 6bin
BCTaB/eH n3 bydepa obmeHa Office; Bce 3aBUCUT OT Toro, Kakoe AeliCTBUE Bbl BbIMOMHM ]

nn nocnegHnM.

Ounctka 6ydepa obmeHa Office

Mockonbky Office 2003 coxpaHsieT B 6ythepe 06MeHa Ntobble Bblpe3aHHbIE MU CKOMUPOBaHHbIE
BaMM 00beKTbl, BaM MOXET NOHaA0bUTLCA yaanuTb HeKoTopble MX HUX. (Ecnmn Bbl He yfanseTe 06b ]
eKTbl 13 bydepa obmeHa, Office genaeT 3TO aBTOMaTU4eCKW, ygansas Hambonee cTapble M3 HUX.)
UTobbl yaanuTb 06bekT 13 bydepa o6meHa Office 2003, BbIMONHUTE CIEIVIOMIHE AEACTBUS.

1. Bbibepute komaHay Edit= Office Clipboard (Ilpasxka= BEytep o6meHa Office).
Ha akpaHe oTobpa3nTtcs 06acTb 3aja4y, Ha KOTOPOI OyaeT MpeacTaB/ieHO BCe cogepm ]
Moe 6ycpepa obmera (cM. puc. 2.14).

2. LenkHnTe Ha 3Ha4YKe HEOOXOANMOro 06bEKTA.
BbI6paHHbIli 06bEKT GyeT BriienieH, a Cnpasa OT HEro 0To6pasuTCs KHOMKa CO CTPENKOIA.

3. LLLenkHWTe Ha KHOMKE CO CTPesIKOiA.
MoABuTCcA MeHto.
4. lllenxkuute Ha KHONKe Delete (Yganuthb).
Office 2003 yganuT BbI6GpaHHbI/ 3aneMeHT 13 bydepa.

i‘“"-"”\’\ [nsa ynaneHus Bcex 00beKTOB WwenkHUTe Ha kHonke Clear All (OuncTuth BCe) B BepxHel
) yacTu obnactv 3agau.
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[naBa 3

Kak nonyunts cnpasky ot Microsoft Office

B smoi ziafe. ..

¥" MonyueHue cnpasku oT Office 2003
v 0B30p CNPaBOYHON CUCTEMBI
¥" TMony4eHue cnpasku u3 Internet

v O6HapyxeHue 1 ycTpaHeHue Henomagok.8 Microsoft Office 2003

& # icrosoft Office 2003 npefocTaBnsieT B Balle PacropsXKEHNE OrPOMHOE KONMMYecTBo pas3[]
.jl NNYHBIX PYHKUWIA, OfHAKO Monasisioliee 60MbLIMHCTBO NOMb30BaTeNen pefko Mcnonb ]
3y10T X0TH 6bl 10 NPOLEHTOB M3 HUX. OCHOBHas Npo6/iema COCTOMT B TOM, YTO Kaxzgo [l
My NO/b30BaTeN0 HYXHbl TOMIbKO onpegeneHHble 10 NpoLEeHTOB 13 BCEX LOCTYMHbIX BO3MOXHOCTeN
Office 2003, uto 0O3Ha4yaeT HeobxoAMMOCTb “Npobupatbea” uyepe3 ocTaslimecss 90 NpoLeHToB Hel
HY>XHbIX BO3MOXHOCTel, YT06bl 406paThCs 40 Tex DyHKLUIA, KOTOpble AeCTBUTENBHO TpebytoTea.
Bnarogapss HannuMl OrpoMHOro KonmyectBa yHKumin Office 2003 nopoii KaxeTcs 6onee
CMOXHbIM B MCMONb30BaHWM, YeM OH eCcTb Ha camoM fene. s Toro 4yTo6bl MOMOYb BaM BO BCEM
paso6bpatbes, Microsoft Office 2003 npepnaraeT oyeHb MOALPOOGHYHO BCTPOEHHYH ClpaBoYHY cucl]
TEMY, B KOTOpPOil MOXHO HaiTW OTBETbl HA NPaKTUYeCKU Ntobble BONPOCHI, Kacamwiinecs PaboTbl €
TON Wy MHOW nporpammoii n3 coctasa Office 2003. X0oTs OHa 1 He 3aMEHUT XUBOrO Yenoseka, xo[]
pOLLO pa3duparoLLerocs B TOM MAM MHOM nporpamme, cnpaBodHas cuctema Office 2003 no3somTt
BaM pa3obpatbCs C BbINO/HEHMEM OCHOBHbIX 3aday4, KOTOpble BO3HMKAIOT Nepes BamMu nNpu ncnonb
30BaHNM ONpeaeneHHoN NporpaMmbl.

Jl_mytze/me enpabin om Office 2003

Camblli ny4ywnin cnocob HayunTbecst paboTatb C OMpeAeieHHOW MporpamMmmMoii, YyCTaHOBNEHHON Y
BaC Ha KOMMbOTepe, — MOMbITaTbCSA BbINOMHUTL KaKyt [Th peanbHyH 3ajady, a Takke nocagutb
psgoM ¢ co60oil creumanncTa, KOTopbliA CMOXET AaTb MCYepnbIBalOWMIA OTBET Ha 060 BO3HMKI[]
wuii y Bac Bonpoc. MockonbKy gaxe Microsoft He MOXeT No3BONUTL cebe HaHATb CMeLVannuCcToB
Jna BCex Monb30BaTeneil ee MporpaMMHOro obecrevyeHnss, KOMNaHMM He OCTaI0Cb HWMYEro Apyroro,
KaK CHabAMTb KaXayto 13 NporpamMmm BOCXUTUTENLHOWN CIPaBOYHO CUCTEMOIA.

cofEr B0O3MOXHO, HannyyLwmm MeTo40M U3Y4YeHMSA HOBOrO NPOrpaMMHOro NpoayKTa ABNseTcs
MeTof, Npo6 1 OWMBOK. JKCMePUMEHTMPYIiTe CO BCEMU AOCTYMHbIMU KOMaHgamu, ytol]
Obl NOHATb, K YeMy MPUBELET TO AN MHOE AeiicTBUe. B TOM cnyyae, ecnv NpUMeHeHve
OMpefeneHHON KOMaHAbl MPUBENO K YAaNeHWO [aHHbIX, BblGepUTe KOMaHZy
Edit==Undo (IlpaBka=>OTMEHMUTb) NN HAXXMUTE KOMBMHaLMIO KnaBuw <Ctrl+Z>, yto[]
6bl OTMEHWUTL BbINOMHEHWE MocneHeli komaHabl. Komanga Undo (OtmeHuTs) npegoc]
TaBnseT BaM [eCTBUTENIbHO HEOTPAHNYEHHbIE BO3MOXHOCTM MO M3Yy4eHUIo ntoboi npol]
rpammbl, BxogsLlein B coctas Office 2003.



CnpasoyHas cuctema Office 2003 no3BoNseT BBECTU OfHO HilM HECKO/bKO CNOB (Tak HasbiBae[]
MbIX KIHOHEBLX C/IOB), Y4TOBbLI MOMYYMUTb CMPaBOYHbIE CBEAEHWSA MO MHTepecyloLleii Bac Teme. Hall
NnpUMep, ecnn Bbl BBEJIETE C/IOBO MeYaTb, CrpaBoYyHas cucteMa 0TobpasvT BCe pasfenbl, B KOTO[]
pbIX peyb UAEeT 0 nevatu.

UT06bI CO3faTh Y Bac WNMO3NK0 CBOBOABLI Bbl6Opa (32 MCK/HOYEHUEM BOMPOCOB, CBA3AHHbLIX C
BbI6GOPOM OMepauroHHOW cucTeMbl), KOMNaHusA Microsoft npegnaraet Tpu cnocoba BBoda Ktoye ]
BbIX CI0B B CNPaBoyHol cucteme (puc. 3.1).

TekcToBOE MoJie NOMOLLHMKA TexcToeoe none Cnpaska

HE Rewentd - Microsay Word
: fan OcomaT  Copec [us R0 D
¢ A LB .'_ ) : Times New Roman > 14

Puc. 3.1. Kamnanus Microsoft npegnaraeT Tpu crnocoba BBOAA K/HOUEBLIX CNIOB B CNPABOYHOI chCTeMe

TekctoBoe none Search (Mownck) B BepxHeli yacTy obnactu 3agaq Help (Cnpaska).

e

E ¥ TekcToBoe none Help (CnpaBka) B BEpXHEM NPaBOM Yr/y OKHa NPorpammbl.
e
v

TekcToBOe Mnone B okHe rmomomukka no Office (1a-1a, 3TOT cnaBHbI ManbliA npucyTcTBy [
eT u B Office 2003).

[

TekcToBoe nose Cnpaska

TekctoBoe none Help (CnpaBka) oTo6paxaeTcs B BepXHeM MpaBOM Yr/y OKHa 060 npol]

rpammel, Bxogswen B coctas Office 2003. Ana Toro 4tobbl BOCMO/b30BATLCA 3TUM TEKCTOBbIM MOl
NeM, BbIMOMHUTE CNeAytoLLme feACTBUSA.

1. LLenkHuTe B TekcToBom nosne Help (CnpaBka).

2. BBeguTe OAHO WM HECKO/IbKO K/THOUEBbIX C/I0B, TAKMX KakK aiin unun nons taénmusl,
nocne 4ero HaKMuTe Knasully <Enter>,
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B o6nactu 3aga4 Help (CnpaBka) 0To6pasnTCcsa CrIUCOK BCEX TEM, KOTOPble OTHOCATCH K
BBEfleHHbIM BaMy K/OUYEBbIM cnoBam (puc. 3.2).

(\uﬂlim -
[Mpwn BEOJE KIKOYEBOTO CNOBA y6e,qV|Ter B TOM, 4YTO B HEM

HeT OLWMGOK; B MPOTMBHOM C/lyyae CMpaBoYHas cucTema
OKaXkeTcs 6eccunbHOIA.

-,

w

LLLenkHNTe Ha oHO#H U3 TEM.

Ha akpaHe 0TO6pasuTCs ewe OAHO OKHO, B KOTOpOM 6yaeT
npejcTaBfeHa noLlaroBasi MHCTPYKLUS, KOTopas OTHOCUTCA
K flaHHol Teme (puc. 3.3).

QWH by

3

AN
&

VHorga s NpocMOoTpa BCEX [AOCTYMHbIX TEM BaM MOXeET
NMOHaf06MTLCA BOCNO/b30BATLCS MOMOCON NPOKPYTKY.

LLlenkHyB Ha kHonke Print (IMeyaTb) B OKHe CnpaBKW, Bbl
CMOXeTe NOMYYMUTb MeYaTHbIi BapMaHT He06X04MMOM UHCT ]
PyKUMK. 3TO NO3BOMUT BaM ObICTPO BOCMO/b30BaTbCsA HEO6 []
XOAUMOW HHCTPYKIIHI B AanbHenLwem.

4. UWlenkHnTe Ha KHOMKe 3aKpblTus, 4TO6bI cHavana 3all g
KPbITb OKHO CNpaBKM, a 3aTem 06/1acTb 3ajau. {

l/lcnonb30BaHMe TEKCTOBOIo noss NMonck e
B 06nactv 3aga4 Cnpaska Puc. 3.2. B onacTw 3anay

Help (Cnpaska) amotipa-
TekctoBoe none Search (Mouck) B o6nactn 3agay Help (Cnpaska) IMTCA CIUCOK BCEX TeM,

I'IOSIBOHHET nony4nTh T >|§e camble pe3y/bTaTbl, YTO n TEKCTOBOE MoJsie KOTOpble  OTHOCATCH K
Help (Cnpa_BKa) B NpaBoi 4acTW CTPOKM MeHI0 Nt060i nporpaMmbl 13 BBEMEHHLIM  BaMM  Kniove ]
cocTaa Office 2003. [ins Toro 4ToGbI BOCMO/NBL30BATLCS ITUM TEKCTOL] g cnosam. Buibepume

BbIM MONEM, BbIMONHUTE CeAytoLLVe AeViCTBUS. Ty Temy, KoTopas cooT[]
1. BbINONHWTE OfHY U3 ey olkx Onepaymnia. BETCTBYeT  MHTepecylo ]
« Haxmnte knaBnwy<F1>. Llemy Bac Bonpocy

= Bbibepute komangy Help=rMicrosoft Office Help (Cnpaska: Microsoft Office
), rae npo6en CoOoTBETCTBYET HAa3BaHMK KOHKPETHOW NporpaMmbl U3 cOCTaBa
Office 2003.

= Ecnn obnacTb 3afay y>xe 0TobpaXkaeTCsi Ha 3KpaHe, Bblbepute M3 cnmcka Task Pane
(O6nactb 3afa4) 3HayeHue Help (Cnpaska).

Ha akpaHe oTo6pa3nTcsa obnacTb 3agay Help (Cnpaska) (cm. puc. 3.1).
2. UlenkHuTe B TeKCTOBOM HoJle Search (IMowuck).
3. Brimosnute nn. 2-5 u3 pasgena “Texcrosoe none Cnpaska™.

licnonb3osaHne nomoluHuka no Office

MomowyHMK no Office — 310 anuMupoOBalHLIH NEPCOHAX, KOTOPbIV BbIMOMHSAET Te Xe hyHKLMK,
4TO 1 06nacTb 3afa4 Help (Cnpaska). B npegbigyiumx Bepcmax Microsoft Office nomorHmK no Of[C]
fice yacTo okKa3blBanCsA €AMHCTBEHHLIM CMOCOOGOM MOMYYEHUA CMPaBKW, YTO HE OYeHb HPaBWIOCh
MHOrMM nosb3osatensmM. Mo 3aToil npuunHe B HoBOM Bepcun Office MOMOLHUK ABNsSETCS AononHu ]
TeNbHON yHKLMeN.

Mnasa 3. Kak nomyuitb cnpaeky ot Microsoft Office 55
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NEPEMECTUTL.

3. B CIUCKE nanoi: wadiaure n
OTHPOITE Narey,
COABPXBLLYIO HyXHsi
chaiin.
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4, LLIBMOWATE Hyaeas® ciaan
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BoipeaaTh e KOHTERCTHOM
MEH0.

5. B none Nanma exibepyTe
[VICK v Nany, KyAZ
rpefiyercs nepemecrins
chaiin.

L R

Puc. 3.3. Office 2003 npegnaraeT nowaroBble uAcHpyKyLL NPAKTUYECKMN 45 BCEX BO3MOXKHbIX OHepaluti

B TOM cnyuae, eciv Bbl OTHOCWUTECH K TO HeBOMbLUOI rpynne fogeid, KOTOpbIM HpasuTcs mcl]
nonb3oBath nomouiHuk No Office, BLINOMHUTE cnegytoLLve AelicTBUS.

1. Bolbepute komaHgy Help=Show the Office Assistant (Cnpaska=Ilokazare nol]
MOLIHHKA).
MomowwHMK no Office nosBuTcA Ha akpaHe (cm. puc. 3.1).

2. LLlenkHuTe Ha 3HaYKe NOMOLLHMKA.
PsfoM cO 3HAYKOM MOMOLLHMKaA NOABUTCA HeBO0MbLLIOE OKHO C TEKCTOBBLIM MOJEM.

3. LLLenkH1Te B TEKCTOBOM MNose.

4. BbInonuuTe nn. 2-5 u3 pa3pgena "TekcTosoe none Cnpaska'.

W HHy

o Ecnu Bbl ycTanu oT paboTbl U XOTUTE oTBIIEULCH, LENKHATE Ha 3HA4Ke MOMOLLHVKa npal]

BO/ KHOMKOWM MbILUK, NOC/e Yero BblbepuTe U3 MOSIBMBLUErOCS KOHTEKCTHOrO MeH Kol
maHgy Animate (Mortop).

Padorza ¢ oerabuenuen

B TOM cnyyae, ecnv BBOJ OfHOTO[ABYX K/HOUEBLIX CIOB KAXETCA BaM CAWLLKOM 0BpeMeHUTEeNbHOM
3anayeii, 06PaTUTECh K OrNaBMIEHUIO CMPaBOYHON CUCTeMbl. 3eCb Bbl HalifieTe NOMHbIA CNIMCOK TeM, M3
KOTOPbIX CMOXETe Bbl6paTh MMEHHO Ty, KOTOpas MPefCcTaBnseT 419 BaC HaMbOMbLUMIA MHTEPEC.
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Mty

> B ornasfeHuu nepeyvncneHbl BCe TEMbl, KOTOPbIE TEOPETUYECKWU [OKHbI NpucyTcTBo ]
k@ BaTb B PYKOBOACTBE Mofb3oBaTens, noctasnsiemom ¢ Office 2003. Ho nockonbky nel ]

yaTb — 3TO [OCTATOYHO [OPOrocTosiLias 3ates, KomnaHusa Microsoft pewimna orpaHu]
UMTbCA 3MEKTPOHHOW BepcHeil pyKoBOACTBA MO/b30BATENS.

UT06bl 03HAKOMUTLCS C OF/IABMIEHMEM, BEITIONHUTE CNEAYHOLLIMe AeiCTRIS.

1. BrinosHuTe OAHY U3 CNefYHOLMX onepaumnii.
= HaxmunTe knaBnwwy<FI1>.

= Bblbepute komaHay Help=Microsoft Office _ Help (CnpaBka: Microsoft Office
_ ), roe npoGen COOTBETCTBYET Ha3BaHWMIO KOHKPETHOM MNporpaMmbl M3 COCTaBa
Office 2003.

« Ecnm obnactb 3afay y»xe OoTOOpakaeTcsl Ha 3KpaHe, BblbepuTe M3 crnmcka Task Pane
(O6nacTb 3agay) 3HaveHue Help (CnpaBka).

Ha akpaHe oTobpa3ntcsa obnactb 3agay Help (CnipaBka) (cm. puc. 3.1).

2. LlenkHuTe Ha ccbinke Table of Contents (OrnaBneHue), pacnonoXeHHO! Hag Tek[]
cToBbiM nonem Search (IMouck).

B obnactu 3aga4y Help (CnpaBka) oTo6pa3unTcs ornasnenHe, Kaxjas TeMa KoToporo 6ynert
npefcTaBfieHa 3HaYKOM B Buge KHUrm (puc. 3.4).

3. LLenkHuUTe Ha 3Hauyke B BUAE KHUTU HanpoTus Tel] 3aro/ioBku
Mbl, NPeACTaBNAOLEN 415 BAC HHTEpec.

3HauyoK Tenepb NPUMET BW PACKPbITOW kxuru, a Bbl s Wor
YBUAWUTE CMIMCOK PasfersioB, COOTBETCTBYHOLMX BbiGpaH [l [l M
HoOli Teme, KOTOpPbLIM, B CBOK O4epedb, MOryT coOTBeT[ ]
CTBOBaTb 3HAUKM B BUfe KHUTW. [ns nonydveHus gocty ]
na K HeoGXOAMMbIM CBEAEHUAM BaM MOXEeT MoHago [l
O6UTbCS NpogenaTb Nofo6HbIe AeACTBUS HECKO/BbKO pas.

KOHKpeTHbIM CBefeHWAM COOTBETCTBYET 3HAYOK B BUe aom o ooy
KHWI 1 CO 3HAKOM BOMpoca. g M. quainos
. 4l OBecrmermefesanacHocm 1 raHug, .|
4. LllenkHuTe Ha BbIGPAHHON Teme. 488 Matcooue paccnat :

< B cnonesce e Microsoft Word rpu o
B OKHe cnpaBo4yHOW CUCTEMbI 0T06pa3VITCﬂ cootBetcT ] .-/ LOCTYN & Al

BYIOLLAS MOLLAr0BAs HHCTPYKLIHA. vt e

€&Cpe,l:(cnaa paboTbl C FOH(ETHLMY Azt

5. [lesxHuTe HA KHOMKE 3aKPbITUA, YTOObl CHauana | & Aemomoeaun s i popeasan
&% Microsoft Word Yisual Basic Reference
3aKpbITb OKHO cripaBKHM, a 3aTeM 061acTb 3ajau.

Tloayuenne cnpabiu 3
n3 Jnternet

YTo6bl 06ecneunTb Bac MocnegHUMM 06HOBAEHUSIMM Npo]
rpamm, "3anfatkamu’ K HiM, COBETaMW M HOBOCTAMMU, a TakKxXe Puc. 3.4. OrnasneHue no3sBonseT
[OMONHUTENbHBIMW MOAynsMU, Microsoft cozgana co6CTBeH[ ] o4eHb ObICTPO BbIOPATL wHmEpe-
Hblli Webly3en (www.microsoft.com). YTobbl Bbl MOrM  CyKOLyO Temy
ObICTPO MoMacTb Ha 3TOT y3en, B nporpammax Office 2003
npucytcTByeT KomaHga Office Ha Web.
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22 Mpexge YeM Bbl CMOXETE BOCMO/b30BATLCA 3TOV KOMaH/O0l, BaM HeoBX0AUMO Nn6o 061
nafaTb Y4YeTHOI 3anucbio Internet, NM60 NnaHMpoBaTb MNONYYNTL ee B BMXKalLlee BpeMs
\\ (a TakKe NNaTWTb 3a Hee).

Utobbl momactb Ha Web-yzen komnanum Microsoft, coaepxamuid nHhopmaymio 06 Office
2003, nporpaMmMax, HOBOCTSIX M MCMPABNEHUSX OLIMOOK, BbIMOMHUTE Cleayoliee.

1. Beblibepute komaHgy Help=Microsoft Office Online (Cnpaska= Office B IHTepHeTe).

Office 2003 sanyctut Web[Bpoy3sep Internet Explorer n 3arpy3ut Web[CipaHuuy Microsoft
Office Online.

2. MpocmaTpusaiiTte Web [CrpaHuubl 4o Tex nop, Noka He HailfeTe UHTEPECYHOLLYH Bac
UH(opmaLmio.

3. Bbl6epute KomaHgy File= Exit (@aiin= Brixoa), uyto6bl 3aKpbITh 6poysep.

P-fﬂi 3akpbiTve Web[Bpoysepa He Bcerga NpuMBOANT K OTKAOYeHMIO OT Internet. Ans Toro

( 4yTO6bl OTKMOUMTLCA OT Internet, WeNKHUTE Ha 3HaYKe MOAKOYEHMA NpaBoi KHom [l

N KOM MbllWUM WM U3 NOABMBLUErocA MeHK BblbepuTe KomaHgy Disconnect
(OTKNYNTLEA).

Boccmanobrenue Office2003 nocue cdoel

Ecnn Baw KOMMbIOTEP MepMOAMYECKU 3aBucaeT MAM B ero pabote BO3HMKalT cboum, 3To
BOBCE He rOBOPWUT O TOM, 4YTO Bbl 4TO[TD fenaeTte He Tak, MOCKO/JbKY WMHOILA KOMMbIOTEPSI
0Ka3bIBAOTCS YPe3BblUaliHO HeHafeXHbIMU. Tak Kak B 6aunxalillee Bpema cuTyauus Bpag nu
n3meHutcs, Microsoft Office 2003 npepnaraeT Asa cnocoba npefoTBpalLeHUs HenpefBuieH (]
HbIX CUTYyaLWiA.

g

+ ¥ BoccraHoBneHue nporpamm Microsoft Office 2003.

| ¥ 3awmTa 10KYMEHTOB, MOBPeX/JeHHbIX B pe3ynbTaTe c60s B paboTe KOMMbOTEPA.

BocctaHoBneHne Microsoft Office 2003

Kaxpgas nporpamma (Hanpumep, Word, Excel nnn PowerPoint) coctouT n3 goctatoyHo 6onb[]
Loro Konuyectsa ¢annos ¢ caMbiMy pa3HOO6pPa3HbIMU pacLUMPeHNAMU, TaKUMU Kak . exe, .dl1l
mnn . obl. Ecnm ognH 13 atux ainnos 6yaeT no owmnbKe yganeH, COOTBETCTBYHOLAsi Nporpamma 13
coctaBa Microsoft Office 2003 MOXeT He 3anyCcTUTLCS.

C uenblo npegoTeBpalieHns NoAo6HbIX cuTyauunii Microsoft Office 2003 npegnaraet komaHay
Detect and Repair (HaiiTu 1 BOCCTaHOBUTL), KOTOpas MpOBEPSET BCe BaXKHble haiinbl M BoccTall
HaB/IMBaET UX MO HEOBXOAUMOCTMU.

(KoHeYHO, 3TO He NOMOMKET, eCnM NPONYyLLEeH UAKM NoBpPexXAeH dalin, oTBevarowmii 3a 3anyck
Microsoft Office 2003, Tak kak komaHga Detect and Repair (HaiiTm 1 BocctaHoBMTL) ByaeT Hel
JocTynHa. B atom cnyyae Bam NpuAeTCA MepeycTaHOBUTL BCIO MporpaMmy, onaTb rnogsepras onac]
HOCTU Ba)XXKHble JOKYMEHTbI.)

Ecnn Bbl 3aMeTWIM Kakue[Tb Hermonafgky B paboTe nto6oit n3 nporpamm Office 2003, nonpo6yii ]
Te UX yCTPaHMTb ¢ NomoLlibto KomaHabl Detect and Repair (Haitn n BocctaHoBUTS).

1. 3anyctute nobyto nporpammy Microsoft Office 2003 (Hanpumep, Word nnn PowerPoint).
2. BcTtasbTe kKomnakT [guck Microsoft Office 2003 B COOTBETCTBYIOMIMI NPUBOA,.
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3. BbloepuTte KomaHgy Help=rDetect and Repair (Cnpaska=HaiiTH M BOCCTAHOBUTb).
(Bam MOXKET NMOHaA06UTLCA uielKHYTE HA KHOMKE C ABOWHON crpenkoii, HanpasieH[]
HOW BHW3, UTOObLI YBUAETb 3TY KOMaHAy.)

MosiButcs guanorosoe okHo Detect and Repair (Haiitn 1 BoccTaHoBWTL) (puc. 3.5).

-y

If KOMaaa “HaimiA BOCCTAHOBMTE.,." SBTOMATMHETM HIRABT M YOTPEHAT OLLMGIV B STOM NPMNOWEHAL

| Thou) YCTPaHEs A4 HEMONAROK MCOKET MOTDEECEATMIA YE3ATE MCTOUMAR YCTBHOBIOA WIS Jeuils OTIG: (iR TRINDN B aA
| Fleocramevma spoepss. © - . . -

It Iu;fﬁmm.'mu MELTPOMGA M BOCCTAHOEMTE: HAC THOM TOpURMIaUNO

Puc. 3.5. lnanoroBoe OKHO HaiTu & BOCCTAHOBUTb

4. YcTaHOBUTE BCE HEOBXO0AMMbIE (hNaXKKMN.
Mpun BoccTaHoBneHUK Microsoft Office focTynHbI fBa nNapamerpa.

« Restore my shortcuts while repairing (BocctaHoBUTb Apnbikn). ObecriedunBaeT col]
OTBETCTBME CO3faHHbIX Ha paboyem CTOMe APMbIKOB Mporpammam v fokymeHTam Office.

< Discard my customized settings and restore default settings (OTMeHUTbL MoU
HaCTPOIKM 1 BOCCTAHOBUTb HACTPOIKH N0 YMON4YaHUI0). BoccTaHaBNMBaeT HaCTPOMKM
Microsoft Office 2003, 3agaHHble NO YyMONYaHWMIO, OTMEHSS NOOble N3MEHEHNS, KOTOpble
Bbl BHOCUM B MapamMeTpbl MEHIO U/W NaHeneidi UHCTPYMEHTOB.

5. LLenkHuTe Ha kHonke Start (IMyck).

CnepgyiTe yKaszaHUsIM, NOSIBASALMMCS Ha 3KpaHe, noka Microsoft Office 2003 He ycTpaHuT
Bce ofnapyxennLie NPodnembl.

3awmta hainos oT c6oeB

OfHa 13 camblX 60MbLINX HEMPUATHOCTER, C KOTOPOI Bbl MOXETE CTONKHYTLCA, — 3TO COOli B
paboTe KOMMbiOTEPa B TOT MOMEHT, KOrja Bbl paboTaeTe Haj LOKYMeHTOM. VIMeHHO mno 3aToii npul]
YMHe PeKOMEH/YETCS COXPaHATb JOKYMEHTbI KakK MOXHO yalle. MocKonbKy Bbl He MOXeTe npesackall
3aTb, KOrAa UMEHHO B paboTe KOMMbOTepa MPOM30MAET COOW (32 MCKIHOUYEHMEM TOTO, YTO Bbl TOYHO
3HaeTe, YTO CHoli 0653aTeNbHO MPOM30IAET KAaK MUHUMYM OfAUH pa3 B feHb), Microsoft Office 2003
NpeLoCTaB/IsieT BaM HECKO/bKO CMOCO60B MMHMUMM3MPOBATL MOTEPU AaHHbIX B pesy/bTaTe c6os.

v" PerynsipHoe coxpaHeHue (aiinos. ABTOMAaTWUYeCKOe COXpaHeHWe [OKYyMeHTOB uepe3 on[]
pefieNieHHble MPOMEXYTKU BPEMEHW 3HAUMTENbHO YBE/IMYMBAET BEPOSITHOCTb TOrO, YTO
Microsoft Office 2003 ygacTcsi BOCCTaHOBUTL JaHHbIE.

v" [ncnetuep cboesB. 3T0 CpPeAcTBO Mo3BoNseT nepesanyctutb Word, Excel nnm PowerPoint
B Cnyyae c6os.

v" BOCCTaHOB/EHWE MOBPEXAEHHbIX (haiinoB. [lpeanpuvHUMMAeTCA MOMbITKA BOCCTAHORIIE-
HUA (haiinoB B CMlyyae 3aBMCaHWA AUCKa. DTO CPeACTBO AOCTYMHO TOMbKO B TakKmx npol]
rpammax, kak Word n Excel.

SOMY  Hamnyywinin cnocob sawmTEl aHHbIX — COXpaHeHWe Pe3epBHbLIX Konuii daiinos Ha tal]l

KUX HocHTenax, Kak gnckun ZIP uan CD-R/CD-RW.
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ABTOMaTHYecKoe COXpaHeHue (bal‘/JIJ'IOB
MepBoli NIMHWEN 3aWnTLI B 06ecrneveHI 3alUThl AaHHbIX, KOTOPYH Bbl MOXETE peasn3oBaTb B
Word, Excel, PowerPoint n Outlook, siBnsieTcs aBToMaTM4ecKoe COXpaHeHWe halinoB 4epe3 3adaH [l
Hbl€ MPOMEXYTKN BpemMeHW. [1a HaCTPOMKM 3TUX MapamMeTpoB BbIMOAHUTE CNELyHOLLME AeACTBUS.
1. BblbepuTe KomaHay Tools= Options (Cepeuc= [lapamerpsi).
Ha aKpaHe nosiBuTCA Ananorosoe okHo Options (Ilapamerpsr).
2. MepelignTe Ha BKNagky Save (CoxpaHeHue).

Ha BKknagke Save (CoxpaHeHue) MpucyTCTBYeT naxok Save AutoRecover Info every
(ABTOCOXpaHeHMe Kaxable) (puc. 3.6).

AT pEEE0 KW O NpejnaraTh 3anarHessse CBOACTE ADKYMEHTE
[] paspeuss GurTpoe coxpaerses [7] 3anpoc Ha coxpasesve walinowa Normal dat
[7] paspause dhoHoBOe conparatas [7] cospariars vonsen parsie ana dopM
O BHeApsTL s TrueType O BHEADATE MMHIBMCTHNECKE NaHHbIS

r

i [7] coagasame poKansHLE KOMA (DAAN0S, COXPAHEHHEI HA CETEBLIE 1 ChaMHIME AT
[¥] asrocoxpareive Kkaxase; 10 [ ey

[¥] evsm sy emapr-reria

7] comparnms cuapr-Ten kak cBoicTBa XML B Bel-CTpaalaK

| ®opmat no yMonuaso I

I CONPAHATE (hafine word Kak:
: 7] omamgams cpeacTea; pearvecsatee nocne:
i

Aoryreqt Word (*.doc)

)

Puc. 3.6. ®na>kok ABTOCOXpaHeHVe KaxKfple npegocTasnsal]
eT BO3MOXKHOCTb PEry/IAPHO COXPaHATb [JOKYMEHTbl

3. Yeranosute Pnaxkok AutoRecover Info every (ABTocoxpaHeHne Kaxasle).

4. YramHTe HYXKHOE YMC/MO B TEKCTOBOM MOJIE MUHYT.

5. YcraHoBuTe thnaxok Always create backup copy (Bcerga co3gaBatb pe3epBHYIO
Konuto) (Heobs3aTesibHO).
Ecnm Bbl ycTaHoBUTe 3T0T thaxcok, Office 2003 co3gacT Konwmio thaiina, KoTopasi OKaKETCS 04eHb
KCTaTu B TOM C/lyyae, C/v UCXOLHbIV (haiin ByaeT MoBpeXaeH No Kakoi [mh6o npuunHe. OpHako
WMeiiTe B BHIYy, YTO ycTaHOBKa (hnaxka Always create backup copy (Bcerga cosgasatb pel]

3ePBHYIO KOMWIO) MPUBOZUT K MCTIONb30BAHMIO AOMONHNTENBHOMO AUCKOBOTO npocTpaHcTea, nol]
CKOMbKY ANst KXKAOTO thaiina, ¢ KOTOpbIM BaM NPUAETCS PaboTaTb, CO3AAETCS KOMUS.

6. LllenkHuTe Ha KHonke OK.

Mepe3anyck 3aBKCLLErO NMPUWIOXEHIS

BmecTo Toro ytobbl gonyctutb ownbky, Word, Excel nam PowerPoint moryT 3aBUCHyTb, 4TO 03[]
Ha4aeT, YTO NMporpaMma OTOOPaKAaeTCA Ha 3KpaHe, HO He BbIMOMHSET HUKaKMX AecTBMiA. Korga 31o
npou3oiigeT (06paTTe BHUMaHVe Ha To, YTO S yKa3an C/IoBO KOrfa, a He eciu), Bbl MOXeTe NomnbiTats [l
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€Sl BOCCTaHOBWUTL paboTy mporpammbl, 3anycTme cpeactBo Microsoft Office Application Recovery
(BocctaHoBneHue npunoxeHuii Microsoft Office) n srimonus AeCTBASA, ONUCAHHbIE HUXE.
1. leaxuure Ha KHoMKe Start (Myck) naHenn 3agay Windows.
[losBUTCA MEHIO.

2. BblbepuTte KomaHay All Programs= Microsoft Office Tools=Microsoft Office
Application Recovery (Bce nporpammui= Cpeactea Microsoft Office= BoccTaHos [
neHne npunoxenunin Microsoft Office).

MossuTca gmanorosoe okHo Microsoft Office Application Recovery (BocctaHoBneHue
npunoxeHunin Microsoft Office) (puc. 3.7).

|| A Bubans ua ApuAKkEHuL KTEROE He OTBRUEET. ko @ Y BOCCTAHORITONIS [IDMIGRE
| Microsah Office. Bbl N0 MYYHTE ECTHOKHOCTE DTNDABHTE OTUET 08 DUMEKE KOPNOPELIH Heﬂqlgmq_:r_u: e,
|- BOIMONGIOCTH, BOCCTAHOBHTE CEOW NBHHME,

1
| HENEES
| |

i | Catrossue

MpunoxeHue

Bunonuserca

i1 @] Microsof Ottice PowerPaint BunanHserca

|4} .

i} | g Microsoft Office Excel Bunonusercs |

i i
| — T —— i
I ﬂqpq;p{ygwynpmmm.,J { 3082pWKTL NPAOKEHME.. . [ ? ~Ormann - l

Puc. 3.7 B puanoroBom OKHe BoccTaHOBNEHVWE MPUNO>KEHNI
Microsoft Office cogep>KUTCA CNMCOK BCEX 3amnyLLEHHbIX MPUIOXKEHWIA

3. LLlenkHuTe Ha Ha3BaHWW 3aBUCLUErO MPUIOXKEHUSA, a 3aTeM Ha KHOMKe Recover
Application (BoccTaHOBUTbL NPUIOXKEHME).

Ecnv Bam noBeseT, NpunoxeHune GydeTe nepesanyLueHo. B NPOTUBHOM Cryyae LUENKHUTE Ha
kHoMKe Recover Application (3aBepLunTb NPUNOXeEHNE).

oo Mocne cbos B paboTe NMPUNOXEHWUS BEPOSTHOCTb €60 BO3pacTaeT, MO3TOMY mocTapavi[]
TeCb KaK MOXHO ObICTpee COXpaHWTb BCe OTKPbITble AOKYMEHTbI, Mocne 4yero neperpy]
3UTe nporpaMmy. B uensix obecneyeHVss MakcuManbHOW 6€30MacHOCTM Mogymalite O
rnepesarpyske BCErO KOMMbIOTEPa.

BoccTaHOB/EHME NOBPEXAEHHBIX (haiAnioB

He3aBucumo OT  TOro, HacKONMbKO OCTOPOXHbIMWM  Bbl  Oygete BO  Bpems  paboTl,
Microsoft Office 2003 korpalHMbyab 0653aTeNbHO 3aBMCHET, B pe3y/nbTaTe Yero HeKoTopble (hainbl
MOryT OKa3aTbCs NoBpexaeHHbIMKU. Ecnn 310 npomsowwno, Word, Excel n PowerPoint moryT npeg]
NPVHSATL NONbITKY BOCCTAHOBUTL (haiifbl. [Ins 3TOro BbINOMHUTE CrejytoLlme feicTBUS.

1. 3anyctute Word, Excel n PowerPoint cpa3sy nocne c6os.

Ha akpaHe otob6pasutca obnactb 3agay Document Recovery (BoccTaHoBneHve JOKymeH [l
TOB), KaK NnokasaHo Ha puc. 3.8.
2. LW enkHUTe Ha JOKYMEHTe, KOTOPbI/ HYXHO BOCCTAHOBUTD.

Office 2003 3arpy3uT BbI6paHHbIA JOKYMEHT.

st Mocre Lienyka nNpasoli KHOMKOM MBILLIM Ha 3HaYKe A0KyMeHTa B 061acTu 3afa4 Document
Recovery (BoccTaHOB/eHME JOKYMEHTOB) OTOOPasMTCA KOHTEKCTHOE MeHH0. Bbiopas 13 Hel ]
ro komaHgy Save As (CoxpaHuTb Kak), Bbl CMOXETe COXPaHWTb BOCCTaHOB/IEHHbIN (haiin
nog ApYrMM MMeHeM, YTO6bI Cly4aiiHO M36exaThb Nepesanuch NOBPeXAEHHOTo (haiina.
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Puc. 3.8 B obnacTn 3agay BoccTaHOBeHMe [OKYMEHTOB OTO6paXKaeTCsi CNMCOK doky-
MEHTOB, KOTOPblE MOMNN 6bITb noapescdens B pesynbTaTe c6os

qonity Mporpammbl Word n Excel npegocTaBnstioT enie OfMH crocob BocCTaHOBEHMS (aiinos.,

i MOBPEXIAEHHEIX B pesynbTaTte c605 B paboTe KOMMNbioTepa. [s TOro 4tobbl BOCHONL30-
BaTbCA 3TON BO3MOXHOCTbI, BbINO/HUTE CNedytoLL e AeCTBUS.

3. 3anyctute Word nnun Excel.

4. Bbibepute komaHgy File=Open (®aiin=OTkpeiTs) WM HAOXMUTE KOMOGUHauU Knall
uw <Ctrl+0=.

OT06pasnTcs Amanorosoe okHO Open (OTKPbITUE JOKYMEHTA).
LLLesIKHMTE Ha 3HaUKe (halina, KoTopsIN XOTUTE BOCCTAHOBUTD.

. LLlenkHNTe Ha KHOMKe CO CTPEeNKOW, PacrnosodXXeHHOW cnpaBa OT KHonku Open
(OTKpbITD).

MoaBMTCA MEHIO, NOKa3aHHOe Ha puc. 3.9.
7. BblbepnTte komaHay Open and Repair (OTKpbITb M BOCCTAHOBUTH).

Word unu Excel nonbitaetcs 3arpy3vTb haidn U ycTpaHWTb NioGble HEMOMafKW, KOTopble
BO3HUK/Y B CNyyae c6osi.
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Ofibivdi % Times New Roman 4
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AN S

OTKpLITe ANA HTeHA
OTKpbITb K2 TOrV2
QTIgAITE B OGS eEITENS

(*.dac; .

Puc. 3.9. [dnanorosoe okHO OTKpbITue JoKymeHTa B Word um Excel npefocTasnseT eLle
OfH CNOCO6 BOCCTAHOBNEHNA JOKYMEHTa
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[naBa 4

CoBMecTHas pabota C AaHHbIMK

BB ook wmabe. ..

v" dopmathl (halinos
¥ Kcnonb3oBaHue cMapT [Téros

¥" CBfi3blBaHVWE W BHeApPeHVe JaHHbIX

OXpaHWB faHHble B ofHoi mn3 nporpamm Office 2003, BbI MOXETe CTONKHYTbCA C TakoW

npo6nemoii, Kak Heo6x0AMMOCTb COBMECTHOrO MCMNOMNb30BAHUS AaHHbIX C Apyrumun nogs ]

MW, KOTOpble OTAAOT MpeAroyTeHMe KakumITd gpyrum nporpamMmam (Kpome TOro, Henb3s
3abblBaTh 1 0 nonb3oBaTensx Macintosh). HecmoTps Ha Bce cTapaHus komnaHum Microsoft, ewe
Janeko He Kax[blii Mo/b30BaTe/lb COrnallaeTcs 3annaTuTb HEeCKO/IbKO COTEH AO0/1apoB 3a KOMUIo
Microsoft Office 2003. Mo3ToMy MpU BO3HUKHOBEHWM HEOOXOAMMOCTU COBMECTHON paboThbl ¢ apy[]
rMMU MoMb30BaTeNsMU Bam 06513aTe/lbHO HEOBXOAUMO 03HAKOMUTLCS C MPUEMaMm, ONUCaHHbIMK B
HaCTOoALLEel rnase.

C’axﬁaﬂeﬂue GAHH6LX € hastuirotx

Qpopitarax

Mpun coxpaHeHUW faHHbIX B 06O nporpamme, Takoid kak Word wnn PowerPoint, nporpamma ucl]
Monb3yeT OnpefeneHHbI Cnocob MpeAcTaBNeHUs faHHbIX, KOTOpbI/i HasblBaeTcs chopmatom daiina.
VIMeHHO chopmaT thaiina onpegensieT, Kak faHHble MPeACTaBnstoTCs B TOM UM MHOM nporpamme. K coxal]
JIEHWIO, NPaKTUYECKM KaXKas NporpamMma 1Crosb3yeT CBO COBCTBEHHDIN YHUKabHbIN (hopmarT (haiiios.
B pesynbTate BO3HWMKAET CUTYaLMsl, KOTOPYHO MOXHO CPaBHUTb C O(OMCOM KOMMaHWW, B KOTOPOM OfWH
COTPYAHMK FOBOPUT Ha AIMOHCKOM, BTOPO/ — Ha (hpaHLLy3CKOM, a TPETWIA — Ha UCMaHCKOM A3bike, a py L[]
KOBOZCTBO /IOMAET ro/I0BY Haf TeM, NOYeMy COTPYAHUKM He MOTYT MOHSTL ApYr Apyra.

MoaTomy, 4T06bl XOTS Obl YACTUYHO PELUMTL NOLOOHYI0 npobaemy, MHOTME NPOrpamMmmMbl, B TOM
yucne n Bxoaswue B coctas Office 2003, NO3BONSAIOT COXPaHATL JOKYMEHTbI U B ApYrux opmarax,
6narogaps yemy LOKYMeHTbl GyayT "MOHATHLI" gpyrumM nporpamMmaM. Ha camom fgene, coxpaHss
[LOKYMEHT B jpyrom qjoplvlaTe, Bbl KaK 6y,qTo repeBOAMTE €ro C 0O4HOTO A3biKa Ha ApYrow.

_BOCXMTMTeﬂbeIM MVIp XML

OnHa 13 cambix 6ol MPOBNeM, CBA3aHHBIX C KOMMbIOTEPaMM, MOMMMO TOr0 (akTa, Yro OHA
OKa3bIBAIOTCA YPE3BLIMAVHO CNIOKHBIMA B WMCONLI0BAHMM, COCTOMT B OTCYTCTEMH YHWUBEPCABHOIO -
q)opmaTa [/19 coxpanesns JaHHbIX. B KadecTse mpuvepa nogobHoro dropmara MoxHo npueectn ASCI ]
'(3T0 TEKCTOBBIV OPMAT, B KOTOPOM MOKHD COXPAHUTBL TEKCT fe3 Kakorolmhoo $hopMaTUpoBaHns ).
BMeCTO TOr0 4T06bI JOrOBOPUTLCA 06 MCNOML30BAHIUM OBHOTO YHVBEPCAbHOMO thopmaTa (aiinos, BykBasibHO Kaxkaas j
KOMMaHVA[p&3paboTMK NparpaMmHOro 06eCriedeHUs CTapaeTcs NpydymMaTb COBCTBEHHbIV thopmar dalinos, Haaesch |
Ha. 70, YTO MMEHHO ee pa3paboTka OKAKETCS CTAHAAPTOM Ae-(hakTo Ans coxpatenvs (alinos. K coxaneHmo, aaxe |
TAKIHE KOMNAHWH NOCTOSHHO BHOCSTT T€ MK WHblE M3MEHEHIH B COOCTBEHHbIE hopMaThl hainios, 1oGaBnss Hosbe: |




(DYHKLVIOHAMBHbIE BOZMOXHOGTA TI0 MEpE BbiMyCKA HOBbIX BENCHH NPOrPamM, TeM CambiM OBECTEHNEan HECORMES?
TAMOCTS G NPEOBIAYLLIMMUA BepCHsiMy TEX XE nporpamM. 3[3& atoro, Hanpumep, BaM Bpsi M YAACTCA OTKbITH ,quZ!

i kymeHT 8 popmare Word 2003 ¢ nOMOLLLI0 SOCTATOMHO CTapoi konku Word 95.

* [Ins yoTpaHenna NOAOGHbIX Mpobniem Lefblii psf, KOMMaHUA MPUHAN PellieHvie 0 paspaboTke YHIBEPCANLHOMO ¢0p- :

e Mara, nomyuBLLero HassaHwe XML (eXtensible Markup language ChaclumpsieMbin si3blk pasmeTkm). DCHOBHAS moes

| cocTouT B ToM, 4To & harinax XML gaHHble npefcTaeneHt B TakoM BiAAE, B KOTOPOM OH OKa3bIBtOTCS COBEPLLIEHHO
MOHSTHBIMA AN APYrvX NporpavMM 6e3 Kakx[mhbo npeobpa3oBaHuil/TEOPETMHECK STO NO3BOMAET COXPAHITE A0~

| KYMEHTHI C OMOLLII0 TEKCTOBOTO NPOUECEOPa; a3aTem 3arpy3uTb UX B 6a3y aHHbIX WIW SMIEKTPOHHYHO TabnuLly. :
Xorst chopmar VL eiLie Herbash CYMTaTh GE3YMPEUHBIM WM LUMPOKO PACTIPOCTDAHEHHbIM, €10 MOMy/ISpHOCTL Griarodaps 3al]
| MENaTENbHOR YHVBEPCANIHOCTI OCTORHHO PAcTeT, MaaTomy, BMECTO TOMD, YT00k COIaHATS fanHIe B KaKoM-T0 cobeTeeH- |

' Howm hopmare, Hanpumep dBase IV wiuWordPerfect 5.2, ra<oanute ux B chopiare XML Braroaaps atomy BEDOSTHOCTS BOG- '
Hmﬂ-l[)ﬁeHHﬂ npot’:nem npn oﬁmene ¢amamu c ,qpymwl nonbaoearermw oxasuaaemﬂ wwenbm MEHbILE,

QM L7l

Mpu KaXaoMm npeobpasoBaHNM JaHHbIX U3 O4HOMO cpopmaTa B ,qpyr0|7| cyuiecTyeT Bepo]
\@ ATHOCTb MOTEPU OMpefeneHHoro dopmarkposaius. Ecin B (haline cogepXuTcs TOMbKO

TEKCT, Bbl HUYETO He MOTEPsieTe, COXPaHss (aiin B pa3NnYHbIX hopMaTtax, HO eciii peyb
UAET 0 Tabnmuax, B KOTOPbIX UCMO/b3YeTCs OMnpeaeNieHHbIA crocob BbipaBHMBaHWS AaH [
HbIX B syeiikax, npeo6pasoBaHWe (aiina B Apyroli opMaT MOXET MPUBECTU K CaMbIM
HeoXuAaHHbIM NOCNeACTBUSM. Bce faHHble OCTaHyTCS HA MeCTe, HO MX PacnosiokeHue
MOXET 3HAUMTE/IbHO WU3MEHUTBCSI.

[peobpasosaHre hopmara aiina

Kaxgaa nporpamma n3 coctasa Office 2003 no3BonseT COXpaHATb AaHHble B Apyrom copmare
Ans obecneyeHWst BO3MOXHOCTU COBMECTHOI paboTbl C HUMW C MO/b30BaTeNAMI, KOTOpble OTAAl0T
npeanoyteHne ApyruMm nporpammam, Hanpumep WordPerfect Mockonbky Office 2003 no3ssonsiet
COXPaHATb AaHHble B Pa3NNuHbIX (hopMaTax, Bam 0643aTeflHO HYXHO 3HaTb npeuMyilecTsa U Hel[]
[oCTaTKW BCeX (hopmatos, YTOObI B Cny4vae HEO6XOAMMOCTM BbIGPaTh HaMbonee moaxo A,

<ogfl Ecnn Heob6xofMmo npeo6pasoBath haiin B (hopmaT Apyroi MporpaMmbl, HarpuMmep
WordPerfect 5.0, nonpobyiite cpasdy coxpaHuTb haiin B aToM chopmarte. Bnarogapsi atol]
MY Bbl CMOXETE COXPaHUTb BCe HEOOXOAMMOe (hopMaTUpOBaHMe.

Ecnv Bam He ypaetca HaiiTy (hopmaT HeobX0AMMOI BepCcUM NMPOrpaMmbl, BbibepuTe Bepcuto, Ham [l
6onee 6AK3KyI0 K TOW, KOTOpasi Bam HeobxogvMma. Hanpvmep, ecnin BaM He06XOAUMO COXPaHUTL (haiin
Excel B Takom Buge, B KOTOPOM C HMM CMOXeT paboTath nonszosarens Lotus 12I3IMillennium Edil]
tion, Bbi6epuTte hopmat WK4 (1[2I3), cooTBeTCTBYHOWMIA YeTBepTOl Bepcum Lotus 112131 MpakTuuel]
CKW BCe NMporpammbl 6e3 Npobsem OTKPbIBAKOT (haiinbl, COXpaHeHHbIE B hopmaTte npeablayLuein Bepcuu.

lopasgo 6onee cepbesHas nNpobnema Bo3HMKaeT Torga, korga Office 2003 He yfaetca npeo6pasosarthb
thaiin B chopmar gpyroii nporpammbl. Hanpunep, BaMm MOXeT NoHagobuTbcs nepefatb haiin Office 2003
nonb3oBarento AppleWorks Ha nnatdopme Macintosh. B nogo6HbIX cuTyaLmsx 04eHb YacTo NpUxoamTes
COXPaHSATb JaHHbIe B KaKNX [Th npomexyTouHEX )opMaTax, KOTopbIe MOHATHbI ApYrM nporpaMmam, Xo[]
TA, KaK Npaswio, 310 NPMBOAWT K roTepe ornpeaeneHHOro hopMaTupoBaHns NCXOLHOTO dhaiina.

Mpu BbIGOPE TOTO UM UHOTO (hopmaTa Ans COXPaHeHWs AaHHbIX YUYnTbIBaliTe creayroiee,

[ v Mpu npeobpasoBaHnin JOKyMeHTa TeKCTOBOTO MPOLIECCOpa y Bac ecTb Be BO3MOXHOCTH.

= CoxpaHute thaiin B chopmate RTF (Rich Text Format). 3ToT hopmaT coxpaHseT npakTu ]

Yecku Bce (POPMATUPOBaHWE; KPOME TOTO, €r0 MOAAEPKMBAKOT MOYTW BCE COBPEMEHHbIE
TEKCTOBbIE MPOLIECCOpbI.

= B KayecTse nocneHeit NonbITKM MOXHO COXPaHMTb (haiin B 06bIUHOM TeKCToBOM (hop[]
maTe, OfJHAaKO 3TO HEM3BeXHO MPUBEAET K MoTepe NIo6oro hopmaTpoBaHus.
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¥ Mpun coxpaHeHun daiina Excel noctapaiitech oTAaTh NpegnouTeHWe thopmarty (aiinos
Lotus 12131 (B guanoroBoM okHe Save As (CoxpaHeHue JOKymMeHTa) aTomy hopmaty col]
OTBETCTBYIOT Takue abbpesnatypbl, Kak WK4, WEK3, WK! nnn WKS).

B kayecTBe nocneaHeit MONbITKWU MOXHO COXpaHWUTb haiin B chopmate DIF nam B Tekcto[]
BOM (hopmaTe ¢ pasfenutensiMm (TakMMK Kak 3ansiTble AV CUMBOJIbI Tabynsuum).

¥ Tpu coxpaHeHnm daiina Access BOCMONbL3YINTECh OAHUM U3 CEAYIOLLMX BAPUAHTOB.

« CoxpaHuTe ¢haiin B chopmate dBase 5, dBase /V mnm dBase 111, KOTOpbIA NOHMMAatOT
MpaKTUYECKM BCe NPOrpamMbl 6a3 JaHHbIX.

< CoxpaHuTe thaiin B chopmate chaiinos Lotus 1213 WEK4, WK3, WK! nnn WKS).

« CoxpaHuTe haiin B TEKCTOBOM ¢hopmate, YTO MO3BOIUT COXPaHUTb TEKCT, HO MPUBEAET K
notepe hopmaTUpoBaHUSI.

[na npeobpa3oBaHUs faHHbIX B ApYroii (hopMaT BbINOAHUTE CleAytoLime 4eACTBUS.

1. Bbi6epute komanay File=Save (Daiin= Coxpannts).

CoxpaHeHue (haiina 06ecneymT COXPaHHOCTb AaHHbIX B C/lydae MX HeyfayHoro npeobpasol ]
BaHWS B Apyrow copmart taiinos.

2. Bbibepute komaHgy File=Save As (@aiin= Coxpanurte Kak) (B Access cneayeT Bbi[]
6patb komaHgy File=Export (®aiin= Skcnopr)).

OTo06pasunTcs auanorosoe okHo Save As (CoxpaHeHWe [JOKYMeHTa).
3. WenkHuTe B packpbiBaloLweMcs cnucke Save as type (Tvn daiisa).
OT06pasmnTCcs CNNCOK BCeX AOCTYMHbIX hopmaToB harina (puc. 4.1).

e Trpessaasl gt

] R ee————

-crpmasa.p.rm dadine (*.mht; *.mhtmi)
S Boli-crpaiua (*.htm; * htmi)
PowarPoint 85 (*

P
B PowseFoint 97-2003 M 99 (* ppt)

- Mpdasent
{3emeTion i CRafay 5.”_. usoddiaiyitrytifiod

s

Puc. 4.1. B packpbiBatoliemcs cnucke Tun haiina npegcTasneHbl Bce gopmaTsl (haiinos,
[OCTYMHbIE B fJaHHOI nporpamme
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4. BbibepuTe Heob6x0aMMbIN hopmaT.

5. LWlenkHnte B TekcToBoMm nosne File name (Mms thaiina) n ykaxxmute B HeM He06X04MMOe
ums aiina.

6. lllenxuure Ha KHONKe Save (CoXpaHUTb).

OTKpbITWE (haiina, CoXpaHeHHOro B ApYroM chopmare

B Tom cnyyae, ecnm halin ¢ gaHHbIMW Gbl1 NOMYYeH OT MO/b30BaTeNs Apyroi nporpammel, cyl]
LLeCTBYeT O4YeHb 6osnbliasi BepoATHOCTb Toro, 4uto Office 2003 cnpaBuTCA C €ro OTKPbITMEM.
(KoHe4yHo e, 6yaer MpocTo 3amevarTesibHO, ec/iv Mo/b30BaTeb APYro/ nporpammbl nonpo6yer
COXpaHWTb AaHHble B hopmaTte ofHol 13 nporpamm Microsoft Office, Takoli kak Word mnnu Excel.)

1. Bbi6epuTe komaHgy Files>Save (Daiin= Coxpanurs).
Otobpasutca gnanorosoe okHo Open (OTKpbITUE JOKYMEHTA).

2. UWlenkHuTe B packpbiBatowemcs cnucke Files of Type (Tvn chaiina) v BbibepuTe 3Hal]
yeHue All Files (Bce thalinbl).

Ecnu Bam n3BecTeH KOHKPETHbIV hopmaT, B KOTOPOM 6bll coXxpaHeH thaiin, nonpobyiite Bbl [l
6paTb 13 packpbiBatowerocs cnucka Files of Type (Tvn haiina) MMeHHO ero.

3. LllenkHuTe Ha 3HauKe (haiina, nocne yero LWenkHUTe Ha KHonke Open (OTKpbITH).

<" Tpu oTKpbITUM (halina, CoOXpaHeHHOro B (hopMate Apyroii NporpaMMbl, NOpsAoK pasme]

e

/@) LLEHNS faHHbIX MOXET B6bITb 3MeHeH. Hanpumep, MOXeT 6bITb HapyLleHO BbipaBHMBa [l

\‘\ ] HUe yncen B AYeliKax asexTpoHHOIt Tabnuupl Excel, a gna ab3aues B fjokymeHTe Word
MOXET 6bITb 33laHO0 HEBEPHOe hopmaTMpoBaHMe.

Cobuecrnoe ucnosvsobanue gannotx
B Uffice2003 C NOMOLWbO cuajii-riezof

Mpwn BBOZe faHHbIX B Word, Excel nnn PowerPoint Office 2003 o4YeHb YacTo pacrno3HaeT Tun
[aHHbIX, KOTOPbIe Bbl BBOAWTE (3TO MOTYT 6bITb AaTbl, TeNeOHHbIE HOMepa NN UMeHa). Mpn aTom
Office 2003 moxeT f06aBUTb K JaHHbIM CMapT[I&r, KOTopble MO3BOMSKOT ObICTPO BbINOAHUTL Kal ]
Kne[HW6YyAb AONONHWUTENbHbIE OMNepaLun, Hanpumep OTNPaBUTb COOBLLEHME 31EeKTPOHHOW MOYTbI
WV MPOBEPUTL KOPPEKTHOCTL AaThl.

QBN

CwmapT[Tern noagepxmBatoTca ToNbKO B Takmx nporpammax Office 2003, kak Word, Ex[]

(’ @) cel n PowerPoint.

AKTVB/3aLMA U OTKIKOUYEHNE CM&pT@I’OB

Ecnwn BbI pelinnm ncnonsb3osartb cMapTTéru, sam HeOGXO,qI/IMO aKTBMN3NPOBaTb UX. Word nog[1
fep>XvBaeT cmMapTlTérn no ymMonyaHuio, OfHAKO HMUYTO He MeLlaeT BaM OTK/OUYUTbL WX. Excel n
PowerPoint no YMOJIHAHUIO HE MCMONb3YIT CMapTlTéru, nostomy B cliyyae HeOﬁXO,D,VIMOCTI/I Bbl
OO/DKHbI CHaYanaakKTnBnU3npoBaThb UX.

[na akTMBM3aumMm Unm OTKIKYeHUA cMapT [T&ros BbINOSHUTE CegytoLLne rCI'BI‘/‘ICTBI/‘IFL

1. Bblbepute komaHgy Tools= AutoCorrect Options (Cepeuc= [lapaMeTpsi aBTO3aMeHbI).
OTobpasmnTcs guanorosoe okHo AutoCorrect (ABTo3amMeHa).
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2. MepelignTe Ha BKkNagKy Smart Tags (CMapt-Terwu).

OtobpasnTcs Bknagka Smart Tags (CmapT(Térn) auanorosoro okHa AutoCorrect
(ABTO3ameHa) (pHc. 4.2).

ANA KOO THNA A3HHLI, DacnoNaB3eMono Word, MOXHO ONPEABMMTE AGACTBUS, aBTOMaTHUROM
| BLNONHASMEIE Ha) 3TV Aaaes,

O [lofaenTs cMapT-TerM K TEKCTy e e

Vv (awrmaicnsi)

|[¥2] Mn GowTamT Outiook)

1w | s (nomyvaTenss cooBuwe-sed Outlook)

i | MECTO[ak riAicrat)

: -Z Mpeofpasosame RaL HoMeDeHs (PEOBpAnosine A MIHEDeHMA)
L} TenaghoH (Cru0ds CMIOT-Terma)

¥l P Meoawin copammmn... - |

| [#] nogasares o geticTend capT-erca

Puc. 4.2. Bknagka Cmapm-meau no3sonseT akTUBKU3NPOBATD
WNW omrcmouwms ciapm-mezu, a Tak>Ke 3afaTb napaMmeTpbl UX
1CMONb30BaHUA
3. YcraHoBuTe thnaxok Label text with smart tags (JJo06aBUTb cMapT-TerH K TEKCTY).
Ecnu dhnaXoK yCTaHOB/EH, CMAPT-TENH aKTUBHbI; €C/IV XE OH COPOLLIEH, CMapT-TerH OTK/IFOYEHbI.

4. YCcTaHOBWTe [OMNONHUTESNbHble akKkn, 4YTOObl ONpeReSuTs HEeo6XOAMMble TUMbI
cMapT-TEroB, Takne Kak Address (Agpec) nnu Financial Symbol (Mpeo6pasosaHue
eANHUL, U3MepeHns).

5. WenkHnTe Ha KHonke OK.

llcnonb3oBaHne cMapT(Téros

Ecnu Bbl akTuBmMsmposanu cmaptTeérn B Word, Excel nan PowerPoint, Office 2003 asTomatnl]
YecKU nogyvepKmBaeT NyprnypHOi NUHUeN nobol TeKCT, KOTOpbIl Gbin pacrno3HaH Kak cmapT[Tér,
TaKoi Kak gaTta uav nmMs. Utobbl UICM0Nb30BaTb CMapT [Téru, BbINOMHWTE cileayionike feACTBIS.

1. HaBeauTe yKazaTeNlb MbILIW HA CMapT [Ter.
MosBUTCA 3HAUOK CMapT-Tera.

2. LllenkHnTe Ha 3Ha4yKe cmapT[Téra npasoli KHOMKOM MbILLW.
Ha skpaHe 0T06pa3nTCsi KOHTEKCTHOE MeHI0, B KOTOPOM ByayT nepeyncreHbl Bce goctyn ]
Hble KOMaHgbl (puc. 4.3),

3. BblbepuTe He06X0AMMYIO KOMaHAY U3 KOHTEKCTHOrO MEHHO.
B 3aBMCMMOCTM OT Bbl6paHHOW Bamun KomaHabl Office 2003 MOXeT 3anycTuTb Apyryto npol]

rpammy, Hanpumep Outlook, a TakxKe NPejocTaBUTb BaM BO3MOXHOCTb BbIMO/IHUTL Kakoe [Th
LOMONTHUTENBHOE eiCTBUE, HaMPVMeP OTMPaBUTbL COOGLLIEHNME 3/TEKTPOHHOM MOYTHI.
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Cwmaprt[Tér
3Hauok cMapT-Tera

6asrycra. 1945

Ml OvepeT KoHTaCT
[o6aBITE a KOHTaKTE
BeTaBuTE SApac
!_A;“TbCMapTr

¥ He pacnosHasaTs "Doe Smith”

~

e G

M W

S R e e i i )

CIp & o Pssd)l 1 Ha4So G Konl | Jam e agn aei o &

Pue. 4.3. Tocne weryka NpaBoii KHOMKOW MbIWW Ha 3HAYKe ciapri-meza 0TOBPasNTCs kommercm-
HOE MEHIO CO CMMCKOM AOCTYMHBIX KOMaHS,

(Gasbanne W Gunegpenune gannsix

Office 2003 npefocTaBnsieT BaM BO3MOXHOCTb KOMMPOBATb, Bblpe3aTb W BCTaBAATb AaHHble U3
O[HOW Mporpammbl B Apyryto. Hanpumep, MOXHO CKOMMPOBaThb LenbliA cnvcok uyncen B Excel n
BCTaBWTb €ro B npeseHTauuto PowerPoint. K coxaneHuto, ecnn nocne KonupoBaHUA faHHble B UC[]
XOfHOW nporpamme 6yayT M3MeHeHbI, BaM NPUAETCA NOBTOPHO BCTaBAATb MX.

BmecTo TOro 4tobbl fenatb BCe 3TO caMocToaTesnbHO, npegoctaBbTe Office 2003 BO3MOXHOCTb
cfienatb Bce aBTomatuyecku. Office 2003 npegoctaBnseT fgBa crnocoba pelleHns ONMcaHHbIX BbllLie
npob6nem: CBA3bIBaHME U BHEAPEHWE JaHHbIX.

CeA3blBaHVE JaHHbIX

OueHb YaCTo BaM MOHaAobMTCA co3daBaTb fAaHHble B ofHoW nporpamme Office 2003, Takoin Kak
Excel, a oTobpaxaTb nx B Apyroii, Hanpumep B PowerPoint nnm Word. YTto6bl n3bexatb cozgaHus Hel]
CKOMIbKNX KOMWIA AaHHBIX (a TakXKe NoyvyeHns NPakTUYeckn UAEHTUYHBIX AaHHbIX C MUHUMANbHbIMN
OT/IMYNAIMU), BOCMO/b3YATECH TAKOW BO3MOXHOCTbI, KakK CBA3bIBaHWE JaHHbIX MEXY NporpamMmMamu.

Bnarogaps cBA3bIBAHUIO CTAHOBUTCS BO3MOXHbIM WMCMO/Mb30BaHWUE [JaHHbIX M3 0AHOro (haiina B
Apyrom. MoaToMy npu co3gaHum npeseHTaumm PowerPoint HUYTO He MellaeT BaM CO34aTb CCbIIKY
Ha JaHHble, KOTOpble COLEPXATCs B 3/1EKTPOHHO Tabnmue Excel. Mocne aToro nio6ble M3MEHEHNS,
BHECEHHbIe B 3/IEKTPOHHYIO Tabnuuy, 6yayT aBTOMaTMYeCKN OTPaXkeHbl U B Mpe3eHTaummn. Ha camom
Jene Bbl paboTaeTe C OHUMU N TEMMN Xe AaHHbIMU, KOTOpble UCMOMb3YHTCHA B ABYX AOKYMEHTaX.
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[na cBA3biBaHMA AaHHbIX Mexay AByMsa nporpammamun Office 2003 BbINONHWUTE chenyroiuue
JeicTBuS.

1. Cospgaiite 1 coxpaHuTe gaHHble B nporpamme Office 2003, Hanpumep B Word nnmn Excel.
[aHHble, co3faHHble NPY BbINOJHEHWW 3TOrO wWara, 6yayT MCNOob30BaTbCA MPU BCTaBKe B
Jpyryto nporpaMmy.

2. Bblgenute Heob6xoAuMble AaHHble U BblGepute KomaHay Edit=Copy ([Ipasxa=
KonupoBatb).

3. OrtkpoiiTe gpyryto nporpammy Office 2003.

B oKHe JOKyMeHTa 3Toii NporpamMmmbl 6yayT 0TO6paXaTbesi AaHHbIE, CO3[aHHbIE C MOMOLLbIO
ApYroii NporpaMmbl NPy BbINOMHEHUK M. 1.

4. Pacnonoxure yKa3aTe/lb MbllUN B TOM MeCTe AOKYMEHTa, B KOTOPOE AO0/IKHbI 6bITb
BCTaBJ/1EHbl CBA3aHHbIE AaHHbIE.

5. Bblbepute komaHgy Edit=Paste Special (IIpapxa=Cneunansnan BcTaBka). (s
0TOOpaXKeHUs1 3TOW KOMaHAbl BaM MOXXeT NOHaf06MTbCA NONHOCTHIO PACKPbITb MEHIO.)

Otobpa3nTcs ananorosoe okHo Paste Special (CneunanbHasa BcTaBka) (puc. 4.4).

:ﬁ Worowesi et Microsoft Office Excel

§U 0 o MMcTURICLRIECT

|' i e :

| @pcraen: | i_nn Wicrosaft Office Excel (ofivert)
C) Camare: i TexcT & diopmate RTF

| HedhopMaTHOBaH TEKCT
| Placynox (MeTathalin Windows)
TO e 4rest PUCYHOK

.-Faiykaf.... - o - -
Borama toaupweiorn Gydens ol Kix TesTl 8

Puc. 4.4. OQuanorosoe okHO CneunasbHad BCTaBKa wo-
3BOMIIET YCTAHOBUTb CBA3b C [AaHHbIMW, CO3f4aHHbIMU W col[]
XpaHeHHbIMW B pyrom chaiine

6. BbibepuTe nepekntoyatesns Paste link (Cessath).

7. BbibepuTe Heob6X04MMbIE AaHHbIE B miosie CO cnuckoM As (Kak).
B paHHOM cnyyae cnefyeT Bbl6paTh 3HaveHue Microsoft Excel Worksheet Object (Jluct
Microsoft Excel (00Bekrt)).

8. LLLenkHuTe Ha KHonke OK.

Office 2003 0TO6pa3nT CKOMMPOBAaHHbIE MPY BbIMOAHEHUWN M. 1 AaHHbIE B OKHe TekyLuel
nporpamMmbl. J1106ble U3MEHEHUS, BHECEHHbIE B MCXOAHOM (haiine, ByayT HemeaneHHO oTol]
6paxeHbl 1 BO BTOPOM [JOKymMeHTe (puc. 4,5).

<M  ECAn Heo6XoAMMO M3MEHUTL CBSI3aHHbIE AaHHble, CedyeT 3anycTUTb MCXOAHYI npol]
rpammy Office 2003, ¢ NOMOLLbIO KOTOPO OHW BbINN CO3AaHbI.
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ICBeieHVs O Hanorax

A apy Secpans Mapy Anpam s Wi

473512p. 91 00254p B130 Mp 1 01 556 p  310800p 791512

ATBO124p. 14 5B714p  4689100p. 12S«,7Sp.  SO0W0ATH.  BO4SIZip

T8 148,250, t204778p 49475310 466E72%p 48 683,95p.

4B2583%

31 02568p

B7652% 58 747.090

THE1E2 % 47 85335 1469825

T41e 8. 2541 ffiD. 4908,35p 1 472.06p,

5974.26p 1498.32p

Puc. 4.5. Pabouunin nucT Excel oTobpaxkaeTca B npesenmayuu PowerPoint

BHeapeHve aaHHbIX

Mpwn cBA3bIBaHMW AaHHbIX MeXAy ABYMS pasnnyHbiMu nporpammamu Office 2003 nameHeHUs
MOXHO BHOCWTb TO/IbKO B TOI MporpamMme, C noMollis0 KOTopoi OHW 6b11M co3gaHbl, OaHako, nol]
MUMO CBSA3bIBaHUS, BO3MOXHO TaKkxXe U BHeAPeHMEe AaHHbIX, NPU KOTOPOM BHECEHWE U3MEHEHU
BO3MOXKHO B 06erx nporpammax, Kak B TOli, B KOTOPOI OHM Obln CO34aHbl, Tak 1 B TON, B KOTOPOIA
OHW 0TO6PAXKAITCH.

Hanpumep, MOXHO ckonmnpoBaTb pabounii nucT Excel n BHegpuThb ero B gokymeHT Word. 3atem
MOXHO OBHOBUTbL COOTBETCTBYHOLLME AaHHble, 3arpy3uB Excel uam geaxgbl LLENKHYB Ha paboyem
nucte B Word. Mocne gBoiHoro mentuxa Office 2003 3anycTuUT nporpammy, C MOMOLLbHO KOTOPOiA
3TN faHHble ObIN CO34aHbI.

UTtobbl BHEAPUTL AaHHbIe B Apyryto nporpammy Office 2003, BbINOMHWTE CrefytoLme [elACTBUS.

1. CospaliTe 1 coxpaHuTe faHHble B nporpamme Office 2003, Hanpumep B Word nnn Excel.

[JaHHble, co3faHHble NP BbIMOAHEHWM 3TOTO LWara, 6yAyT BHEAPEHbI B pYTyH0 MPOrpaMmy.

2. BblgenuTte Heob6xofumble faHHble U BbiGepute komaHay Edit=>Copy (llpapkac=
Konuposars).

3. OTkpoliTe gpyryto nporpammy Office 2003.
B oKHe JOKyMeHTa 3Tol MporpamMmbl 6yayT 0TO6paXaTbCs faHHbIE, CO3AaHHbIE C MOMOLLbHO
Apyrovi nporpaMmmbl Npu BbINOAHEHUU . 1.

4. PacmonoxuTe yKasaTe/lb MbIlUWM B TOM MeCTe JOKYMEHTa, B KOTOPOE AO/MKHbI ObITb
BCTaB/ieHbl CBSI3aHHbIE [aHHbIE.

5. Bblbepute komaHgy Edit=Paste Special (Ipapka= Cneunansuas BcTaska). (Ans
0TOGpaXKeHWs1 3Toli KOMaHZbl BaM MOXET NMOHAJ06UTHLCS MOMHOCTLI0 PACKPbITH MEHIO.)
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OTo6pa3nTcs gnanorosoe okHo Paste Special (CneumanbHas BcTaBka) (CM. puc. 4.4).

6. BblbepuTe nepekntoyaTens Paste (BcTaBuTh).
7. BbiGepuTe HeohxoaMMLle faHHble B NoJ1e CO CNUCKOM As (Kak).

B gaHHOM cnyyae cnefyeT BbiGpaTbh 3HaueHue Microsoft Excel Worksheet Object (Jluet

Microsoft Excel (00BexT)).
8. LLlenkHUTe Ha KHonke OK.

Office 2003 BHeAPUT CKOMMPOBaHHbIE NPY BbINOMHEHWM M. 1 JaHHbIE B TEKYLLIYIO IPOIPaMMY.

UL

BHefpeHHble JaHHble BbIFISAAAT TOYHO Tak e, Kak 1 cBsi3aHHble. OCHOBHOe pasnuuve

d COCTOWT B TOM, YTO ABOMHON 1ieI40K Ha BHeAPEHHbIX JaHHbIX MO3BOMUT BHECTU B HUX

nsmeHeHus (puc. 4.6). XoTs Bbl MOT/IM U He 3aMeTUTb Ha puc. 4.6, HO CTPOKA MEHIO U
naHenn MHCTpPyYMeHTOB PowerPoint 3aMeHSAOTCA CTPOKOM MEHIO U NaHe sMi NHCTPYMeH [

ToB Excel, 6narogaps 4emy Bbl NosyvaeTe JOCTYN KO BCEM He0OXOAMMbIM KOMaHZam npu

paboTe ¢ BHeApeHHbIMU AaHHbIMU Excel.

MoxasaTh NOMOWHAE

Office B kTeprete

CBZMATECH C HaMA

MpoReprTL Hamnuwe O6HOBNeHAA
HalTA 1 BOCCT 24081 Th..,

AKTWEMPOBATL MPOAYKT....
MapamveTpbl 0T 3808 NOMLS0RATENEA .
O nporpamme

a1 025,690,
149832p° 2 54107p. 4008:36p.

Ea-:;m:e BOEPOC

F1 !

Puc. 4.6, Pabounii nancT Excel, BHefgpeHHbIn B fokyMeHT Word. ObpaTuTe exiumanue Ha TO,

4TO0 MeHto Excel oTo6padkaioTcs B okHe Word

lnasa 4. CoBMecTHas paboTa C faHHbIMU
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Pabota ¢ Word

"9 OHE 3MAN, KAKYO UMEHHO WPOLPAMMY MBI UCKOAVBYEMD,
0GHAKO BGECL UMO—MO HE MAK.
Begb cmpoka MEno GOAKHA Sbimb makod:

bada, Mpaska, Toxunamb, Codupamp. .."






[naBa 5

Pabota ¢ gokymeHtamun Word

B sioi ziabe. . .

v" PeflakKTMpOBaHUe JOKyMeHTa

v" [epemeLLeHVe Mo JOKYMEHTY

v" TloMCcK 1 3ameHa Cnos

¥ TlpoBepKa rpaMmaTKn 1 oporpadum
v" TopcyeT cnos

v CoxpaHeHue oOKyMeHTa

e M3 Ha3BaHuA 3Toi nporpammbl — Word — MOXHO MOHATb, Y4TO OHa MO3BOASET MWCaTh

CNoBa, M3 KOTOPbIX CKMafblBAlOTCA MPEAIOKEHUSA, nuckMa, OTYeTbl, GPOLUIOPLI, raseThbl,

cnoBapu, TpeboBaHUA O BbIKyMe ¥ BOOOLLE Bce, 4TO TpebyeT XOTA Obl 3neMeHTapHbIX 3Hal ]
HWIA NUCbMEHHOCTW.

Pegariupobarnue qoxymenia

Hwv oavH faxe camblii BeIMKWIA NCaTeNlb HE MOXET HanucaTb CBOI LuefeBp, He ucnpasnas vep]
HOBOro BapuaHTa. JIIOAAM MPUXOANTCA PefaKTMpPOBaTb TEKCT A0 TeX MOop, MOKa OH CaMbIM AyHLINM
obpasom He 6yneT mepegasaTb Ux Mbican. Word no3BonseT obneruymTb 3T0T TPyL (KpaliHe Hebnaro[]
[apHbIiA) C MOMOLLIO Pas/IMYHbIX CNOCO6OB PefakTMPOBaHUA TeKCTa: YAaleHWe TeKcTa, KOMMpoEa-
HVe MW MepeMelLeHne (hparMeHTOB (JaXe MeXAy PasNUYHbIMW JOKYMEHTAMH), WCMONb30BaHUE
MeToa "nepeTawimTb U ONyCTUTL". .

YaaneHue Tekcta

CyLLECTBYIOT ABE KMaBULLM, KOTOPble MOTYT yaansiTb KakK OTAe/NbHble CUMBO/bI, TaK W BblgeneH ]
HbINTEKCT.

| v <Backspace> (Ha Heil n306paxkeHa CTpe/ka, HanpasfeHHas Bneso). PacnonoxeHa B Bepx[]
; Hell yacTu KnaBmaTypbl; yAansieT CUMBO/ CneBa OT Kypcopa.

i =

i" v <Delete>. PacnonoxeHa B HECKONbKMX MeCTax KnaBuaTypbl: MOf KnaBuwwei <Insert> un

i nof xiasmMiicii <3> Ha LOMOMHUTENbHOW LMGPOBOWA KnaBuaType. YanseT CMMBO/ cnpasa
§ 0T Kypcopa.

Knasuwa <Backspace> no3BonisieT ygandTb TeKCT, PacrofioXeHHbI HernoCpefCcTBEHHO CieBa OT
Kypcopa (HO He yKaszaTtens Mbiwm). Knasuwa <Delete> no3B0NSET yaanaTb TEKCT, PacnonoXeHHbINA
HenoCpeLCTBEHHO CrpaBa OT Kypcopa. Ecnm knasuwy <Backspace> nnn <Delete> yaepxmsatb Hall
xaroi, To Word 6yzeT yaanaTb CMMBOMbI C COOTBETCTBYHOLLEN CTOPOHbI yKasaTens 4o Tex nop, nol]
Ka Bbl He OTMYCTUTE ee.



«OMHi

(:> [lnsi nepemeLLIeHMs Kypcopa MOXXHO BOCTO/1b30BaThCS CEAYHOLLMMUI NPYEMaMU.

E v" HaxmMuTe KNaBmMLLK CO CTPENKaMM,
™

¥ LLlenKHUTe B HYXXHOW YaCTW 1OKYMEHTA.

Knasuwn <Backspace> 1 <Delete> 0KasbIBAOTCA 0YeHb YA06HbIMM, €GN HEOBXOAMMO BbICTPO
yAaUTb HeBOMbLLON (hparMeHT TekcTa. 11 3Toro Heob6XoAMMO BbINONHUTL CNefytoLLve AeACTBIS.

1. BblgennTe TEKCT, KOTOPbIA HEOGXOAUMO YAaNNTb.
[1ns BbIeNEHNA TEKCTA MOXKHO BOCMO/b30BATHCA OHUM U3 CIEYIOLLIMX CNIOCOBGOB.
= [lepetalimTe yKasarernb MbILUW, YAEPXKNBASA HAKATOMN NEBYH0 KHOMKY MbILLN.

= HaxmuTe Knasuwy <Shift>, nocne yero ygepxmsaiite HaKaToil COOTBETCTBYHOLLYIO Knall
BULLY CO CTPE/KOIA.

2. Haxxmute knasuwy <Backspace> nnn <Delete>.

-1 ECnn Bbl cuMTaeTe, UTO BblfiENEHHbIV NPU BbIMOMHEHUN M. 1 TEKCT MOXET NPUroAmUTLCS
B Aa/ibHeliwem, Bbibepute komaHay Edit=Cut (ITpaska= Bripesars), HaxMuTe KoM6u [
Hauuto knaBuwl <Ctrl+X> nunu wenkHUTe Ha KHonke Cut (BbipesaTb) cTaHaapTHOM nall
HENN VHCTPYMEHTOB. 3aTeM MOXHO BOCIO/IB30BATLCS KOMaHAoN Paste (BcTaBuTb) mMam
kombrHaumein knasuw <Ctrl+V>, 4yT06bl BCTaBUTb BbIPe3aHHbIN (hparMeHT TeKcTa B
Lpyrom mecre.

[lobaBneHve TekcTa

Camblid NpocToii cnocob Ao6aBneHNst TEKCTa — LUENKHYTb B HY)HOW YacTu fOKymeHTa 1 Bee[ ]
CTW TeKcT. Word npedocTaBnseT Aga crnocoba f06aBUTb TEKCT K YXKE CYLLECTBYIOLLEMY (DparMeHTy.

¥ Pexum BcTaBku. [Mpu pasMeLLeHNM Kypcopa B CYLLECTBYIOLLEM (hparMeHTe BBEAEHHbIN
BaMU TeKCT BGyfeT CMeLLaTh CUMBO/IbI BMPaBo.

¥ PeXWM 3aMeHbl. Mpn pasmelLeHnn Kypcopa B CYLLECTBYIOLLEM (pparMeHTe BBeAEHHbII
BaMu TEKCT BydeT 3aMeHsTb PacrosioXXeHHble CrpaBa CMMBO/bI, TEM CaMbiM Yaanss ux.
Ecnm Bbl BBEfETE YETHIPE CMMBOMA B PEXMME 3aMEHbI, TO YETbIPE WCXOAHbIX CUMBONA,
pacrofoXeHHbIX CNpaBa OT UCXO[HOTO MOMOXEHWS Kypcopa, GyAyT 3aMEHEHBI.

[ONs NepekioUeHNs MeXay peXxmmaMmy BCTaBKW M 3aMeHbl HEOOXOAMMO HaXMMaTb KAaBuLly
<Insert>. [Mpn aKTVBHOM PeXMMe 3aMeHbl B CTPOKE COCTOSHWSA mporpammbl Word 6yfeT akTUBHbIM
nHamkatop OVR (3AM).

[ YT006bl BbICTPO YAANUTL CYLLECTBYIOLUMIA TEKCT W 3aMEHUTb ero HOBbIM, Bblgenute cyl[]
LLIECTBYIOLLII TEKCT 1N BBEAUTE HOBBIIA.
YnopsaoyeHmne TekcTa

Mocne BBOfA TEKCTA BaM MOXET MOHaA06WUTLCA HEMHOrO M3MEHWTb ero mopagok, Hanpw[]
Mep MepeMecTUTb KakuelTb a63aubl B Apyroe MecTo AoKymeHTa. Hawbonee pacnpocTpaHeH [
HbIM CNOCO6OM YNOpSAOYEHMS TekCTa SABASETCA MCNonb3oBaHWe komaHg Cut (Bblpesatb) u
Paste (BcTtaBUTh).

1. BblaennTe TEKCT, KOTOPbI/ HEOBX0AHMO NepeMecTHTh,

[Ons BblfeNeHys TEKCTa MOXXHO MEpeTallvTh YKasaTe/b MbILLW U XKe, YAePKUBas HaxKaTol
Knasmuy <Shift>, HaxaTb COOTBETCTBYIOLLLYIO KNaBWLLY CO CTPENKOI.
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cOBET

oAby

[Ons BblfeNeHUs HECKONbKUX HECMEXHbIX hparmeHToB TEKCTA YAepXuBaliTe Haxartol
knasuwwy <Shift>, nocnegosatensHO Bblgenss Bce HEOBX0AMMbIE (ParMeHTbI.

Bbi6epute komaHgy Edit=Cut (Ilpapka= Beipe3aTs), HaXMUTe KOMOBMHaUWO
Knasuw <Ctrl+X> nnn wenkHnTe Ha KHonke Cut (Bbipesatb) CTaHJapTHOW naHe [
N UHCTpPYMeHTOB (puc. 5.1).

Knorka Konvposatb = r— KHorka Bctautb

Knonka Beipesats KHonka OTMEHUTH

Ha 1M <7 1 Kon i

S pycoowi o

AT AP BRn

Pue. 5.1. KHOMKW CTaHAApTHON NaHenm MHCTPYMEHTOB, NpefHa3HauyeHHble st
PefAKTUPOBaHNS TeKcTa

Word BpeMeHHO YAaNUT BblIeNeHHbIN TEKCT.

KonupoBaHve TeKcTa NPMBOAWT K TOMY, YTO BbleNeHHbI TeKCT Takxke ocTaetcs U B ucl]
XO4HOM MecTe. [lnsi TOro 4To6bl CKOMMPOBaTh TeKCT, Bblbepute KomaHgy Edit=Copy
(IMpaska= Konxpopars), HaXXMUTe KoMbuHaumio Knasuw <Ctrl+C> mnn wenkHute Ha
KHonke Copy (KonupoBaTtb) CTaHAapTHON MaHennm WHCTPYMEHTOB.

PacnonoxuTte Kypcop B TOM MecTe AOKYMEHTa, B KOTOpbIii Heo6xoammo nepemec ]
TUTb TEKCT.

AN nepemeLLeHNs Kypcopa MOXHO BOCMO/b30BaTbCs KMaBMLLAMM CO CTPe/Kamn WUim
LLENIKHYTb MbILLbIO.

. Boibepute komaHpy Edit=>Paste (llpapka= BcragHTh), HOXKMUTE KOMGUHALMIO

knasuw <Ctrl+V> nnu WwenkHuTe Ha KHonke Paste (BcTaBuTb) cTaHgapTHOM nall
He/ HHCTPYMEHTOB.

TekcT, KOTOprI71 OblN BblAeNEH npy BbINOTHEHNN N. 1, NosSIBATCA Ha HOBOM MecTe.

<OBST Momnmo komaHpg Cut (Bblpesatb) 1 Paste (BcTaBuTb) 4N nepemeLleHMs TekcTa Mo [l
HO BOCMO/1b30BATLCA U MbILLbIO.
5. BblgenuTe TeKCT, KOTOPbIi HEO6XOAMMO TepeMecTHTb.
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COBET

[ns BblgeneHUs TekCTa WM MepeTawimMTe yKasaTeslb MbIlUW, WM, YAEPXMBas HaxaTol
Knasuwy <Shift>, HOKMUTE COOTBETCTRYIOLYIO KNaBULLY CO CTPESIKOM.

MopaBeanTe yKasaTe/b MuIIIH K BblJ€/TIEHHOMY (hparMeHTy U, HAMXAB JIEBYH0 KHOMKY
MbILIW, NEPEMECTUTE ero.

YKasateflb MbILLW NPUMET BUJ CTPENKU C MPUKPENIEHHbIM NPAMOYrofbHUKOM; KpoMe
Toro, Word oTo6pasut Kypcop B BUAe IITPHX-TIYHKTHPHOH IMHUM, YKa3blBaIOLWWIA Ha TO,
rie MMeHHO OyfeT BCTaB/EH MepeMellaeMblii TeKCT Mocfie TOro, Kak Bbl OTMAyCTUTE
KHOMKY MbILLW.

Ecnn npv nepemMeLLeHNI yKasaTeNsl MbILWKW NPU BbINMOMHEHUW M. 2 YAEPXKMBaTb HaXaTol
Knasmiuy <Ctrl>, TO MOXXHO CKOMMPOBaTh Bblfe/IEHHbI TEKCT.

MepemecTUTe yKasaTe/lb MbllM TaKUM 06pasom, 4tolsl Kypcop B Buge WwTpux (]
NYHKTUPHOW NUHUM OKasancs UMEHHO TaM, Kyga Heo6XOAWMO BCTaBUTb Bbie [l
NEeHHbIN TEKCT.

OTNyCTUTE KHOMKY MbILWIU.
Word nepemMecTuT BbleNeHHBbINA TEKCT.

Bbipe3aHne 1 BCTaBKa TEKCTa C nomMoLLbio cpeacTsa Konnka

Ecnm Bam He06X0AMMO BHIPE3ATE HECKO/IbKO (DparMeHTOB TEKCTa M BCTaBUTbL MX B APYroM MmecTe (a
MOXET 6bITb, U B JPYroM JOKYMEHTE), BOCMO/Mb3YNTeCh TaknM cpeactBom Word, kak Spike (Konunka).

CpeactBo Spike (Konuika) MOXHO CpaBHWUTL C Yy4ylUeHHOW Bepcuein KOMOMHaumm mn3 06biy]
HbiIX KOMaHf Cut (Bbipesatb) 1 Paste (BcTaBuTb). s TOro 4To6bl BOCMONL30BATLCA 3TUM cpesl]
CTBOM, BbIMOJIHUTE CeaytoLme 4eCTBUS.

1.

oMy,
-

N
o A/

y

o

BbigenuTe TeKCT, KOTOPbI HE06X04MMO Bblpe3aTb.
HaxmuTe kombunanuw knasnw <Cirl+F3>.

Word BbipexxeT BblAeNneHHbI TeKCT U BCTaBUT ero B Gydep cpeactsa Spike (Konwuska)
(KOTOpOEe OKa3blBAeTCA He3aMeTHbIM).

Mpu coxpaHeHUn TekcTa B Gychepe cpeactBa Spike (Kommnka) oH okasbiBaeTcs Hegoc[ ]
TYAHbIM C MOMOLULIO CTaH4APTHOM KomaHabl Paste (BcTtaBuTb).

MoeTopuTe nn. 1,2 Ans KaXkaoro oparMeHTa TEKCTa, KOTOpbIii HE0GX0AMMO BbIpe3aTb.

MepemecTuTe Kypcop B Ty TOUKY AOKYMeHTa, B KOTOpPOW Heobxomumo BCTaBUTH
BbIpe3aHHbI TeKCT.

Haxxmnte kombuHaumio knasmw <Cirl+Shift+F3>.

Word BCTaBMT TEKCT B MOpPsiiKe, 06paTHOM TOMY, B KOTOPOM OH Obin Bbipe3aH npu Bbil_]
nosHeHnnnn. 1, 2.

Mocne Haxatna KoMGuHauumn knasuw <Ctrl+Shift+F3> Word yganut Bech TekcT, col]
XpaHeHHbI B Spike. Ecnn Bam HeO6XOAMMO BCTaBUTb BeCb 3TOT TEKCT, HO COXPaHWUTb
ero B Spike, BbIMOMHMTE cnegytoLine AelACTBUS.

MosTopute nn. 13InpeabiayLieii nociefoBaTenLHOCTH 4eNCTBUA.

7. Bbibepute komaHay Insert=AutoText= Autotext (Bcraska= ApToTekeT= ABTOTEKCT).

OTo6pasntca ananorosoe okHo AutoCorrect (ABTO3ameHa),
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8. lepemecTuTe Kypcop B Ty TOYKY AOKYMEHTa, B KOTOPOIi neobGxoiumo BCTaBUTb Bbipe ]
3aHHbIN TEKCT.

9. HpokpyTite BeCb CMMCOK AOCTYMHbIX 3/IEMEHTOB aBTOTEKCTA U LLUE/KHUTE Ha CoBe
Spike (Konunka).

B amnanorosom okHe AutoCorrect (ABTO3amMeHa) GyayT MpeAcTaBneHbl BCe (parMeHThl Tek [
CTa, KOTOpble Bbl paHbLLIE CKONUpoBanu B Bydep cpeacTsa Spike (Konunka) (puic. 5.2).

; [¥] Mnons30sams geTosasepwee :
' Lrofisl MMHATE NDEANCIKEHHLIT TBKLT, HEKMTE KnaBwwy BBOLL :

S sromedTa - M e " - LB

| [ Tomorure i
| ITnexemsr BynemBcTpetate-HoBbit I on M

Puc. 52. lnanorosoe 0KHO Asmo3amMeHa M03BoiseT NpocMoT [[]
peTb cogep>kumoe Konusku

10. LLlenkHuTe Ha KHonke Insert (BcTaBuTh).
Word BcTaBuT Becb TeKCT 13 Spike, HO He yaanuT U3 Hero.

VcnpaBneHve oLIMBOK

Bbl Cy4aiiHO yZanuamn He To, YTO HY>XXHO? BcTaBMeHHbIV TEKCT 0Ka3aicsl He B TOM MecTe oKy [
MEHTa, B KOTOPOM Bbl MIaHUPOBa/IN €0 pa3MecTuUTL? /11 OTMeHbI NOCNEAHEro AelicTBMS BbiNoa[]
HWTE OfiHY U3 CMEAYHOLLMX OMepaLnii.

v" Bblbepute komaHay Edit=>Undo ([Ipapka= OTmeHuTS).

¥ HaxmunTe KOMOUHaUMI0 KnaBuw <Ctrl+Z>.
v LLlenkHnTe Ha kHonke Undo (OTMeHUTb) CTaHAapTHOM MaHenu UHCTPYMEHTOB.

OBET Mocne kaxpgoro Bblibopa KomaHgsl Undo (OTMeHUTb) Bbl OTMeHsIETe pesysibTar
BbINOMHEHNS nocnedHeld onepauun. Ecnv Bbl CnyyaiHO NPUMEHWAWM KOMaHZy
Undo (OTMeHUTb) 6oMbLUe pa3, YeM HYXXHO, BOCMO/b3YMTeCb OAHUM W3 cregytol]
LMX Crocobos.

v" Bblbepute komaHgy Edit=>Redo (IIpapxa=>[loBToputs).
¥ HaXMuTe KOMOMHaUMI0 KnaBuw <Cirl+Y>.
v LLenkHuTe Ha KHomke Redo (MoBTOpUTL) CTaHAAPTHOW NMaHEeNN UHCTPYMEHTOB.
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Tlepenemenne no gorymenny Word

MepemeLyatbea No AOKYMeHTY Word MOXKHO Kak C MOMOLLbO MbILWK, TakK 1 C MOMOLLbI0 KnaBual ]
Typbl. XOTS MbILLUbIO MPOLLe YyNpaBnaTb, Knasuatypa MOXeT OKasaTbecs yaobHee, Tak Kak He npugeT[]
CA TAHYTLCA K MbILLM, KOrAa Balliv MasbLibl HAXOLATCA Ha Knasmarype.

/cnonb3oBaHne MbllLK AN1S NEPEMELLIEHNS MO JOKYMEHTY

Mbilwb valle gcero obecrneymBaeT MaKCMMaslbHYH) CKOPOCTb MepeMeLLeHUs MO LOKYMEHTY.
YT10o6b! 6bICTPO NMepemMeLlaTbCA MO 4OKYMEHTY C MOMOLUbLK MbIlM, BOCMO/b3YNTECH BEPTUKAIbHOWN
nosiocor NpoKpyTku (puc. 5.3).

BeryHok

Crpesnka BBepx
Monoca NpokpyTKu

ai

= ufEs wlel

et Pag i

CnepytoLas ctpaHmua

Mpeaplaywas cTpaHiua

Crpenka BHM3
Puc. 5.3. BepTukansHaa nonoca npokpy Tk Word

Monocy NPOKPYTKM MOXHO MCMO/b30BaTh CMEAYHOLLMM 06pa3oM.

v" LLLenKHWTe Ha CTPenKe, YKa3blBatoLLeli BBEPX UM BHM3, YTOGbLI MepeiTy Ha CTPOKY BBEpX
WM BHU3 NOC/E KaXO0ro Lienyka.

v" TlepemelLaiite GeryHOK MPOKPYTKM (HEBOMbLLOW Cepbliii KBagpaTUK Ha BEPTUKalbHOM Mol

floce MPOKPYTKM) B HY)KHOM Hanpas/ieHUW, HO MPW 3TOM Hefb3si TOYHO YCTaHOBUTL Me[]
CTOMOMIOXEHME B [JOKYMEHTE.
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v" LLLenKHWUTe YyTb BbILLE UK HUXKe BEryHKa NMPOKPYTKM Ha Mojoce NPOKPYTKM, YToGbl nel]
peiiTy Ha 0HO OKHO BBEPX W/ BHU3.

v LlenkHute Ha kHomke Next Page (Cnepywowas ctpanuua) unu Previous Page
(Mpepgpifywas cTpaHuLa), YTobbl MEPenT K CneayroLe Nnn npeaplayLlein cTpaHumLe.

R R

Ecnu Bawla MblLLb OCHaLLEHa KOTECUKOM, Y BaC eCTb [1Be JONOSIHUTE/IbHbIE BO3MOXHOCTU.

| ¥ BpauaiiTe KONECHKO AN NPOKPYTKM TEKCTA Ha OfHY CTPOKY BBEPX W/IN BHIA3.

| ¥ HaXmnTe KOJECUKO W MepeTackmBaiiTe yKasateNlb MbluM A1si MPOKPYTKMU TEKCTa BBEPX
| VNN BHU3.

/cnonb30BaHne KnasuaTtypbl Ans nepexoaa
MeXxay CTpaHuaMu JOKYMEHTa
s TeX, KTO HEHaBUAMT MblLLb WX NPOCTO NHOBUT paboTaTh C KNaBUaTypoid, 34ech NpuBeAeHbI
CMoco6bl NepeMeLLEHMS MO JOKYMEHTY C UCMOMb30BaHWEM KNaBULL.
v HakmuTe Knasuily <>, uTobbl NepeiiT Ha OfHY CTPOKY BHW3 B JOKYMEHTE.
v HaxmuTe KnasuLLy < >, 4ToGbl NEPETIN Ha OAHY CTPOKY BBEPX BIOKYMEHTE,

¢ v [lepkunTe HaxaToli knasuwy <Ctrl> 1 HaXXMnTe KnaBuLy <l> nnm <T>, uToBbI nepeiitn

: Ha OfiMH ab63aL, BHW3 Un BBEPX.

v HaxmuTe knasnwy <PgDn> (unu <Page Down> Ha HEKOTOpPbIX KfaBuatypax), 4tobbl nel]
peiTn Ha OfHO OKHO BHY3.

I v HaxmuTe Knasmwy <PgUp> (nnn <Page Up> Ha HeKOTOPbIX KnaBuatypax), utobbl mel]
peiiTV Ha 0fHO OKHO BBEPX.

Jepxute Haxatoit knaBuwy <Ctrl> 1 HaxmuTe Knasuwy <Hote>, uto6bl nepeiitn B call
MOE Hauasno OKyMeHTa.

T S T TR
<

v [JepxuTte HaxaToh knasuwy<Cirl> 1 HaxmuTe Knasuwy <End>, 4To6bl nepelitn B call
MbIA KOHEL, JOKYMEeHTa.

S

/icnonb30BaHine Komab! MepeiTy

Ecnn Bam Heo6X0AMMO MepeiiTh B KaKyto [T onpeAeneHHy YacTb JOKyMeHTa, KomaHga Go To
(MepeiT) 3HAYMTENBHO OGNErYUT U YCKOPWUT 3Ty MpoLesypy MO CPaBHEHWKO C WCMO/b30BaHMEM
MbILWW UK Knasmatypbl. KomaHga Go To ([MepeitT) No3BOAseT ObICTPO MEPENTU K Clenyiouemy
3/1IEMEHTY B [JOKYMEHTE:

[ ¥ onpegeneHHbI Homep CTpaHMLbI;

v KOMMeHTapuii onpeaeneHHoro Mosb30BaTens;

| ¥ 3aKnajKa B JOKyMEHTe.

UT06bI Mcnonb3oBaTb KoMaHay Go To (Mepeiit), BEINOAHUTE CReaytoLme AeACTBUS.

1. Bblbepute komaHgy Edit=>Go To (Ilpapka=I[lepeiiTH) UM HAXKMUTE KOMGMHALWIO

Knaeumw <Ctrl+G>.
MosBuTcA BKNagka Go To (Mepeiitn) amanorosoro okHa Find and Replace (Haiitn n 3al]
MeHUTb) (puc. 5.4).

2. BBegnTe HOMep cTpaHUubl (MAWN IHedKHHTE HA HEOOXOAMMOM 3/1IEMEHTE) U HaXKMUTE
knaemwy <Enter>.
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Word nepeiieT K BbIGpaHHOMY 371EMeHTY, TaKOMY Kak CTpaHuULa Uan CTpoKa ¢ onpeaeneH ]
HbIM HOMEpOM.

3. LenkHute Ha kHonke Close (3akpbiTh) nan HaxkmuTe Knaesuwy <Eso.

ool il e A O
' — -—
[na nepexoAa Bnepea WM Hasaa OTHODUTENLHD l
TEKYLLEC MONOKEHNA uCnans3yHTe 3Hac1 + 1 [ 1
Tpueaep: +4 COOTBETCTEYET NEPEXDAY ENEDEA Ha NETLDE |
INEMSHTS (MR, TSR],

Puc. 5.4. Wcnonb3yiiTe BKNagKy MepeiiTu gnanorosoro okHa Hail[l
T U 3aMeHUTb AN Nepexofa B ONpeeneHHy YacTb JOKYMeHTa

Jlouck W 3auena rekcia

OfHa 13 caMbixX pacnpocTpaHeHHbIX 3a4ay PefaKTUPOBaHUA COCTOMT B HaXOXAeHWW CNoBa Un
Lenoii hpasbl 1 UX 3aMeHe Ha ApYroe CNoBO MK (hpasy COOTBETCTBEHHO.

Nonck Tekcta

ECnv BaM HeOBXOMMO HalTL B JOKYMeHTE Onpe/ie/ieHHbIV (hparMeHT TeKCTa, BbIMOMHWUTE cnel]
ZytoLLipe warm,

1. Bblbepute xomanay Edit=Find (Ilpaska= Haiita) nam HaXxmuTe KOM6MHaumio knall
Buw <Ctrl+F>.

MosiBnTCA AmManoroBoe okHO Find and Replace (HaiiTh 1 3aMeHUTb), NOKa3aHHOE Ha puc. 5.5.

[ Beuenim, soe 2nemenmel, iafgmsam o:
i el el d s

Puc. 5.5. inanorosoe okHO HailTu n 3aMeHUTb

2. B none Find (HaiiTn) BBEAWTE NCKOMOE C/I0BO UW (hpa3y.

qomty Ecnu Bbl gonyctunm owmnbky npu Beoge, Word Bpsif v ygacTces Uto[Td HaliTn.

3. HauynuTe nouck, WenkHyB Ha kHonke Find Next (Haiitu ganee).

Word BbIAenuT TeKCT, HalifieHHbIV B JOKymMeHTe. [py NOBTOPHOM LLienyke Ha KHomMke Find
Next (Haiitn ganee) Word BbINO/HUT MOUCK CNeAyOLLEro 3K3eMnasapa cnosa unm passbl.
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4. UlenkHuTe Ha KHonKe Close (3akpbITb), UTO6bI 3aKpbITh Ananorosoe okHo Find
and Replace (HaiiTn n 3aMeHUT).
e LLlenyok Ha kKHonke More (Bonblie) B auanorosom okHe Find and Replace (Haiitn n
3aMeHNTb) MO3BONSAET 3aaTb JOMONHUTENbHbIE NapaMeTPbl 41 NMOUCKa TeKCTa, Kak nol]
KasaHo Ha puc. 5.6. HanprmMep, BaM MOXeT MOHag06MUTbCA BbIMOAHWUTL NOMCK C/oBa Lel ]
JIMKOM  (4TOGbI MPefoTBPaTUTL, HamnpuMep, HaxOoX[eHWe CNOB [Py3 W nepezpysxa),
a TaKXe yKasaTb perucTp CMMBOJIOB.

| r—— r-] L“E!M ~ j B .":.'_.-,_'m'...nm__-x:\&:t |

Puc. 5.6. lMocne wenyka Ha KHonke Borblie y Bac nosensieTca Bo3[]
MOXKHOCTb 3afjaThb [OMNONHUTENbHbIE NapaMeTpbl noucka

3amMeHa TekcTa

OyeHb YacTOo Y BaC MOXET BO3HUKHYTb HEOBXOAMMOCTb HATU OMnpeaenieHHble (hparMeHTbl Tek [

CTa N UX aBTOMATUYECKUN 3aMEHUTb UX APpYTUMMU.
YT06bl HaWTK cnoBo (MK (hpasy) M 3aMeHUTb ero Ha Apyroe cnoBo (Mv hpasy), BbINOAHUTE

crnefyoLLee.
1. Bbi6epute komaHay Find="Replace (Ilpasxa= 3amMeHUTb) UM HaXXMUTE KOMGMHA[ ]

umio knasuw <Ctrl+H>.
MosiButca granoroeoe okHo Find and Replace (Haiitn n 3ameHnTs) (puc. 5.7).

Puc. 5.7. [manorosoe OKHO HaiiTu » 3ameHMTb no3sonseT ykall
3aTb TEKCT, KOTOpbli HEO6X0AMMO HaliTW, a TakKe TeKCT, Ha

.KOTOprI‘/‘I €ro Heob6xoAMMO 3aMeHUTb
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2. B TekcTtoBoe nosne Find what (Halitn) Beegute cnoBo (unu dpasy), KOTOPOE Bbl
XOTUTE HalTH B JOKYMEHTE.

Ecnm Bbl fonycTiv own6Ky npu Beoge, Word Bpsig v yaactes ytolTd Halitu.

3. B TekcTtoBoe none Replace with (3amennTs Ha) BBeANTE cnoso (Wam dpasy), Ha
KOTOpOE Bbl XOTUTE 3aMeHWUTb CNoBO (UK hpasy), KOTOpoe 6bIN0 BBEAEHO B MoJie
Find what (HaiTun).

4. BbINOMHNTE OHO M3 CEAYHOLLMX AeACTBUIA.

e LlenkHnTe Ha KHonke Replace (3ameHuTb). YKasaHHbIA Bamu ans nowcka cpar ]
MEHT TeKcTa BYLeT BbleNeH, M Bbl CMOXETE 3aMEHUTb WAN MPOMYCTUTL €ro.

= LlenkHute Ha kHonke Replace All (3ameHuTb Bce). Bce ak3eMnspbl ykazaHHOIO
BaMu Ans momcka dparMeHTa TekcTa 6yayT 3aMeHeHbl aBTOMaTUYECKU.

5. WenkHnTte Ha KHonke Close (3aKpbITb), YTOObI 3aKpbITb AManorosoe okHo Find
and Replace (Haiitn n 3ameHUTb).

j&zoé’e/z/ca shasmaniukin W opghozhaghitie

MocnegHwid war B pa6oTe Haf TEKCTOM COCTOWT B MpOBepke optorpaduy U rpaMmMaTiku, 4tol]
Obl pas/IMuHble OLIMGKM He OTB/IEKAIM OT OCHOBHOIO B [IOKYMEHTE — €r0 CMbIC/IOBOTO COAEPXKaHUs.

MpoBepka opdorpadum 1 rpamMmmaTikm B roTOBOM [JOKYMEHTe

Wo

rd npeanaraeT HECKOMbKO CMOCOG0B MPOBEPKM Opdorpadium U rpaMMaTMKU B JOKYMEHTE.

CaMmblii NpocToli Croco6 COCTOUT B BbIMOMHEHWUMW CEAYIOLLMX LLIAroB.

1.

4.

Bbligenute TekCT, B KOTOPOM HEOOXOAMMO BbIMOAHWUTL NPOBepKy opdorpadun u
rpammaTtuku. (MponycTuTe 3TOT wiar B C/lyyae HE06X0AMMOCTM NPOBEPKM BCEro AoKy [
MeHTa.)

BbibepuTe OfHY U3 CeayoLnx BO3MOXHOCTEA.

= Haxmute Knasuwy<F7>.

« LlenkHute Ha kHonke Spell Check (MpaBonucaHWe) cTaHAAPTHOW MaHENN UHCTPYMEHTOB.
= Bbibepute komaHgy Tools=Spelling and Grammar(Cepeuc= [Ipaponucanmne).

Kaxpblii pa3, korga Word o6HapyXmBaeT BO3MOXHYI0 HETOYHOCTL, Ha 3KpaHe MOsBseTCA
ananorosoe okHo Spelling and Grammar (IMpaBonucaHWe), NokasaHHOe Ha puc. 5.8.

Bb|6ep|/|Te O[IUH U3 BAPHAHTOB, B 32aBMCHMMOCTH OT TOIO, YTO Bbl CHNTAETE HY>XXHbIM.

< LllenkH1Te Ha NpeanoXeHHOM BapuaHTe MCNpaBneHWs U LWenkHuTe Ha KHomke Change
(3ameHNTD).

<  LllenkHute Ha KHorke Ignore (MpomnycTnTb), 4TOGbI MPOMYCTUTh C/IOBO OAUH pas.

= LUlenkHute Ha kHomke Ignore All (MponycTnTb BCE), 4TOObLI NPOMYCTUTL BCE MOAOGHbLIE
cnyyau.

Mocne Toro kak Word 3aKOHUMT MpOBEPKY [OKYMEHTa, Ha 3KpaHe MOsBUTCS coobluchmue:
NMpoBepka npaBonncaHWs B [OKYMEHTE 3aBeplieHa.-

llenkHnTe Ha KHonke OK.
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B ROEATE

YABOKALIA
I

Pue. 55. Mposepka npasomicanus B Word

MpoBepka opdhorpachim 1 rpaMMaTKA Mo XoZy HanMcaHms
[I0KyMeHTa

Mo Mepe TOro Kak Bbl MNevataete, Word BeeT cebs KakK yumTe/lb NpaBonmucaHust v HemedsieHHo nog]
UePKMBAET BO3MOXHbIE OLLMGKM, UTOGbI MPUB/EYL K HAM Ballle BHUMaHWE; 3eieHast BOJIHMUCTas IMHUSA 03-
HayaeT BO3MOXHYH rpaMMaTMYEeCKyHo OLLMGKY, a KpacHas yKa3sblBaeT Ha opdporpaduueckme oLnGKu.

UT06bl BLISICHWUTbL, B YeM 3aK/IHOUaeTcs rpaMmaTnyeckas owmbKa, KoTopyto Bblgenun Word, bl
MOMHUTE CHENYIOLIEE.

1. LLLeNKHUTE IpaBon KHOMKOM MbllLM Ha NOAYEPKHYTOM CoBe.

MoABUTCS KOHTEKCTHOE MEHI0, MoKasaHHoe Ha puc. 5.9.

KpacHasa BofHUCTas MMHUA 03HAYaET, YTO B C/I0Be AONYLLEHA oWKnbKa. 3eneHas BONHMCTas
JINHNA YKa3bIBa€T Ha rpaMMaTN4eCKYH OLIJI/I6Ky.

2. BblGepuTe 0AUH U3 CAEIYIOLIHX BAPUAHTOB.
e LLieNKHWTE Ha 04HOM U3 CNOB, KOTopble npednaraet Word.

= LlenkHute Ha KHonke Add to Dictionary ([06aBuTb), 4TOObI J06aBUTL MOLYEPKHYTOE
C/IOBO B C/10Bapb. B fanbHelillem 310 CNOBO NOAYEPKMBATLCS He OygeT.

e LLlenkHuTe Ha KHOMKe Ignore (MponycTuts).
= LlenkHute Ha kHonke Ignore All(IIponyctute BCe).
Word y6epeT KpacHYH Wn 3e1eHYH0 BOHUCTYIO IMHUIO.

Ecnn Bbl He XoTwTe, 4T06bl Word npoBepsN OAHOBPEMEHHO rpammMaTuKy U opdorpaduio,
OTK/IOUUTE NMPOBEPKY rPaMMaTUKN.

3. BbibepuTe komaHay Tools= Options (Cepsuc=Ilapamerpsi).
MosiBnTcA fmanorosoe okHo Options (MapameTpbl).
4. Mepengnte Ha BKNagKy Spelling & Grammar (MpaBonuncaHue).
Ha akpaHe oTo6pa3siTca napaMeTpbl NpaBonucaHna, Kak nokasaHo Ha puc. 5.10.

5. YcTaHosuTe hnaxkkn Check Spelling As You Type (ABTOMaTMyecku npoBepsATs optpo ]
rpacuto) n Check Grammar As You Type (ABTOMaTUYECKN NPOBEPSATHL IPAMMATHKY ).
Ecnn 3T thnaxkuy ycrasosnensl, Word aBToMaTUyeCcKu BbIMOMHUT COOTBETCTBYIOLLYIO Mpo[]
BepKy. Ecnu e oHu 6ygyT copolleHbl, Word He 6yaeT aBTOMaTUUYECKW BbIMOMHATL COOTBET ]
CTBYIOLLYYIO MPOBEPKY.

6. LLenkHuTte Ha KHonke OK.
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[¥] grromamusc nposepss apcparadisn
D He BLiAENATE CNoBa C olMbKar

BCI/jA MPEATEraTS 3aMety
le'mmnuo VI3 DCHOSHOND CIoBapst

|E¥] nparyerams cnoea ks mporicH Sye

[¥] rponyexams cnosa ¢ wadbpars

[ nponyciams appeca MHTepHeTa 1imera thadinos

[ M NPOBEPATE (RAMHATAY Haiop npaewm;

O ve sspens e cafoen NN |
0 Taikye NPOBEpATE (prharpadeaa
[ cravcukayaobowmassocy

Puc. 5.10. \Word no3sonseT Nerko exmoutms UM 0TKNOUMTb QYHK ]
LM aBTOMaTMYECKON NpoBEPKM opdorpacny 1 rpaMMaT KK
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ABTOMaTNYECKOE MCMpaB/eHMe OLLUMOOK NpPaBoNMMCaHnsA

YT06bI HE 6ECMIOKOUTLCS O NPOBEPKE NPaBOMMCaHUA B JOKYMeHTe, No3BonbTe Word aBTomatun[]
YECKM UCMPaBNATb NH0Oble AOMYLLIEHHbIE BaMM OWNGKM. KaK TOMbKO Bbl BBEAETE C/IOBO C OLLUMOGKOIA,
nporpaMmMa HeMea/IeHHO ero NCrpasuT.

COOTBETCTBYHOLLIEE 3amMevaTeNlbHOe CPeAcTBO, KOTOpPOe HasbiBaeTca AutoCorect (ABTo3amMeHa),
NoAfepXKMBaeT CMMCOK YaCcTO BCTpedaroluxcs OMevyaTok M mx ucnpasneHunidi. Korga Bbl nevataeTe
C/IOBO, KOTOPOE eCTb B CMUCKE OLUMOOK aBTO3aMeHbl (Harnpumep, MM BMECTO UM MO0 Txa BMECTO
TaK), aBTO3aMeHa HauMHaeT AeCTBOBaTb M MCMpPaBAseT oneyaTky (co3gaBas y Bac NPUSTHY wuno]
31110, YTO 3TO Bbl CAMUW HAMMCaW BCe MPaBU/bHO).

UToGbl BHECTU W3MEHEHWs! B CMIMCOK aBTO3aMeHbl, BbIMOSHWTE CrieaytoLpe AeinCTBuS.

1. BbibepuTe KomaHgy Tools= AutoCorrect Options (Cepeuc=I[lapameTpsi aBTO3aMeHbl).
MosiBnuTCA ananorosoe okHo AutoCorrect (ABTo3ameHa) (puc. 5.11).
2. B none Replace (3ameHnTb) BBEAWTE C/TIOBO, B KOTOPOM Bbl YacTO AOMyCKaeTe OLINOKY.

MpOKpPYTUB CMUCOK, Bbl CMOXETE YBUETb BCE HEMPABW/IbHO HamMcaHHbIE CI0Ba, KOTOPble
y>Xe 13BecTHbl Word.

3. BeenuTte NnpaBWbHO Hanucanuoe cN10BO B nose With (Ha).
LLlenkHnTe Ha KHonke OK.

[ noxasary kon B0mox-OCTER 381 D3amesa

Vvicnpaenak e MPonUo-e Gykebl B Havane CoEa
%] Aenats nepewie Gyvee! [peanmreni nponAcHsee
[# nenam: nepee fykes ausex Tabnal nporuc s

[ Micams Hasearsn aHeiic nporsso-oi Byiek 7] waorpasnere packnagky KnasuaType:
| 0 YCTpaHATe NOCDEACTEMA CryuSHHOrC Hawata CAPS LOCK
¢ SRR MM BBOAR
i | samerms: Ha:

Puc. 5.11. AnanoroBoe OKHO Agmosamera

cOsEL pynny napameTpoB aBTO3aMeHbl MOXHO WCMO/b30BaTh ANS1 CO3[aHWUA aKpPOHWMOB,
NPeACTaBASAOLWMX YacTO UCMONb3yeMble pasbl. Hanpumep, ecnn B none Replace
(3ameHnTb) BBECTU EC, a B none With (Ha) — EBponeiicknii Cotos, To npu Kax[]
oM BBofe EC Word 6ygeT aBTOMAaTMUeCKMU 3aMeHsTb 3Ty MOCNef0BaTeNlbHOCTb Ha
Esponetickuii Coto3.
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Jlogcuerz cnos

ViHorga Bam MOXeET MOHafo6UTLCA OrpaHWuWUTL AOKYMEHT, Haf KOTOpbIM Bbl paboTaete,
onpefeneHHbIM KOMMYeCTBOM CMMBO/IOB WM CAOB. s TOro 4YTOGbl MOAY4UTb MOAPO6HbLIE
CBefieHWsl, BOCMOMb3yiTeCh TaknuM YyAo6HbIM cpegctsom Word,
kak Word Count (CtaTtnctuka).

(LTanaTea

1. Bblgenute Heo6XoaMMbIi (parMeHT  TeKCTa. | cpsw . O <l
(MponycTute 3TOT War, ecny XoTUTe nogcuutatb cnol ) = - palh]
Sraeon (Gea npobence) 6440 =
Ba BO BCEM [OKYMEHTe.) | - o ft npobenated) 2968 |

LLEE T 41

2. BbiGepute komangy Tools=Word Count (Cepeuc= | .0 1

CratucTuka). -
MosBuTca guanorosoe OKHO CratuctMka (puc. 5.12), B | [ ywmueate scecoca

KOTOpoMm 6yayT MpefcTaBNieHbl Takue cBefleHWA, Kak KO ([ reen | T
NNYECTBO CNOB, CTpaHWL|, ab3ales M CTPOK B BbIJENEHHOM AT —
(parmeHTe MM JOKYMEHTE.

Puc. 5.12. 5 smom [anoroBom ox-
3. LWenkHute Ha KHomnKe Close (3aKkpbITh). He npuBedeHbl pasnndHble cTaTul]
CTUYECKME CBEJEHNSA O JOKYMEHTE

Coxpanenue gorymensia

MoTpaTMB HEKOTOpble BPEMS U YCUIWA Ha MOArOTOBKY AOKyMeHTa Word, Bbl HaBepHsKa 3axotv[]
Te COXPaHMTb MOMYYEHHbIE Pe3y/NbTaTbl, YTO6bl MMETb BO3MOXHOCTb BOCHOIL30BATLECS UMU B /b
HeliteM. Word npefocTaBnsieT HeCKONbKO CrOCO60B COXPaHEHMS OKYMEHTa.

Kak coxpaHuTb [OKYMEHT

[Ansa coxpaHeHus haiina Ncnonb3yiTe 0ANH U3 ClenyIOUHK METOLOB.

v Haxmute KOM6UHaUuio Knapuw <Ctrl+5>.
"

LLlenkHUTe Ha KHomke Save (CoxpaHWTb) CTaHZAPTHOW MaHenn WUHCTPYMEHTOB (KHOMKa
C 1306paxeHnem rmbKoro Aucka).

5 v" BbibepuTe KoMaHgy File= Save (Daitn= Coxpauurs).

BWJIO, MMEHa 4O/KHbI GbiTb OnucaTeNbHbIMK, Hanpumep MucbmMo nane unm 3noGHoe
nocnaHve OwBLei Cynpyre, YTo6bl Yepe3 HEKOTOPOe BPeMsi Moc/e HanucaHus o]
KYMEHTa Bbl NIErKO BCMIOMHU/W €r0 COfiepXKaHue.

<‘,~-=’> Ecnn Bbl coxpaHsiete dhaiin nepsblii pa3, Word nonpocut ykasatb uMs daiina. Kak npal]

Ecnn Bbl paboTaeTe C HECKOMbKUMW LOKYMEHTaMW, MPU UX COXPAHEHWM HaXMUTE KaaBuULLy
<Shift>, nocne yero BblGepnuTe KomaHay Parin=>CoxpaH1TL BCe.

qoRy

Camoe ANMHHOE MMA (haiina MOXET cocTosTb M3 255 cUMBO/IOB. B mMeHW thaiina He

( LO/DKHbI MCNOMb30BATLCA CNEAyHoLLMEe CUMBONLI: Kocas 4eprta (/), obpartHaa Kocas (),
L’ 3HaK 6osble (>), 3HaK MeHbLle (<), 3Be3fouka (*), 3Hak Bonpoca (7). kaBbluku (), pa3[]

AenuTenb (I, aBoeToune (;), TOUKa € 3anaToi ().

ABTOMATMYECKOE CO3[aHNe Pe3epPBHbIX KOMWiA (hainos

Ecnu Bbl GouTech NOTepATb AaHHbIe (Y4TO BMNOAHe BepoATHO u3[34 cnocobHocTn Windows Hel[ ]
0XWAaHHO "3aBuUcatb"), BOCMONb3yiTech cpeacTeamu Word ans co3gaHns pe3epBHbIX KOMUIA.
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CpefcTBa pe3epBHOIO KOMMPOBaHWUS CO34al0T BTOPYH (Pe3epBHYHD) KOMWUIKO LOKYMeHTa npu Kall
XOOM €ero coxpaHeHuwn. [Ana konuu (hainna ykasbiBaetca mumsi Backup of  [ums  umcxogHoro
thalina] (Konus [ums ncxogHoro daiinal). Hanpumep, ecnv Bbl paboTaeTe Haf JOKYMEHTOM naH
MOKOPEHWs Mupa, TO A1 €ero KOMWW aBTOMaTWYecKM YykKasbiBaetTca ums Konus  MnaH
NoKopeHns Mupa. MOCcKoNbKY pe3epBHas KOMUS COXPaHSETCA B O4HOW namnke ¢ MCXOAHLIM AOKYy [
MEHTOM, yfaneHune 3Toi NankKy NPUBOANT K YAaNEHWIO LOKYMEHTa 1 ero Pe3epBHOI KOMUN.

[ns 3afaHna aBTOMATMYECKOrO COXPaHEHUs BbIMOMHUTE CefytoLLMe AeACTBUS.

1. Bbibepute komaHay Tools= Options (Cepene=Ilapaverpei).
MosBuTtcs granorosoe okHo Options (MapameTpbl).

2. MepelignTe Ha BKNagkKy Save (CoxpaHeHMe).
MosiBnTCS BKNagKa Save (CoxpaHeHUe) AnanoroBoro okHa Options (Mapametpsl) (puc. 5.13).

J_.ﬁg\c- 1. Coupe 1 Mpasra fnunr\. 4

MapaMe TRl COXpaHeHAR

[F] npeanarate ganonrase ceoiicrs gonyMedTa
O 3anpiC Ha Cogpaqerss Wabnona Normal.dot

O pazpeumTs GRICTOOR CONMHEHE
0 PazpgumTe (poHOBOE COXPAHEHME O CoXpaHATE TOMBKD AaHHbIe AnA HopM
D BHePATE Wpud T TrueType O BHEAPATE MAH{BMCTH UBOKAE LoHHGIE

) by FONMIE LT

i T (i s 18 Wgardie
[7] coanasars nokansrele konws hainoe, CopaHersu Ha CETEBbIE 1 CHEMHbIE AACKA
[ gerocoxparere kaxape: o z‘tf YT
E&Emmh{nqrvvem T 2

D LORPEHAAT= TMENT-TEM Kak CBOVCTBA XML B pefi-cTpakaad

| wopmar no pronuaesc
. =z
| coxpavams dhadine Word kak: | Aosyrentword {* dac)
| L S
|

[7] orknigumes cpeactea, peanacsasase nocna:

oo J{iomeu ]

Puc. 5.73. MapameTpbl COXpaHeHWsi, [OCTYMHble B AWMan0roBoM
OKHe [lapameTpbl

3. YcTaHoBuTe thnaxkok Always create backup copy (Bcerga cozgaBaTthb pe3epBHYHO

KOMuIo).
4. LlenkHuTe Ha KHonke OK.

aand Word Takxke npegnaraet dnaxok Allow fast saves (PaspelimnTb ObICTPOE COXpaHEHUE),
KOTOPbIA Bbl MOXETE YCTaHOBUTbL MOC/E BbIMOMHEHMA M. 3. JTOT (hnaXoK no3BoseT 6bi[]
CTPO COXPaHATb (hainbl, TaK KakK Npu 3TOM COXPaHSIOTCA TONbKO BHECEHHbIE BaMy M3Me[]
HeHus (B OTAENbHOM HEeBOMbLIOM BpeMeHHOM daiine). Ecnm Bbl pelumny ncnosb3oBath
BO3MOXHOCTb ObICTPOr0 COXpaHeHusi, Mepuognyeckmn copacbiBainte naxok Allow fast
saves (Pa3pelnTb 6bICTPOE coxpaHeHue), 4Tobbl No3sonuMTL Word coxpaHuTb Bce BHel[ ]

CeHHble N3MEeHeHUs1 B 04HOM chaiine.
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[NaBa 6

KaK yKpacuTtb AOKYMEHT

8 3TOW ziabe. ..

v' dopmartnpoBaHue [OKYMEHTa BPYUHYIO
v" dopmaTMpoBaHue JOKYMEHTA C MOMOIIEK) TeM W LUA6IoHOB
¥" BblpaBHMBaHWe TeKCTa

v" Co3fgaHue TabnuL, U CrMCKOB

NoBa He BCErfa MMetoT BacTb Haj NtoAbMu. MoMMMO TOro YTO MMcaTb Hafo YeTKO U SACHO,

(3T0 BCTpevaeTcs KpaliHe pefKo), NMPUXOAMTCA Takxke (hOpMaTMpOBaTb HanUCaHHbIA TeKCT

TaK, 4ToObl MI0AM 3aX0TeNIM Ha HEero B3rNsAHyTb. Yem npusfekatenbHee BbIrNAAUT 0Ky []
MEHT, TeM 60/bllie BEPOSTHOCTb, UTO Y Koro-HuOy/Ik HalileTcs BpeMs NpounTaTh ero.

Word npegocTaBnseT aBa cnocoba hopmMaTvpoBaHMA TEKCTA: BPYUYHYHO M C MOMOLLbIO CTUnei (4To
37O Takoe, Bbl y3HaeTe B HacTosLLel rnase). dPopmaTvMpoBaHMe TeKCTa BPyUHYyt TpebyeT 6onbLumx 3al]
TPaT BPeMeHW, HO MPU 3TOM MpefocTaBnseT 60/blle BO3MOXHOCTENR. Mcnonb3oBaHue LabnoHoB —
crocob 6onee HbICTPbIA, O4HAKO B 3TOM CNyYae Bbl He BCEr[a CMOXETE MO/YYUTb XKeNaeMble peyiib-
TaTbl, NO3TOMY NPUAETCA fOPabaTbiBaTh UX BPYUHYHO.

Kakoii e criocob Bbi6paTh? O6al Ecnn Bbl cnewumTe, NCNOMb3yiTe WabnoHbl. Ecan Bbl xoTuTe
paboTaTb CaMOCTOATENLHO, (DOPMATMPYITE TEKCT BPYUHYHO.

- —— —
Popuarmupobanue rencriza Ehuyryso
UT06bl U3MEHMUTH BHELLIHUIA BUf TEKCTA, MOXHO U3MEHWTL CIefytoLLe ero napameTpbi:
v WpKUGT 1 ero pasmep;
i ¥ HauepTaHue (MONYXUpHOe, KyPCUBHOE UMM MOJYEPKMBaAHME);
| ¥ LBeT TeKcTa.

Bbibop wpudiTa 1 ero pasmepa

Ha Balem KoMMNblOTepe HaBepHsKa YCTAHOBMEH pAf WPUQTOB, O CyLLECTBOBAHWMN KOTOPbIX
Bbl JaXe He Mofo3peBaeTe. A y3HaTb 3TV WPUGTHLI Noy4Llle 6bi10 6bl KpaliHe NOAe3HO ANS Bac,
MOTOMY YTO C MOMOLLbLIO Pa3INYHbIX LIPUGTOB MOXHO AeNaTb YAMBUTENbHbIE Belm ¢ Hanevall
TaHHbIM TeKcToM! OCHOBHOE MNpefHasHaueHue wpHdhTos — U3MEHATb BUZ 6YKB. BOT npumepsl
HEKOTOpPbIX LUPUXTOB:

?.‘ v" Times New Roman;
- ¥ Courier;

| v Arial.

.



¢OBET Kak To/bKO Bbl LUe/IKHETe B BhinajgamoiieM cnucke Font (LWpudt), Word HemeaneHHo
0TO6pa3nNT CMUCOK BCeX LIPU(TOB, YCTAHOBMNEHHbIX B CUCTEME, & TakKXe WX BHELUHWN
Bug (puc. 6.1).

MonyX1pHbIiA

CnucokPasvep wpudta | Kypcus

Criicok LUpudpt MoayepKHyTbIN

l : 2 LITHOS REGULAR

i * Lucida Bright

| % Lucida Calligraphy

-] * Lucida Console &
* Lucida Fax =
% Lucida Handwriling

* Lucida Sans

* Lucida Sans Typewriter

| * Lucida Sans Unicode 4 [
| Maguats 2

Puc. 6.1. B Bbinagawolem cnvcke LLUpudT onobpaxcaiomcs Bce yCTAHOB/EHHbIE B CUCTEME LUPUG T bl

Pa3mep WpndTa NO3BONSET CAeNaTb TEKCT 60/blUe AN MEHbLUE, HE3aBUCUMO OT TUMa LWpUQTa.
OfHV WpUDTLI Nyylle CMOTPSTCS, ecin 3afaHbl 60MblIve pasMepbl, Apyrve — ecnn 3adaHbl Mall
NeHbKMWe pa3Mepbl, a HEKOTOPbIe BbITSAAT YXKaCHO B I06OM C/yuyae.

Ecnu Bbl He 3HaeTe TOUHO, KaKOM LUPUIT 1 ero pasmep MCMosb30BaTh B TEKCTE, MO3KCMepuMeH [
TUPYViTE C PasNNYHBIMM KOMGUHALMSMI 1 pasmepaMu LUPUADTOB, YTOGbLI NOCMOTPETb, KaKue U3 HUX
[enaroT TeKCT MpuBMeKaTebHee.

TALT
2 EcCnn Bbl NnaHupyeTe 06MeHMBaTLCS AOKYMEHTaMU C ApyrMmuy nonb3osatensmu, otaall

BaliTe MpeAnoyYTEHNe CTaHAAPTHbIM LWpUdTam, TakuMm Kak Times New Roman win MS
Sans Serif. MOMHMTe, YTO BblYYPHbIe LWPU(TLI YCTAHOB/EHb! Ja/leKO He Ha BCex KoMnMb[]
IoTepax, NO3TOMy IOKYMEHT, HabpaHHbIA OAHWM W3 HUX, MOXET BbINAAETb MPOCTO
yXacHO Mpu NpPocMoTpe Ha APYrom KoMMbloTepe.

YT06bl M3MEHUTb LLIPUT 1 ero pasmep, BbIMOJHUTE CleayHoLLee.
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1. BblgenuTe TekCT, KOTOprI;i Bbl XOTUTE U3SMEHUTb.

2. LlenkHnTe Ha cTpefike packpbiBatowerocs cnucka Font (LUpudT) naHenn uHctpy[]
MeHTOB (popMaTMpoBaHuA.
Word 0To6pasvT BblfeN1eHHbIV TEKCT C UCMO/b30BaHWEM TOMIbKO YTO BbIGPaHHOIO LwpudTa.

3. LLenkHUTe Ha CTpesike packpbliBatoLleroca cnucka Font Size (Pasmep wpudTa) nall
HeNn MHCTPYMEHTOB (DOPMATMPOBAHUS (0H pacrnonoXKeH PsAOM C OKHOM crnvcka Font
(IipudT)) N BEIGEPUTE pasmep mMpHHTI.

Word 0To6pasunT BblAeNeHHbIN TEKCT C MCMO/b30BaHNEM BbIGPAHHOIO LUpUQITa 1 ero pasMepa.

M H by,
9= Ecnv wpndT 1 ero pasmep Bbl6paHbl 63 NMPeaBapuTeLHOTO BblAeNeHus TekcTa, Word

” aBTOMATMYECKM NPUMEHUT BbIGPaHHBbIV LWPUMDT 1 pa3mep LLpUQTa K Ni060My TeKcTy, Kol
Topslii GyfeT HaneuyaTaH BMOCNEACTBUM.

Bbibop HauepTaHus

[ns paclwmpeHns BOIMOXHOCTE ynpaBneHus Bugom Tekcta Word 2003 no3BonsieT Bbl6paTbh
HauyepTaHMA: MOMYXWUPHBIA, KYpPCUB U NOAYEPKHYTHIA, HE3aBMCMMO OT BbIGpaHHOMo WpugTa 1
ero pasmepa.

¥ 2T0 NpefnoXKeHNe BbIAENEHO MOMYXKUPHbIM.
OTO0 Npeano>kKeHne BbIENeHO KypCuaoM.
3T0 NpeanoXeHve Moa4epKHYTO.

NN K

Ha npumepe 31oro nNpeasiokeHWUs Bbl BUAUTE KOMOMHHDOBaHME HaYepTaHUi —
B laHHOM C/yyae 3TO MONYKHPHLIH N N0XYeDKHYTBIH,

LN UI3SMeHEHMWS HauepTaHWs BbIMOTHUTE CleayroLLmMe felACTBUS.

1. BblgennTe TEKCT, KOTOPbIA Bbl X0TUTe M3MEHNTD.
2. BbibepuTe 0fuH U3 cnefyloWmMX BapuaHTOB, B 3aBMCMMOCTM OT TOr0, Kak JO/DKEH, No
BalleMy MHEHUIO, BbIMSA4ETH TEKCT.
« LllenkHnTe Ha kHomke Bold (MonyXupHbIA) NaHenn UHCTPYMEHTOB (hopMaTUPOBaHMS UK
HaXMUTE KOMBUHaumio knasui <Ctrl+B>.

« LlenkHuTte Ha KHonke Italic (KypcuB) naHenn WHCTPYMEHTOB (hopMaTvpoBaHUsA wuamn Hall
XMUTE KOMOMHaUMIo Knasu <Ctrl+I>,

« LlenkHnTe Ha kHomnke Underlined (MoayepKHyThIN) MaHenM MHCTPYMEHTOB dhopMaTtpo]
BaHWS WM HKMWUTE KOMOMHaumio kKnasnw <Ctrl+U>,
Word oT06pa3nT BblfeNeHHbIV TEKCT C UCMO/b30BaHNEM BbIGPAHHOIO HayepTaHus.

S®H  Ecnn Bbl NpeABapUTENbHO He Bbigenuan Texct, Word aBTOMATUYeCKU MPUMEHMT Bbl]
GpaHHOe HauyepTaHWe K TEKCTY, KOTOPbIA ByaeT neyatathes B fasbHelLLeM.

o
deliepBepK LBETOB

B nocnefHee BpeMs LieHbl Ha LBETHbIE NPUHTEPbI NaJatoT Tak Xe CTPEMUTENLHO, Kak U foBepue K
npaBuTeNbCTBY. ECMM Bbl yXKe Kynwan LBETHOM MPUHTEP MW BaM HPaBUTCSA /II060BATLCA LIBETHLIM
TEKCTOM Ha 3KpaHe KOMIMbIOTEPA, MOXHO “pasykpacutb” TekcT. (KcTatW, BblefleHMe TekcTa Lse-
TOM — 3TO He MPOCTO 3CTETUYECKAs MPUXOTb, 3TOT MPUEM TakKXKe OYeHb MOMe3eH Ana MpuBaedYeHUs
BHMMaHMS K KaKow [Tb onpeaeneHHON YacTy TeKeTa.)
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UT0o6bl i3MernTs POHOBBIV LBET, BbINOMHWTE CIEAYHLICE.

1. Bblgenute TEKCT, KOTOPbIA HEOGX0AHMO U3MEHUTD.

2. LUenkHnte Ha KHonke Highlight (Bbigenenne ugetom). (15 Bbi6GOpa Apyroro uBeta
LeKHWTE Ha CTPefike, yKasbiBalolei BHH3I, PACMONIOXEHHOW cnpaBa OT KHONKH
Highlight (BblgeneHve neetom).)

MosiBnTCA Nnanutpa LBeToB (puc. 6.2).

KHorka LigeT wpudta

KHonka BblaeneHvie LBeTom

-4

1.1 2e1e3et-M-1o5eleBetoTo|s@et@otedirs '1.1""2"'!3."'1.‘:..":5.'-'.

et T : TR
Kon 3 SRTY SR TR i el

Puc. 6.2. MoMepe HEOBX0ANMOCT W TEKC T aoxcHo BbIAEMN T LBETOM

3. LLLenKHUTe Ha TOM LBeTe, KOTOPbIV 6yAeT Henosib30BATHEA B KauecTse (hoHa.
Word n3meHnT LiBeT (hoHa BbIAeNEHHOrO TEKCTA.

UT06bl M3MEHWTb LIBET TEKCTA, BbIMOMHWTE CMeLyHoLLEe.

4. BeiaenuTe TEKCT, UBET KOTOPOro HeoOX0AHMO U3MEHUTD.

5. LllenkHuTe Ha CTpenike, yKa3sblBalolWeh BHU3, psifoM € KHonkoi Font Color (LiseT
wpugTa) Ha naHenn MHCTPYMEHTOB (pOpMaTMpOBaHMUSA.

MosBMTCA NanuTpa LBETOB.

6. LLlenkHuTe Ha LBeTe, KOTOPbIA Bbl XOTUTE NPUMEHUTb 415 BbIAEEHUS TEKCTA.
Word n3meHuT LBeT TekcTa.
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Vcnonb3oBaHie WHCTPyMeHTa KonupoBaTb ghopmart

Mpegnonoxum, YTO y Bac eCTb Kakas[Td 4acTb TeKCTa, KOTopas NpeBOCXOAHO oTdopmatmposal ]
Ha, — WpunMT, pasmep Wwpudta, HavepTaHue 1 T.4. Heyxenn npugetcs CHOBa BbINOMHATL BCo Tpy [l
[JoeMKyto paboTy Ans hopmMaTMpOBaHMS OCTaBLUEMCH YacTu TeKCTa, KOTopas AO/HKHA BbIrAeTb
TOYHO TaK e? KoHeuHo, HeT! Mcnonb3yinTe MHCTpyMeHT Format Painter (KonuposaTb ¢hopmar).

NHcTpymeHT Format Painter (Konupoatb hopmaT) Kak 6bl coobiuaet Word: "Bugnulb, Kak
A oThopmaTMpoBan 3Ty YacTb TeKcTa? A Xouy, YT06bl 3TOT hparMeHT TekcTa 6bin oTdopmaTmpo ]
BaH TOYHO TaK Xe".

Mcnonb3yst KonvpoBath diopMat, Bbl He 06peyeHbl hOpMMUPOBaTh OTAE/bHbIE XapaKTePUCTUKM
TekcTa CamoCTOATeNbHO, & 3TO C3IKOHOMMWT Balle Bpems fna 4erolHWMOyAb 6onee BaXHOro
(Hanpumep, CTOUT NofymaTb, Kyfa Mot noobeaars).

[nancnons3oBaHna MHCTpymMeHTa Format Painter (KonvposaTtb hopmart) BbINOMHAUTE CrieayHoLLiee.

1. BblgenuTe TEKCT, KOTOpbIA O0ThopmMaTMpoBaH TakuMm ofpazom, Kak JO/MKHA BbIrs [
[eTb 1 apyrasl 4acTb TeKCTA.

2. LenkHuTe Ha KHonke Format Painter (KonupoBaTb hopmaT) (BeITAsauT Kak mall
NIApHas KUCTb) NaHenm UHCTPYMEHTOB (DOPMATUPOBaHUSA.

Kypcop Mbiwy npumeT I-o0pasHElii BUA ¢ N306paxeHre KUCTKW ciesa. VI306paeHre KUCTU
[AeT BaM 3HaTb, YTO TEKCT, KOTOPbIN Bbl Ceiiuac BblaenuTe, GyaeT aBTomMaTMuecku otqopmall
TuposaH Word no 3afaHHoMy ofpa3iy,

Bam MOXeT NoHafobuTbCa LenkHyTsE Ha KHonkKe Toolbar Options (MapameTpbl NaHenn HHCTpy-
MEHTOB), YT06bI NONYYMTb JOCTYN K 3HaUKy Format Painter (Konvposartk hopmar) (puc. 6.3).

KHonka Konvposats coopmar

HMpueercraves Beex mosonpudubinmuy B Paiickui Vionow

S LN S nE R

Puc. 6.3. KHonka KonuposaTb (hopmaT 6yfeT [OCTYNHOW nocie Lienuka Ha kHonke [Tapamem-
pbl NaHenn MHCTPYMEHTOB
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3. BblgenuTe TeKCT, KOTOpbI Hago 0TopMaTUPOBATD.

Kak To/bKO Bbl OTMYCTUTE KHOMKY Mbitwn, Word oTdopMaTvpyeT BblgeneHHbIl TekeT, npu]
MEHUB K HEMY BCe XapaKTepuUCTUKM hOpMaTMpPOBaHMs dparmMeHTa, BbIGpaHHOro B M. 1.

W Hby
PrLLL
e

Ecnun TekcT, BblAeNeHHbIA B N. 1, COAEPXKUT HECKOMbKO Pas3/IMYHbIX XapaKTepucTuk gop]

(' M mathposanng, Word Mcnonb3yeT TOMbKO Te M3 HWX, KOTOpble MPUCYLUW BCEA BELIENCH-

\- HOIA YacTu TekcTa. Hanpumep, ecnu Bbl BbIANWAN TeKCT, HabpaHHbIl wpndTom Times
New Roman, B KOTOPOM OfHO Mpea/ioxXeHWe NOAYepKHYTO, BTOPOE BblAeneHO nonyxup ]
HbIM LWIPUPTOM, a TPeTbe — XentbiM oHoM, Word NPUMEHUT K BHOBb Bblfe/leHHOMY
TEKCTY TONbKO 001y XapaKTepucTuky — wpngT Times New Roman.

Jlhocmoi cnocod omghopmariupobare
GOKYMEH IR

Ecnn Bam feiicTBUTENbHO HpaBWUTCS pa6oTath ¢ Word, cTapaliTecb MCNonb3oBaTb BCe crieyuant ]
Hble CpeacTBa 3TOW NPOrpamMmbl, YTO6bI 06/1erynTh cebe XM3Hb. B Word cywiecTsytoT Tpy Tuna 3aro]

roeoK (OHW HasblBAOTCS WabnoHamu) Ans (hOpMaTMpOBaHUs [OKYMEHTOB, KOTOpPble MOXHO MCMo/b30[]
BaTb MPU CO3[aHUM COBCTBEHHOTO OKYMEHTA.

! v TeMmbl. M0O3BONSIOT OMPEAENUTL LIBET U U30BPadKeHVe HYyMEPOBaHHbIX M MapKUPOBaHHbIX
' CMWCKOB, TEKCTA, FOPU3OHTANIbHbIX IMHUI 1 (POHOBbIA PUCYHOK JOKYMEHTA.

v" LLla6noHbl. MpeaocTaBnsoT HECKOLKO CTUNMEN, UCMOMb3yeMbiX NPY CO3AaHUN OCHOBHbIX
TUMOB AOKYMEHTOB (Pe3toMe, AeN0Bble MCbMa, hakckl).

¥ Ctunu. OnpegenstoT dopmat ab3aua (o, pasMep WpudTa, NogYepKnBaHue u T.4.).

——

Bbi6op TeMb!

C MOMOLLbI0 TeM Bbl CMOXETe NMpWAaTh AOKYMeHTaM AeKOPaTUBHbIV BUA. Eciv Bbl He 1cnonb ]
3yeTe TeMbl, JOKYMEHTbI UMEIOT YHbI/bIV YepHO [BE/bIA BUA. TeMbl MO3BOMSIOT NPUAAT UM #HBOI,
Bece/blit BUA. ECnu e Bac He BO/IHYET BHELLIHWIA B JOKYMEHTOB, MOXHO 060MATUCH U Ge3 TeM.

YToGbl BbIGPATh TEMY, BbIMO/HUTE CNeAytoLLee.

1. BriGepute komaHgy Format=>Theme (Dopvar=Tema).
MosiButCa gnanoroeoe okHo Theme (Tema) (puc. 6.4).
2. Bblbepute Temy u3 cnmcka Choose a Theme (BbibepuTe Temy).

Kaxgblil pa3, Korga Bbl LUEJKAETE HA HAa3BaHUM HOBOM Tembl, Word npeaynpeantensHo otol]
6padkaeT MpvMep 3TOW TeMbl B OKHE MpejBapuTenlbHOr0 NpocMoTpa. Bam MoxkeT moHago[]
6UTbCA BCTaBUTb KoMNakT [AWck ¢ Office 2003 ansa ycTtaHOBKU HEO6XOAMMON TEMBI.

3. YCcTaHoBUTE UK COPOCLTE OfMH M1 HECKO/ILKO U3 CNeAyoLMX (DNaXKKoB.

= Vivid Colors (OKusble uyseTa). K TekCTy gobasnstotcs (Mnuv yaanarTcs) 4ononHuTens ]
Hble LiBeTa.

= Active Graphics (AkTuBHasA rpaduka). Ana npugaHna MapKMpoBaHHbIM 1 HyMepoBaH [

HbIM CrmMcKam 6ofiee MPUB/EKATENIbHOMO BUAA UCMO/b3YHOTCS 4OMO/HUTENbHbIE rpadmye ]
CKME N306PaKEHMS.

< Background Image (®oHOBbIi prcyHok). B AOKYMeHT go6aBnsetcs (yaansetcsa) ol ]
HOBbIIi PUCYHOK.
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4. Ulenxuure Ha knonke OK, Korga Haiigere HeO6X0ANMYIO TEMY.

Word npvMeHUT BbIGpPaHHYIO TeMY K TeKyiiemy [OKYMeHTY. [ocne 3toro MoXHO npogonl]
XUTb paboTy Hag AOKYMEHTOM.

| fatnac

et { | aronoBok 1
e || % MapxsposarHLLit CNMCOK 1
romereoas || » MapKHpOBAHMENT CMIMCOK 2

ironyGaatasama
IFopHaoHT
|0ere

s MapKHpOBaHHEI CMUCOK 3

1| T'OpH3OKTATEHAS JIHHIA:

| 3azonoeok?2

OpaseL, 06bI4HOr0 TeKCTa
+ [mnepcebinka
[TpOCMOTNEHHAT THNEPCCIUTKA

T Bedirnsomea cn "

Puc. 6.4. TeMbl nossouratom wzsmernuis BHEWHWA BUg fo ]
KYMEHTOB

Bbibop wabnonHa

Henonbays wabions, Bbl CMOXeTe 6bICTPO MPUMEHNTL (opmMaTHpoBaHue K pasMyHbIM TUnam
JOOKYMeHTOB (thakcam, pestoMe, rpeuioxeHdtsam, 3anMckam v gp.). MostoMy, ecnm Bbl pewmnn cold
CTaBWTb [1e/I0BOE NMUCbMO, TO MOXeTe MOTPaTUTb Ha 3TO Ky4y BPEMEHW, COCTAB/IAA MUCbMO C HYNS.

Ho Bbl MOXeTe BOCMO/b30BaTLCA CMeLManbHbIM LWabOHOM, KOTOPbIA 3HAYUTENbHO YNPOCTUT

pelleHue 3agayn. [ 3TOro BaM HY)XHO TO/IbKO BBECTU TeKCT mucbMa, a Word nogymaeT o ero
ohopmaeHnn.

UT06bI BbIOPATL LWABMA0OH, BbIMOAHUTE ClaeyIouiHe AeACTBUSI.
1. Bbibepute komaHgy Format=Theme (DopmaT=Tema).
MosButcs ananorosoe okHO Theme (Tema) (cm. puc. 6.4).
2. UlenkHute Ha KHonke Style Gallery (bubaunoreka ctuneit).
MosBuTCA AnanoroBoe okHO Style Gallery (BubnmoTeka cTuneit), nokasaHHoe Ha puc. 6.5.

3. B okHe Template (LL1a6/10H) meaknuTe HA OAHOM U3 WabnoHoB, Hanpumep Elegant
Fax (M3bickaHHbIN thakc) nnn Contemporary Report (COBpeMEHHbIV OTYET).

UTo6bl yBUAETH BCE LLABMIOHBI, MOXHO MPOKPYUMBAaTH CMINCOK LLIABMOHOB BBEPX U BHUS.
4. YcTaHOBUTE OAMH w3 NepekaoyaTeneli B rpynne Preview (MpocMoTpeTs).

Document ([okymeHT). [Moka3biBaeT, Kak 6y[eT Bbir/sfeTb TeKyLMiA JOKYMEHT nocse
MOAK/OYEHNS JaHHOTO LIa6/IoHa.

Example (Mpumep). MokasbiBaeT 06pasel, JOKyMeHTa, O)OPMAEHHOrO ¢ MOMOLLbH AaH [l
HOrowabnoHa.
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= Style samples (O6pasublcTiiieii). MOKasbIBaeT pa3inyHble CTUM, KOTOpble cocTasns[]
0T AaHHbIV LWABMOH.

5. llenxuure Ha KHonke OK nocne Toro, Kak Haiiiere Hy>KHbIA Wa6A0H.

CnyxebHasi 3anmcka

. COBPEMErHLI COCTS

1§ CoBpeMEHHL# criace i

| Coepemei+aii (ar i 3
-
i

onpEod-es

'\J Bewy Peen s Up vy

= | CTaHAanTHOR 3388/ c n i
| Cranaagn i - [ ] §
._iC AAOTHOE NACk i e Oy Spiie o8
1CTaHAIPTHOR ACkM|

i i aM 23 gesalpe A
1 CT3HASPTHOE pemon Tusn (L] e g ek sarman
FHCTEHASDTHOR COCTaE

i Cranaapr Hotd oTueT -

o WETATL 1ENT 0 BN, BASAUTY § B T, 0 LS ey W -
s

[ et i

Crapadre wror wahon 3 Jutsmint, 00 ey COUEIA ¥ ek SR
o B e D e R B

 Dufagnla immmy (o £ 0 e GO0 W SSRIEN HE1
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i watsee

-

IONTis N AIEST, Isapn's 1R DOLATR. + e DR W "
aramesal walime i payw — Cxigarn 6 0 s OB Byat

o]

Puc. 6.5. B gnanorosom oxwe Gubnuomexa cmunel npedcmasnenst npu-
Mepbl 1uationos

dopMaTVPOBaHIie ab3aLeB C MOMOLLBIO CTIEN

CTuan onpefensloT BHEWHWA BUA TeKCTa JOKYMEHTOB. YTo6bl 061erynTb MCMOMb30BaHME
Heckonbkmx ctunenn, Word npegnaraeT wabnoHsl (Hanpumep, WsbickaHHbiii dakc), cogepxall
LMe HECKONbKO 3apaHee OMpefdeNneHHbIX CTUe, KOTOpble MOXHO WMCMOMb30BaTh Npu opmal]
TUpOBaHUM AOKyMeHTa. Hanpumep, oavH CTWAb o6GecneuynMBaeT HammMcaHWe TeKCTa KPYMHbIM
NONY>XWPHbLIM LWIPUPTOM C BbipaBHMBAHMEM MO LEHTPY, pacrnonaras ero B BepxHel 4vactu
CTpaHuLpbl, a Apyroi CTWU/Ib BblipaBHMBAaET TEKCT MO MpPaBOMy Kpaw M OTOOpakaeT Ha CepoMm
thoHe u T.A.

UT06bl BbIGpaTh CTWUAbL C nomMollkL cnucka Style (CTunb) naHenn MHCTPYMeHTOB Formatting
(DopMaTupoBaHie), BbINOMHUTE CreayHoLLee.

1. LlenkHUTe B TOW 4YacTW LOKYMEHTa, KOTOPYH Bbl XOTWTe oTdopmaTupoBaTh onpegel]
NEHHbIM CTUNEM.

Ecnv Bbl elle He Hameyatanm HMKakoro Tekcta, Word 6yfeT MpUMeHsTb CTWMb KO BCEMY
TEKCTY, KOTOpbI Bbl BBEAETE NPV BbIMOHEHUN . 4.

2. WlenkHuTe B packpnisaloiemes cnucke Style (CTunb) naHenu MHCTpymeHTOB chop ]
MATHPOBAHUA, YTOObI BbIOPATb CTU/b.

MosABMATCA CMMCOK Pa3fIMyHbIX CTHIIEN, KaK MOKa3aHo Ha puc. 6.6.
3. LLenkHuTe Ha cTune, KOTOPbIV Bbl COBMPAETECh HENOJILIOBATDb.

BeeguTe TeKcT, M Bbl yBuauTe, Kak Word dopmatumpyeT ero y sac Ha rnasax. (Unu,
€C/IM Bbl Pa3MeCcTH/IM TEKCTOBOW Kypcop B y>Xe HabpaHHOM parmeHTe TekcTa, TO
Word oTdhopmaTmpyeT 3TOT TEKCT LE/IMKOM.)
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Cnucok cTunei

! e ~ [F) Times Mew oman

(LI Owncrirs hopMar [z =4-1=5-16
14 3aronoeok 1«

N !
Hi 2.5m CF 15

LR O~ g~ .
B WEP BGT 24M pyoouti Po: ¢

Konl .

Puc. 66. BblbepuTe cTunb 13 cnucka CTunb

Beopabnubanue wercia

Ele oanH cnocob M3MeHeHWs BHELIHEero BuAa TeKCTa — BblpaBHMBAHME ero Mo feBomy
WAV NPaBOMY Kpal CTpaHWLbl, a TakXe MCMnofb3oBaHue noneii. Word npefocTaBnsieT Lenblii
P4 CPeAcTB KOHTPONS Haf BbipaBHMBAHMEM TEKCTa, a TaKXe Mo3BONseT 3afaBaTb Mofis ¢ nol]
MOLLbIO NINHEEK.

BblpaBHVBaHMe TEKCTA NO /IEBOMY U MPaBOMY Kpato

Word nossonsieT Bbl6MpaTb PacnonoXeHne TeKCTa OTHOCWUTENbHO Mofeid, T.e. OH MO3BONSET
BbIPOBHATb TEKCT MO /IEBOMY Kpato, MO LEHTPY, MO NpaBOMYy Kpaw WAy no wupuHe (puc. 6.7).
Yamue BCero Bbl GyfeTe MCNO/b30BaTh BbipaBHMBaHWE MO IEBOMY Kpako, HO MHOrAa Bam noHago ]
61TCA BbIPOBHATH 3ar0/10BOK MO LIEHTPY MW BbIPOBHATL NO LUMPUHE Lenblid ab3au. He ncnonbs
3yliTe BblpaBHMBaHMe MO NPaBoOMy Kpato, ec/iv TOMIbKO He XOTUTe Mpuiath TeKCTY 3KcTpaBaraHT [l
HbIli BHELIHWIA BUS.

v BblpaBHMBaHME MO NeBoMy Kpato. Jlesoe Mone TeKCTa Mosy4yaeTcsl PoBHbIM, a npal]
BOE — HEPOBHbIM.

v' BblpaBHMBaHWE MO LEHTPY. Kaxzas CTpoKa pacnonoXeHa no LeHTPY cTpaHuubl. Crel]
[l0BaTe/IbHO, KaK /1eBoe, TaK v Mpasoe nose 6yayT HepOBHLIMM, eCIU CTPOKM UMetoT pas[]
HYI0 A/ INHY.
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v" BblpaBHMBaHWe No NpaBoMy Kpaio. MpaBoe Nnose nosly4aeTcs pPOBHbLIM, a 1eBOe — HeT.
¥" BblpaBHUBaHMe No WwmpuHe. O6a nonsi, NeBoe 1 Npasoe, 6yayT POBHLIMU, & PACCTOsIHME
MEX[y C/IOBaMM KXKETCS 60/bLUe, YeM 06bIUHO.
[151 BbIpaBHMBaHMS TEKCTa BbINONHUTE CREAYyIoLLMe AeiCTBMS.

1. LWenkHWTe Ha TekcTe, KOTOPbIV J0JeH ObiTh BbIPOBHEH.

2. LenkHute Ha kHonke Align Left (Mo nesomy kpat), Center (ITo ueHTpy), Align
Right (o npaBomy kpato) nnu Justify (Mo wWupuHe) nanesn UHCTPYMEHTOB opma-
TUPOBaHUSA, B 3aBUCHMOCTYU OT TOFO, KaK JO/KEH BbIrNSAETb TEKCT.

Kak TO/bKO Bbl LUE/IKHETE Ha KHOMKe, Word BbIPOBHSIET TEKCT COOTBETCTBYHOLMM 06 ]
pasom.

Mo npasomy Kpato
[No ueHTpy YMEHbLLUTL OTCTYN
Mo nesomy kpaia Mo WhpuHe YBEmuuTL OTCTYN

= 14 : > 1= 3= a2 -
He

Ry s O S R

Tekcr, BLIPOBHEN- HO-JIEBOMY: KPa0. 7
3 TeKkcT BBIpOBHEH: NO-HEHTPY. Y

-1 TeKCTBBIPOBHEH: 10-IIPABOMY KA.y

STOT ad3aIr BEIPDOBHEH" ITO* JJIII]IIIHL' L -"llip;llll'll." BHIMOHIE. UTO* Hekoe: T
ll'h'ﬂ’.l'll.:‘ MoME ASComOTHD: I'I\'Il‘.]{!.-TL' S OZTHAR O HTO MPITRO I K Vie T e o
| CTOMMILE: MO A T OVER iAIE FEC OB Y

Puc. 6.7. BolpaBHuBaHue TekcTa

MH,
qomiy Ecnn BbI Bbl6paJ'IVI OAVWH U3 BNAOB BblpaBHMBaHWA, HE BblAEeNNB MNMpeaBapuTeIbHO TEKCT,

Word npyMeHUT 3TOT BWf BbIPaBHMBAHUS K TEKCTY, KOTOPLIN ByAeT HaneuaTaH.
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[lo6aB/ieHne OTCTYMOB K TEKCTY

[06aBneHue OTCTYMOB NO3BO/SET BbIAENUTbL 610K TEKCTA Ha (DOHE BCEro JOKYMEHTA.
UT06bl 106aBWUTb OTCTYMbI, BLUTOTHKUTE CEAYIOLLME AEACTBMSA.

1. BblfienuTe ab3all TeKera, K KOTOPOMY XOTUTe A06aBUThb OTCTYI.

R By MowkeTe BbIAENUTL TONBKO YacTb a63alla, a Word coolipasut, UTO Bbl XOTWTE cAenarh.

2. WenkHnTe Ha KHonke Increase Intent (YBennuutb orcryn} wim Decrease Intent
(YMeHbLINTbL OTCTYN) NaHeNnu uketpyMenTos Formatting (PopmaTtmpoBaHue).

LLlenyok Ha KHonke Increase Intent (YBennunTb OTCTYN) NPMBOAMT K CMeLLEHUO TeK [l
cta BripaBo. Lllenyok Ha kKHonke Decrease Intent (YMeHbWWTL OTCTYN) MNpPUBOAUT
K CMeLLEeHUIO TEKCTA B/IEBO.

OnpezeneHne noneit ¢ MOMOLLIO IMHENKY

B TOM cnydae, eciM BaM He06XOAMMO 3aaTh TOYHOE MOJMOXEHWEe MOfeid, MOXHO BOCMO/b30 ]
BaTbCs NIMHEINKOM, Jluneiika onpefensieT NooxeHe noneit v Tabynauwii B JoKymMeHTe, a npy pa6o]
Te C /IOKYMeHTaMM B HECKO/bKO KO/TOHOK OHa TaKXe OrpeensieT MosioxeHue noneii KonoHoK v pac ]
CTOSIHME MEX[y KOMOHKamu. Mcnonb3ys NMHeliKy, Bbl CMOXeTe CAenatb nons wupe (MU yxe),
a TaKXXe M3MEHUTb OTCTYMbl OTAE/bHbIX a63aLIEB.

B Word cyLecTBYIOT NSITb TUMOB MapKepoB Tabynsaumm (puc. 6.8), KOTOpble MOXHO YCTaHOBUTb
Ha N1Helike.

KHonka Bbli6opa Tabynsaumum NvHeiika

Tawa Gopuat ; Cepere, Ts6nam O
357 '

ERNE TR T I T A Sy e Ay T SO - R ¥ Ry~ I Ay i R
| | Tabynauma no Jesomy Kpaw ONpefenuT OTCTYN TEKCTA OT JIEBOTO NOMA.
| 70T BAPHAHT Taly/INIHH HCNAMBIYETCA MOCTATOYHO YacTo.

o
Talynauus No LEHTPY NoIBONET
CrpyNnuMpoBaTh TEKCT B NEHTPE.

=

=l
Talynanus No MPABOMY KPalo NO3BO/SET PacroNOXMUTL TEKCT
| N0 DPAEOMY KPalo, BO OTHOCHTENLHO NIEBOTO MOMs
TEKCT DKATKIRACTCH HEPOBHbIM.

|
Tabyu s N0 AeCATHYHOMY PASACINTENK 3aMeYaTe/IbHO HCAXOART N5 BLPABHHBANHA
CTONG6L0B FHCEN:
12,34
1,09476
@ 39506349

! L]
TabBymauia ¢ YePTOi MoIBONAET BLIPORHATE T¢KCT OTHOCHTeMHO MomobHolt wepThy, rac
g3 nokatana Ha nanfoM npumepe

St B

moa fm]a gl il AT S i
cIp. 1 1L Pmsald Tl Ha 1L7ow 1 21 KOM 27 o B0 and precemies - )

Puc. 6,S. MATb TWNOB MapKepoB TabynsAuun, KoTOopble PazMeujaomea Ha nuHelike
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| v Mo neBoMy Kpato (BbIrnsiguT Kak 6yksa L). Ilepemeiiaer TEKCT MO HarnpaBiEHUIO K

npaBoMy MO0 CTPaHMULbI.

Mo ueHTpy (BbIrNAAMT Kak nepesepHyTas b6yksa T). LieHTpupyeT TeKCT no oTHowe[]
HWIO K MapKepy Tabynaumm.

Mo npaBoMy Kpatw (BeINIAAKNT KaK 3epKasbHoe 0TobpaxkeHne 6ykBbl L). Mepemertal]
€T TEKCT K /IEBOMY MOJIH0 CTPaHWULLbI.

I v Mo pasgenuTtento (BLIMAAUT Kak nepesepHyTast 6yKsa T C TOUKOM). BbIpaBHMBAET YnCNa C

JecsTUYHON TOUKOIA B CTONBEL, OTHOCUTENLHO AECATUYHON TOUKM, Kak NMOKa3aHo Huxke.
24.90
1.9084
58093.89

C yepToii (BBITNSANT KaK BepTUKabHAs YepTouka). PUcyeT B fOKYyMeHTe BepTUMKa/b [l
HYI0 IUHKIO.

YT00bl YCTaHOBUTL Mapkep Tabynsumnmn Ha nnHelike, BbIMOMHUTE CedytoLime AecTBUSA.

1.

2.

LLlenkaiTe Ha knonke Tab Selection (Bbi6op mapkepa Tabynsuumn) 4o Tex nop, noka
He MOSABUTCA HYXHbIV BaM Mapkep Tabynauuu.

LLLenkHWTe B TOM MeCTe /IMHEeliKN, B KOTOPOM Bbl XOTUTE YCTaHOBUTL Mapkep Tabynsiumu.

UTOGbI MEePeMECTUTb CYLLLECTBYIOLMI MapKep TaByNAaLMM MO MHeliKe, BLINONHUTE CRefytoLLee.

3.
4.

MopagennTe Kypcop Mbily K TOMY MapKepy Tabyaauun, KOTOPbIA HALO mepeMecTuTh.

HaXmuTe KHOMKY MbIWKW. Bbl AOMXKHBI YBUAETb MYHKTUPHYIO JIMHWIO NPAMO MOA
MapKepoMm Tabynauuu.

MepemecTuTe Kypcop MbILWW Tyaa, rAe Bbl XOTUTe YCTAHOBUTH MapKep Tabynsyuu.
OTNYCTUTE KHOMKY MbILUIN.

UTo6bl yaanuTb MapKep TabynsLMm ¢ THHeiHKH, BbINOMHUTE CNeayroLLme AeACTBIS.

7.
8.

9.
10.

MoaBeanTe Kypcop MblWU K TOMY MapKepy Tabynsiuumn, KoTopblii Hago yAauTh.

HaXXMUTe KHOMKY MbILIW 1 JePXWUTE ee HaXKaToi, NOKa He yBHIHTE NyHKTHpPHYIO N[
HWIO, NOSIBUBLUYHOCS MPSIMO NMOA MapKepom Tabynsuuu.

MepeMecTUTe Kypcop MblLY TakK, YTO6bI OH BbILLEN 3a Npeaesbl TMHERKN.,
OTNycTUTE NEBYI0 KHOMKY MbILLN.

MapKepbl OTCTYNOB Ha NMHeliKe

[nsa Toro 4tobbl perynmposath OTCTyn ab3aua, Ha KHonke Tab Selection (Bbl6op Tabynaumm)
oTobpaxatoTca ABa mapkepa otctyna (puc. 6.9).

o

OTCTyn NepBOi CTPOKM (HamoMUHAeT NepeBepHYTYH0 Kpbily AOMUKA). 3aaeT eBoe
rose NepBoi CTPOKM ab3aLa.

BbicTyn (MMeeT hopMy NPSIMOYTo/ibHUKA). 3aAaeT /leBoe Mose 4Nt Bcex CTPOK ab3aua
3a UCK/OYEHNEM MepBoiA.

Kpome Toro, Ha NMMHeiKe UMEKOTCA ABa MapKepa, KOTOpble MO3BONAT ONPeaensTb BEUUYUHbI
OTCTYMOB CfeBa 1 crpasa.
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¥ OTcTyn cnesa. 3aaeT /eBOe Mose 415 BCeX CTPOK absaua.
¥ OTCTyn cnpaBa. 3a4aeT NpaBoe romne 41 BCeX CTPOK ab3aua.

Orcryn cnesa Orcryn cnpasa

1-anpemns-20 10-ropay

L Joporas Jrana!y

~ |

3ARTPAMOIE PO LTI OTHPAB IO T-Me Ha T viedy-3a- TPAHTIY - O
OUEHB HATCITCAHA TC, MTO-OIAr0 TAPA- 3 TOMY- T CTAHY" CePhesHEe.a'
(TATEHEIE M CITT-HABCET I EEITE TAT V" Me Hs I3 TOMOR KL T,

7
w.pow e

Cmp. 1 ° Pasgl TR ST A oA pyeondd

M'CT5 Kom i

Puc. 6.9. Co3gaHne 0TCTYMNOB C NOMOLLBH IMHENKN

"% Ha nnHeliKe B JaHHbI MOMEHT MOXeT 0TOBpaXaTbCa TONLKO OAVH TUM Mapkepa oTcTy ]

na: First Line (Otctyn nepsoii crpoku), Hanging (Beictyn), Left (OTcTyn cnesa) mnmn
Right (Otctyn cnpasa).

[ns yctaHOBNEeHMA OTCTyNoB ab3aLeB C nomoiso Mapkepos First Line (Otctyn nepsoii ctpol]
kn), Hanging Intent (Bobictyn), Left (OTcTyn cnesa) unu Right (OtcTyn cnpasa) BbinonHUTe cnel]
Jytouee.

1. BblgenuTe abzansi, 4159 KOTOPbIX Bbl XOTUTE YCTAHOBUTb OTCTYMbI.

MponycTuTe 3TOT MYHKT, €CAM Bbl HE HaMWCaNW enie HU OA4HOro ab3aua; B 3TOM ciyyae oT[]
CTynNbl GyAyT yCTaHOB/EHbI /151 BCErO J0KYMEHTA, KOTOPbI Bbl CO33auTe.

2. NMoagsepnuTe Kypcop Mbiln K Tpebyemomy mapkepy (First Line (OTcTyn nepBoii cTpo[]
k1), Hanging Intent (BbicTyn), Left (Otctyn cneea) wm Right (OTcTyn cnpasa))
N H&XKMUTE KHOMKY MbILLIN.
Word 0106pa3vT NyHKTUPHYO BEPTUKAIbHYIO IMHWIO MPAMO NOJ MAPKEPOM.

3. lMepemelyaiiTe MbilWb B TO MeCTO, rie JO/KEH pacrnonaraTbCa OTCTyn absaua; 3aTem
OTNYCTNTE KHOMKY MbILLN.
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OBET BmecTo Toro 4tobbl nepemMelLaTb MapKepbl OTCTYMNOB Ha IMHElKe, LeKaliTe Ha KHOMKe
Tab Selection (Bbi6op Tabynsiuum) 4o Tex Nop, Noka Ha Heil He 0T06pasnTCs MapKep
First Line (Otctyn nepsoii crpoxn) unm Hanging Intent (BbicTyr), nocne 4ero wenk]
HUTe Ha InHeliKe TaM, rae Heo6X0ANMO MNOMECTUTbL MapKep.

Cosganue cnuckol

HekoTopble Ntoan PerynspHo COCTaBMSHOT CMINUCKU e, KOTOpble HEO6XOAMMO BbIMOMHUTL Ha
paGoTe, BeLlieli, KOTopble OHW HaMepeHbl NprobpecTn. Word nooLpseT Bcex Ntobuteneii CNMCcKoB 1
Mo3BO/ISIET CO3/aBaTb CMMCKU BbICTPO M MPOCTO.

Word npegocTaBfisieT BO3MOXHOCTb CO34aBaTb fBa BuAa cnuckos (puc. 6.10).
v HyMepoBaHHbIVi cnncok. Kaxapili anemeHT HyMepOBaHHOIO CIMCKA UMEET HOMEP.
v~ MapKuUpoBaHHbIN cniicok. KaX bl 31eMeHT MapK/pOBaHHOT O CNCKa Bbl4eNeH MapKepoM.

coBEY HyMmepoBaHHbI M MapKMPOBaHHbIV CMUCKM MOXHO TaKXKe BbIPOBHSTH M0 IEBOMY Kpalto,
MO LIEHTPY, MO MpaBoMy Kpald MW Mo LWmMpuHe. He npasga v, KOMMbIOTEpb! [e1aloT Bac
06nafaTenieM MOLLHbIX TEXHONOMMNiA?

[o6po noxkanosatb B Paiickuii ¥ronok

: ITparmmna NOBEJEHUA

i 1. Kameri 00513aH GEITE CYaCcTMB

-} 2. Hmukro me gomsed TOBOPUTb UMW IMHCATE HTO-THEO,

-1 ocxopBioree OKpYXXatoLLnx.

ni 3. ECnu BEI HECYACTHbI, 06 3TOM HiKTO HE JO/KEH MoTa/EBATE S,

M 3pad CTI0 hen

il Paax T

Puc. 6.10. Mpumep HyMepoBaHHOIO Crnucka

BbICTPbI/i CNOCO6 CO3AaHMS CTIICKOB

UT06bI CO3AaTh HYMEPOBaHHBbI UM MapKUPOBaHHbI CMUCOK, BbIMOHNTE CrieayHoLLee.

1. LenkuuTte Ha kHonke Numbering (Hymepauus) nnu Bullets (Mapkepbl) naHenu
MHCTPYMeHTOB Formatting (dPopmaTtupoBaHue).
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Word oTo6pa3nT HomMep NV MapKep.

2. BBeauTe TEKCT U HaXMuTe Knasnwy <Enter>.
Kaxgoe Haxatue knasuwuy <Emnter> NpuBOAUT K OTOBPAXXEHWIO CNefyHOLLEro HOMepa uu
MapKepa.

3. LWenkHuTe Ha KHonke Numbering (Hymepauus) unu Bullets (Mapkepsi), 4Tobbl 0T[]
KMIOUNTb hyHKIIHIO CO3AaHNSA CMMNCKOB.

13MeHeHme BHELLHETO BMAA CrincKa
UT06bl N3MEHWUTL MapaMeTpbl MAPKMPOBaHHOIO UM HYMepoBaHHOTo crnvcka B Word, BbinonHu ]
Te cnegytoLLne aeiAcTBnS.
1. BblgennTe TEKCT, KOTOPbI/ Bbl XOTWUTE MPeAcTaBuTb B BUAE CMUCKA.
Ecnu BblgennTh CyLLEeCTBYIOLLMIA CMIUCOK, TO MOXHO U3MEHWUTL €ro napameTpbl U Aaxe TUM.
2. Bbi6epute komaHay Format=>Bullets and Numbering (Popmar= Cnucox).
MosiBuTcs ananorosoe okHo Bullets and Numbering (Cnvcok), nokasaHHoe Ha puc. 6.11.

Puc. 6.71. [liarososoe OKHO CNUCOK M03BONMAET Bbl[]
6paTbpasnnyHble CTWAM CMIUCKOB

3. Mepeiignte Ha Bknagky Bulleted (MapkupoBaHHbIA), ecnm Hafo co3faTb Mapkupo [l
BaHHbIA CNMCOK, unn Ha Bknagky Numbered (HymepoBaHHbI), ecnn Hafo co3faTh
HYMEPOBAHHbIN CITHCOK.

Bbl yBMAMTE fiBa Psija OKOH, B KOTOPbIX NPeACTaBNeHbl PasnnyHble BapuaHTbl MapKuposaH [
HbIX NN HYMEPOBaHHbIX CMMCKOB.

4. LllenkHnWTe BHYTpM TOr0 OKHA, KOTOpOe MNPeACTaBASET HYXHbI/i BaM Tunm Mapkupol[]

BAHHOTO MM HYMEPOBAHHOTO CMMCKA; 3aTeM LUefIKHUTe Ha KHonke OK.

Word MrHOBeHHO Npeo6pasyeT BblAeNeHHbIV TEKCT B CMUCOK.

coBET B ToM cnyuae, ecnm hyHKLMSA NO aBTOMAaTUYECKOMY CO3[aHUI0 CMIMCKOB KaXkeTcs camii[—]
KOM HaBSI34MBOW, OTK/IOUMTE ee, BbIMOJIHUB CNeaytoLme AelicTBUS.
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5. Bbibepute komaHgy Tools= AutoCorrect Options (Cepsnc= ITapamerpsi aBTO3aMeHbI).

6. Mepeiignte Ha Bknagky AutoFormat As You Type (ABToopmaT npu BBOAE), Nocne

7

yero cbpocbTe hnaxkkm Automatic Bulleted Lists (CTunM mapkupoBaHHbIX cnv(]
ckos) n Automatic Numbered Lists (CTUAN HyMepoBaHHBIX CMUCKOB).

. LLenkHnTe Ha kKHonke OK.

Ogpopusenue rerciia B Buge nadiuubt

Tabnuupl NO3BONMAIOT OpraHu30BaTE MHHOPMaLMIO B BUE CTPOK U CTOMOLOB, YTO BecbMa yao6[]
HO /11 NpeACTaBNeHNA AaHHbIX. B Tabnnubl 3aHOCATCA (haKTbl U LM(Pbl, Ha KOTOpble YnTaTenb Mol
XET He 06paTuTb BHMMaHWE B TEKCTe, HO KOTOPbIe OYeHb Harfs4HO NPeACTaBAsaoTCS B Tabamuax.

o

oM "i':

Mpexzae Yem HauvaTb paboTy ¢ Tabiuuamy, HEOBXOLMMO UMETb HEKOTOpble MpescTasne ]

'
( w\, HWS 0 CTPOKaX W CTONGLAx.
\x____,//

';‘_ ¥ CTpoKn 0TO6paXaloT uHMOpMAaLHID MO0 FOPU3OHTANN.

v"  CTonbubl 0TOGPaXAOT UH(OPMALMIO MO BEPTUKAN.

- v' fyeiika — 3TO KNETKa, 06pa303aHHaﬂ Ha MecTe rnepece4yeHUs CTPOKKN ” CTOI'I6U,a.

Co3zgaHne Tabnmupl

Bo3MoxHo, Bac 06pagyeT To, 4to Word npeaocTaBnseT Tpu pasnnyuHbIX crnocoba cosfaHus Ta6l]
NNLbI B IOKYMEHTE.

. ¥ Co3pgaHvie TabnuLibl B JOKYMEHTE C MOMOLLIO MbILLN.

£

£

§

§ ¥ OnpegeneHvie pasMepoB Tabnuupbl NyTeM 3afaHnUs KONMYecTBa CTONGLOB U CTPOK.
| ¥ Onpepenenve pasmepos TabnuLibl C MOMOLLSH MbILUM U BbINAAIOLMX MEHIO.

CozfiaHie TabnuLibl C MOMOLLBIO MblLLIL

Ecnu Bbl X0TWTe GbICTPO CO3aTh TabnuLy, HapUCYiTe ee KOHTYPbl C MOMOLLbI MbIwKW. B pank ]
HelilleM B:l CMOXETE NIerKOo M3MEeHUTb ee pa3mepbl. YT06bI co3aaTh TaGMMLY C MOMOLLbO MbILLK,
BbINOMHWTE ClefyHoLLee.

1.

Bbi6epnTe komaHgy Table=Draw Table (Tatuuua= Hapucosare Tabnuuy).

MosBMTCA naHenb MHCTpyMeHTOB Tables and Borders (Tabnuubl 1 rpaHuubl), a ykasartesb
MbILLM MPUMET BUA KapaHaalla.

MofBeanTe yKasaTeslb MbllK K TOMY MeCTy JOKYMeHTa, B KOTOPOM meobxoanmo BCTal ]
BUTb Tabnuuy.

YaepXXuBas HaXKaToi NIeByl0 KHoKY MbIWKW, HAPUCYIiTe paMKy Tabnuubl Heobxoau [
moro pasmepa (puc. 6.12).

OTNyCcTUTE 1eBY10 KHOMKY MbILUW.
Word oTo6pasvT rpaHuLibl Tabnmupbl, HApUCOBaHHbIE CNIOLLIHLIMU TMHUSMU.

IlepeTammre ykasaTe/lb MbllUM BHYTPb Tab/uULbl, YTOObI HAPMCOBATbL €e CTOM6LbI 1
CTPOKMW. Bbl MOXeTe pucoBaTh MMHUK HE TOMIbKO N0 FOPU3OHTAaNN U BEPTUKAU, HO 1
no guaroHanu.

MosTopAliTe 3TN LeliCTBMA HeO6XO4MMOe KOMMYEeCTBO pas.
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NacTtnk

HapuicoBars Tabnmiy

MaHesnb MHCTPYMEHTOB Tab/mupl ¥ rpaHmLbI
|

Puc. 6.12. Co3fjaHne Tabnnupl C nomoubio Mbliuu

cBET B Tom cnyyae, ecnv Bbl JONYCTUAN OLWIMOKY, MenkHuTe Ha KHOMKe Eraser (Jlactuk) nall
Henu nHcTpymenToB Tables and Borders (Ta6nuupbl U rpaHuMLbl), NOCNE HErO LIENKHUTE
Ha NIMHUK, KOTOPYH HEOBXOAMMO yaanuTb. 3aTeM wienxHuTe Ha KHomke Draw Table
(HapucoBaTtb Tabnuuy) 1 Npogo/mKaiTe pucoBaHme Tabnumupl.
6. HaxmnTe knaBuwy <Esc>, Kak TONbKO 3aKOHYMNTe pucoBaHue Tabnunubl.

YKazaTe/lb MbILIW NPUMET BUZ, 06bIMHOrO Kypcopa. Terepb Bbl MOXETE BBOAUTL TEKCT B
AYelikax TONbKO YTO CO3faHHOM Tabmubl.

7. LLenkHUTe Ha KHOMKe 3aKpbiTUS naHenm UHCTpymeHToB Tables and Borders
(Tabnuubl 1 rpaHnLbl).

Onpefenexne napaMeTpoB Tab/mLbl C NMOMOLLBI MeHo Tabnuua

Ecnu Bbl X0TUTe co3faTb Tabnuuy 60nee Mef/ieHHbIM MyTeM, KOTOPbIA MO3BONSAET TLIATENbHEE
ynpaBnsaTb BUAOM Tabnuubl, UCNOMb3YNTe packpbiBatoLleecs MeHo Word.

1. Buibepute komaHgy Table=r Insert= Table (TaGauua= Jobapurs= Tabanua).

MosBuTcs gnanorosoe okHo Table Insert (BcTaBka Tabnuubl), MoKasaHHOe Ha puc. 6.13.
2. BBeguTe Hy>XHOe umncno croabuoe B nosie Number of Columns (Uucno cton6uos).
3. BeeauTte HY>kKHOe umcno cTpok B none Number of Roes (HUncno cTpok).
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4. B rpynne AutoFit Behavior (ABTONoa60p WWPWHBLI CTONOLOB) BbibepnTe 0aMH 13
Tpex nepeknruartenei.

< Fixed column width (MocTosiHHast). Bbl MOXeTe BbIGpaTh 3HaueHWe Auto{AETa), aaTo
03HayaeT, YTo LWMpUHa cTonbua GyaeT 3aB1CETb OT TexcTa, NOMELLEHHOro B ctonbel. Apy ]
rvie 3Ha4eHUs 3Toro NapameTpa OnpefensoTca B cCaHTUMETPaX.

< AutoFit to contents (Ilo cogep>xxumomy). LLnpnHa ctonbua 6yaeT 3aBUCeTb OT camMoii
JUIMHHOH CTPOKM, NOMELLEHHOI B cTONGeL,

= AutoFit to window (Mo wupuHe okHa). LLinpnHa Tabnuubl ycTaHaBMBaeTCA Ha 0cHo [
BaHW LUMPUHBI OKHa, B KOTOPOM 0TOGpaXkaeTcs Tabnmua.

5. LenkHuTe Ha KHonKe AutoFormat (AsTochopmar).

MosiBuTCA Amanorosoe okHO Table AutoFormat (AsTodhopmat Tabnmupl), NokasaHHOe Ha
puc. 6.14.

14 knaceuvecxan ratinua 2 20

| | knacowseokan Tabra O

| | Knaccwuecxkan Tabnua 4 ' YRR
| O6veriaa rafinaua 1 |2EL

§ | OGwermaa Talruua 2

} | OBversan rafinaa 3

i | Ofsrrian Tafinua

|- MpocTas -a@wazl T 1 ¥
I e ol | :?g‘_raﬁ 3:rw+a & 43 _T
i . ! | - sotrTes ot Pt |-y
|+ Sy cpas S
mnﬁupuupuué;;ﬁum—--——-—-—- @F_(_J |
(B rcrogean: ; ; -;J;E."ﬂ. i '1'3 i
SO o compmeeey 1 Y |
'Omumﬂ_m i = ég |
| Crane 7abmasl:  Cema Yol j AETOdhopMar, .. . = I |
g }
Voverits  otpmaedes -
[+ crpox asronoesa £3 PacneaHed CTpos
$ ' V| repsoro crontua ] mocnearero crontua
i B T x [ owmea
Puc. 6.13. nanorosoe okHO BcTaBka Puc. 6.14. [OuanoroBoe O0KHO ABTodopmaT
Tabnmubl Tabnmubl

6. B cnucke Table Styles (dopmaTbl) WenkHUTe Ha OAHOM M3 hoOpMaToB Tabnuubl
(nanpumep, Simple 1 (MpocToii 1) unn Classic 3 (Knaccuueckuii 3)) u nonpobyite
NO3KCNEPUMEHTMPOBATL C Pa3/IMYHbIMM NapameTpamu, JOCTYMHbIMA B 3TOM Ananoro[]
BOM OKHe.

B okHe Preview (O6pasen) Oyaer nokasaH obpasel, Tabnuupl, cO34aHHOM ¢ Mcnonb3oBaHM [
eM BblbpaHHoOro hopmarta. Mpu ycTaHOBKe Kakoro [a6o fONoAHMTENbHOTO (hiaxka B rpynmne
Apply Special formats to (M13meHUTL ohopMneHune) B okHe Preview (O6pasew) 6yayt otol]
OpakeHbl BCE U3MEHEHWS, CBA3AHHBIE C JAHHbBIM (D/TAXKKOM.

7. TMocne BbiGbopa hopmaTa Tabnuubl U CBSA3aHHbIX C HUM MapaMeTPOB LIEAKHHTE Ha
KHonke OK.

CHoBa nosiBuTCS gnanorosoe okHo Table Insert (Bcraska Tabamubl) (cm. puc. 6.13).
8. LlenkHuTe Ha KHoMKe OK.
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[peobpa3oBaHme TekcTa B TabaMLLy

Ecnu y Bac ecTb (hparmMeHT TEKCTa, pasAe/leHHOro 3ansTbiMiU, CUMMBOMAMK ab3aua unm Tabyns [l
LK, ero MOXHO NIerko NpeBpaTUTb B XOPOLLIO 0POpM/EHHYH Tabnuly. Ans npeo6pasoBaHns Tek[]
cTa B TabnunLy BbINONHUTE CRefytoLLue eAcTBUS.

1. BblgenuTe TEKCT, KOTOPbI HEO6X0AMMO Npeo6pa3oBaTh B TAGMLY.

2. Bbibepute komaHay Table=Convert=Text to Table (Taéauua=IpeobpazopaTe=
TekcT B Tabnuuy).

OTto6pasutca ananorosoe Convert Text to Table
(Mpeo6pazoBatb B Tabnuuy) (puc. 6.15). 3HayeHUs
napameTpoB, MpeAcTaBNeHHbIe B HACTOAMIEM AUANO ] e crentus;
rOBOM OKHE, UCMOMb3YIOTCS MO YMONYAHMIO NPU CO3[T + hem crpme T
JaHun Tabnmubl Ha OCHOBE BbIAENEHHOIO (DPArMeHTa | Astrmfion whewais crovéiios
TeKCTa NPM BbIMOAHEHNUM N. 1. ECv HeoGXoamMmo 13l | © memasas:
MEHWUTb BHELWHWIA BWf Tabnuupl, YKaKuTe MaKCMI:l. C::“:ﬁ::f
MaslbHOe KONNYeCTBO CTPOK U cTon6LoB v dopmall = o o
TUpOBaHWe, LWenKHyB Ha KHonke AutoFormat | .. ... L HaC sy
(AsTochopmat). BHecst BCe HEOOXOAMMbIE M3MeHE[ ]| O pimatsms  (Ovowacsmemi
HUS, NepexoanTe K n. 3. ) mewcratyie O apye

|
i
3. LLenkHuTe Ha KHonke OK. :

Word npeo6pasyeT BblfefeHHbI TeKCT B Tabauuy,
B 3aBMCUMOCTU OT TEKCTa, KOTOPbIN Bbl Bbigenuaun, Puc. 6.15. B ananorosom oxne Mpeo6 ]
TabMMLA MOXET BbITNAZETh 6e3yNpeyHo, a MoxkeT 1 PasoBaTe B Tabnuly mMo>kHo 3al]
cofepXaTb TEKCT, 6eCropsAoYHO pacripedeneHHblii  A3Th KONMUYECTBO CTPOK U CTONGLOB B
MEXAY HECKOMbKUMI siueiikamu, nosTomy Bam npu ] Taonmue

Jercs [OMONHWUTENbHO MopaboTaTb Hafj BHELUHWM

BMAOM Tabnmubl.

BBOA U PefaKTMPOBAHME AAHHbIX TabMMLb

MycTast Tabnmua He NPUHECET BaM HUKAKOW MOMb3bl, MNO3TOMY, O4EBUAHO, B HEE HAf0 3aHECTU
Kakue [Tb fjaHHble. YToObI BBECTU AaHHbIE B TAGNULLY AN OTPEJaKTUPOBaTh UX, LLENKHUTE B Auelike
C JaHHBIMW N UCMONb3YITe 06bIYHbIE KNAaBULLM Ha KnaBuaType, 4Tobbl HabMpaTb 1 pefakTMpPoBaTh.
MepemeLaTbCs MO TabGMNLE MOXHO CNeAYHOLLMM 06pa3oMm.

- v HaxmuTe knaBuwy <Tab>, UTo6bl MEPEMECTUTL Kypcop Ha OfHy siueliky BMpaBo B TOM e
Camoi1 CTpOKEe.

| ¥ Haxmute Kom6uHaumio knasuit <Shift+Tab>, uTo6bl BepHYTLCA Ha3aa (BNEBO) B TOM e
CTPOKe.

Vcronb3yiiTe KNaByLLM CO CTpenkamin <11 <>, 4ToBbl nepexoguTh CO CTPOKYM Ha CTPOKY.

YnaneHve TabnuLp

Word no3BonseT yaaiutb Tabnuuy 4ByMs Croco6amu.

v" Y[anuThb BCo TabiuLYy BMECTE C ee COAePXMMbIM,

v" Y[auTb TOMbKO COAEpPXXUMOe TabnmnLbl (OCTaBMB MyCTble SUeiKU 1 thopmat Tabnmupl Hell

F
i
[ TponyTbiMu).

YT1obbl YAannTb TONIbKO COAEPXKNMOe Tabnuupbl, a He camy Ta6I'IVILI,y, BbINO/IHNUTE CNeaytoLLee.
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1. WenkunTe B Nt060M MecTe Tabnuupl.

2. Bbi6epuTe komaHay Table= Select=>Table (Tabanua= Buyteants= Tabanua).
Word BblgenuT BblbpaHHyt0 Tabnuy.

3. HaxmuTte knasuwy <Delete>.

YT1006bI yaanuTb BCIO Tabnmuy (BK/IHOYas ee COAEPKMMOE), BbIMOMHUTE CReaytoLLmMe AeNCTBUS.

4. LlenkHute B Nt060M MeCTe TabnuLbl, KOTOPYH HaLO0 YAAIUTb.
5. Bblbepute komaHjy Table=Delete=>Table (Tabiuua=¥xaaurs= Tabauua).

Word yganut Bbl6paHHyo Tabnuuy.

o024 Ecnu Bbl NO oWM6Ke yAanuau BClo Tabnuuy Uy Bce COAepXallmecs B Heil faHHble,
HaXMUTe KOMbMHauuo Knaeuw <Ctrl+Z>, 4ytobbl BEpHYTb TabauLy UK AaHHbIe B
LOKYMEHT.

[lobaBneHne unm yaaneHue CTpok, CToN6L0B K Sueek
Mocne co3gaHua Tabnuubl BaM MOXET NPUIATA B FONOBY MbIC/b BapeHpOBaTL €€ Pa3Mepbl, 40[]
6aBnas Unn yaansas CTpoku u cTonbupbl.
UT06bl y4anuTb CTPOKY UKW CTONGEL, BbIMONHWTE CeLytoLLee.
1. TomecTnTe Kypcop B Ty CTPOKY WK B TOT cTo.ibel, KOTOPbIA Bbl XOTUTE YAaNUTb.
MOXHO MCNOMb30BaTh KaK KNaBULLKM CO CTPeNKaMy Ha KnaBumaType, Tak U MblLUb.
2. Bblbepute komaHgy Table=Delete>Rows (Tabauua=¥Yaaaute=>Crpoku) (Hian
Columns (Cronbub)).
UT00bl yaanuTh AUeliky (KoTopas NOPTUT BHELLHWIA BUA Tabnuupl), BbINONHUTE ClejytoLee.

3. TMomecTnTe Kypcop B Ty A4eiKy, KOTOPYIO Bbl XOTUTE YAaNUTh.
MOXXHO MCMONb30BaTh KaK KNaBuLLIW CO CTPe/IKaMm Ha KflaBuaType, Tak U MblLlb.
4. Bbl6epute komaHgy Table= Delete= Cells (TaGnuua= ¥Ypanurs = A4yeiixn).
MosBuTCS Ananorosoe okHo Delete Cells (Y aneHue sueek).
5. YcTaHoBMTE Heob6XoauMMbIl NepekntoyaTenb (Hanpumep, CO CABWUIOM B/IEBO) W Lelik-
HUTe Ha KHonke OK.
UT06b1406aBUTLCTPOKY UNNCTONGEL,, BbINONHUTECEAYIOLLNe AEACTBUS.

6. MomecTnTe Kypcop B Nt06YH0 CTPOKY Unu crosabert.

7. Bblbepute komaHgy Table=insert=>Columns to the Left (TaGanuna= JobasuTe=
Ctonb6upl cnea) (Columns to the Right (Cton6upl cnpasa), Rows Above (CTpoku
Bbiwe) wian Rows Below (Crpows nmske)).

UTo6bl 06aBUTL A4eiiKy, BbINONHUTE CReaytoLLee.

8. TMomecTute Kypcop B Ty SUeliKy, KOTOPYIO Bbl XOTUTE YAaNNTb.
9. Bulbepute komaHgy Table=Insert=Cells (Tabumua= Jo6asuts= Aueiixn).
MossuTca gnanorosoe okHo Insert Cells (JobasneHuve fyeek).

10. YcTaHOBMTE HEOOXOAMMbIA NepekntovaTens (Hanpumep, CO CABMIOM BMpaBo) W wWwenkl]
HUTe Ha KHonke OK.
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//I3MeHeHVe pa3MepoB CTPOK M CTOMOLOB Tab/Lipbl

O6bluHo Word ycTaHaBNMBaeT ONHAKOBYIO LUMPUHY Juis BCEX CTO/GLIOB M OAMHAKOBYIO BbICOTY
ANt BCeX CTPOK. OfHaKo, ec/im HeoGXOAMMO CAeNaTb HEKOTOpble CTPOKU WM CTOMBLbI Apyroro pas[]
mepa, Word npegocTas/isieT BO3MOXHOCTb M3MEHSITb MX Pa3Mepbl, MPUUYeM HECKOMbKMMM CrocoGamm:

¥" 3aaBas TOUHbIE Pa3Mepbl ONpPeAeeHHbIX AYEeK;
¥ N3MeHAs pasMepbl AYeeK C MOMOLLbIO MbILLIN.

MpocCToiA Crnocob uamereHns BbICOTbI CTPOKW WK LUMPWHBLI CTON6LA

Ec/u Bbl XOTUTE U3MEHWTb BbICOTY CTPOKM UM LUMPUHY cTosi011a, BbINOMHWTE CreaytoLLue AeACTBIS.

1. Bblbepute komanay View=>Print Layout (Bua= Pa3meTKa CTpaHWUbl) NN MIEAKHHTE
Ha KHonke Print Layout View (PeXum pasmMeTKU) B HUXKHEM NIEBOM YT /1y 9KpaHa.
Word 0T06pasnT BepTUKalbHYIO IMHENKY CneBa OT CTPaHWULbl W FOPU30HTaNIbHYIO ANHel [
Ky — BBEPXY.

2. UlenkHuTe B Tabnuue, KOTOPYH Peuisju NU3MEHUTD.
OT06pa3ATcs MapKepbl HACTPOMKKN CTPOK U cTONG6LI0B Tabnunupl (puc. 6.16).

MapKepb! U3MeHeHUs Mapkepbl U3MeHeHUst
BbICOTbI CTPOKY LUMPUHBI cTONGLA

ey

. u@m mile el e R an ——— ___\ e ”
Cmiia Pmal U1 . Ha2m, .CT1 Rend . 0 OGTE EAN S pyoseiPo  OF

[

Puc. 6.16. Ans U3MeHeHWsl pa3mMepoB CTPOK UM CTONBLOB MOXKHO MCMOMb30BATH COOTBETCT [l
BYlOLLIME MapKepbl

3. lMoaeeguTe Kypcop K ogHOMy 13 MapkepoB Adjust Table Row (Bbicota cTpoku Tab[]
nuubl) (cepble NPAMOYroSibHMKW) Ha BepPTUKaNbHOW nuHeiike unun Adjust Table

MnaBa 6. Kak ykpacurs JOKYMEHT 113



Column (MepemeleHvie erosbua Tabnvubl) (Cepble KBAAPaTHbLIE MapKepbl) Ha ropu[]
30HTaNbHON NnHelike.

4. HaXmuTe KHOMKY MbILIN 1 NepeTackuBaiiTe MapKep BBEPX WU BHUS.

Word oTo6pa3viT NyHKTUPHYK IMHWNI0, KOTOpasi MOKa3bIiBaeT, KakKoW OyAeT BbiCOTa CTPOKM
WM LUMPWHA CTON6LA Noc/e TOro, Kak Bbl OTMYCTUTE KHOMKY MbILLN.

5. OTNycTUTe KHOMKY MbILUW, KOTa foJy4HTe HEOOXOANMbINA pe3ynbTar.

BBO,EI| TOYHOr0 3Ha4€eHnA BbICOTbI CTPOKU WK LUMPUHBI CTOJ'I6LI,8.
YT06bI 337aTb TOUHOE 3HAUEHME BbICOTbI CTPOKU W/ LUMPWHBI CTO0LIA, BbINOMHUTE CIEyHOLLIEE.

1. LUenkHuTe B CTPOKe UM CTonbue, KOTopble HaJ0 U3MEHNUT.
2. Bblbepute komaHay Table=Table Properties (TaGnuua= Cpoiictea Tabnuubl).
MosiBuTcsa gnanorosoe okHo Table Properties (CBolictBa Tabnuubl) (puc. 6.17).

3. Mepelignte Ha BKNagky Row (CTpoka)
nnm Column (Cton6eu).

Mosasutcs Bknagka Row (Ctpoka) wnu
Column (Cton6en) amnanorosoro okHa Table
Properties (CBolicTBa Tabnmubl).

4. YcTaHoBuTe naxok Specify height .'En_,m,w

(BbicoTa) unm Preferred Width || [l pameus neossoc ook va creanouno crpsny
(LLInpuHa) B rpynne Size (Pasmep), UTo6bI || ) oo mtasronseos va oo cpsanse ’

2. pmaiauian crpoma | [ Comapouascpoa 2.2 |

3afaTb 3HAueHWEe BbICOTbI CTPOKM WM | |
LWINPUHBI cToNbua, Hanpumep 0,5 cm. |

5. LlenkHUTe B none pexum rpynnel Size
(Paswvep) u BblbepuTe OAUH U3 E;apvlaHIZI'i
TOB — At Least (MuHumym) nnmn Exactly
(TouHo) (NPV HACTPOiiKe WMPUHBLI cTONG 1|
ua BbloepuTe BapuaHT Centimeters j
(CanTtumeTpbl) nnn Percent ([lpouent)). 1 B "i_”"?i?”]f

Dirpsin

——

Ecnn  Bbl BblbepeTe BapuaHT At Least

(MuHumywm),  BbicoTa CTPOK HMKOTAa He 6YLlpyc 457 B puanorosom okHe CeoiicTBa
FET MEHbLLE YKa3aHHOTO 3HaueHns, HO MOLJ ragni MoxkHO yKasaTb TOUHble sHave-
XeT 6bITb 60/bLUe 3TOr0 3HayYeHUsA (4To 33l yygq LIMPWHbI CTONGLIOB MW BICOTbI CTPOK
BMCUT OT KOMMYECTBA TEKCTa, BBELEHHOrO B

CTpoKe). Ecnn Bam Heo6Xxoamnmo, 4To6bl BCE CTPOKM BblN OfHOM BbICOTbI, Bblbepute Bapu ]
aHT Exactly (To4HO).

BbI6paB BapuaHT U3MEPEHUS LIMPUHBI CTONGLIA B CAaHTUMETPax, Bbl CMOXETe 3a4aTb TOYHOE
3Ha4YeHVe LWNPUHBLI cToN6ua. Ecnm ke Bac 60/blUe WHTEPECYeT He LUMPUHA CTON6LA,
a BHeLWHW Bng Tabnmubl, He3aBMCMMO OT TOTO, Kak Bbl OyfieTe N3MeHATb ee pasmepsbl, Bbl[]
6epuTte BapuaHT Percent (IMpoueHT).

6. LUenkHuTe Ha KHonke OK.

[peobpa3oBaHite TabnmLpl B TEKCT

TekcT B BMAe TabnuLbl MOXET BbIFNAAETb NMPOCTO 3amMeyaTe/lbHO, 04HAKO MOXET 0Kas3aTbCs, YT
Tabnmua B JOKYMeHTe 6OfbLUe He HYXHa, HO colepsalluiics B Hell TeKCT cnefyeT OcTaBuUTb B 0[]
KyMeHTe. [1na npeobpa3oBaHnsa Tabnuubl B TEKCT BbIMOHUTE CNejytoLLne AelicTBUS.
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1. LLlenkHuTe B N06OM MecTe TabunLbl, KOTOPYH pPeLlnn npeoipazosats B TEKCT.

BobiGepuTe Komangy Table=Convert=>Table to Text (Tatnuua=IIpeoipazopaTs=
Tabnuuy B TEKCT).

=]

Oto6pasuTca guanoroBoe okHo Convert Table To Text (IMpeobpa3oBaHvie B TeKCT)
(puc. 6.18).

3. BblbepuTe HEOOXOAMMbIA NepekntovaTeNb, 4TOObl yKaszaTb
Cnocob pasfeneHns Texera.

= Paragraph marks (3nak a63aua). OTo6paXaeT cogepXXnmoe
KaKOOM AYeiikn B OTAeNbHOM CTpoke. Ecnm Tabnuua coctomt
13 6ONbLLIOTO Yucna cTonbLoB, BbIGOP 3TOTO MepekovaTens
NPUBELET K MONYYEHNIO OUYeHb “anuHHOTO™ JOKYMEHTA.

- Tabs (3Hak Tabynsuum). Coaepxumoe TabnuLbl otoGpaxall]
eTCA NMPaKTUYeCKn 6e3 MiamveHeHHil, 0fHaK0 6e3 rpaHuL, Mexay
"auerikammn”.

= Commas (Touka c 3anaToil). Kaxpgas cTpoka Tabnuubl Puc. 6.18. B pauanorol]
MpefCTaBNeHa OTAENbHOM CTPOKOI n0KkyMenTa, a 3MeMeHTbl U3 BOM OkHe [Ipeobpaso-

pasHbIX SYeeK OTAENAOTCA TOUKON C 3ansToiA. gariie B TEKCT yka-
>KUTe cnocob pazdene-

« “Other ([Opyroii). 3T0T BapuMaHT M03BO/SET YyKasaTb Nt0GOIA s mexema

3HaK, KOTOpbIA ByAeT MCMONb30BaTLCA MPU pasgeneHnn cogepl]
XUMOTO Tabnuupl. Hanpumep, MOXHO BBECTU Aednc (-) Um
Kocyto nnHuio (/).

4. UlenkHnTe Ha KHonke OK.

Word npeobpasyer Tabnuly B TEKCT.

cofll B TOM cnydae, ecnv pe3ynbTaT Npeo6pasoBaHMs TabnMLbl B TEKCT 0Kasancst HeyAauHbIM,
HaXXMUTE KOMBMHALWMIO KnaBuw <Ctri+Z>, yTo6bl BOCCTAHOBMTb TaB/NLY B JOKYMEHTE.
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[naBa /

Co3/aHne npyBneKaTenbHbIX CTpaHuL

6 amon iabe. ..

v" [lo6aBneHne BEPXHUX M HUKHUX KOJOHTHTYIOR
v Pa3buBKa TeKCTa Ha CToM6Lb!

v" PasmelLLeHVe TeKcTa B Hafnmeax

v" [lo6aBneHNe PUCYHKOB B [OKYMEHT

v" [lo6aBeHue rpaHnL, K IOKYMeHTY

v" TMeyaTb OKYMeHTa

I ord MOXHO MCMONb30BaTh AA HaMMCaHUs MUCEM, OTUETOB WM YTPOXAKLMX MOCNaHUi
TEM /IIOfIAM, KOTOpble BaM He HpaBATCA. HemHOro nothaHTtasvposas U MpPOSIBUB orpom-
ir HOe TeprieHre, MOXHO TaKXXe Mcno/b3osate Word 15 opMaTmMpoBaHms U M3gaHus
9TUX MMCEM, OTYETOB W MOCNaHUiA Kak Ha Gymare, Tak n B World Wide Web. C nomousto cpexcrs
Word, noxoXux Ha HacTO/bHbIE M3[aTeNbCKIE CUCTEMbI, MOXHO CO3/jaBaTh TaKKe PeKnaMHble 06b ]
ABNEHUA 1 6POLLIOPbI, He BECMOKOACh 0 MPMOBPeETeHMN CreluanbHbIX NPOrpamMm HacTobHOro 13l]
[iaTenbCTBa (& TaKKe APYroil KHUMK, NOCBALLEHHO MCMOb30BAHMIO 3TUX NPOrpaMm).

LBepxrne W HWKHVE kotonsizisiys:

BepxHve 1 HUXHWE KONOHTUTY/bl — 3TO TEKCT, KOTOPbI/A pacrnonaraeTcsl BBepXy U BHU3Y cTpal ]
HWUbI. BepxHVe KONOHTUTY/bI HAaX0A4sTCs BBEPXY CTPaHULbI, 8 HMXKHWE KONOHTUTYbI, KaK HeTpyA[]
HO JOrafaTbCsi, — BHU3Y.

BepxHue U HUWXHME KONOHTUTY/bI PACMONOXEHbI, KaK MpaBuIo, Ha Kaxgol cTpaHuue gol]
KYMEHTa 1 COZiepXaT NOBTOPSIOLLYIOCS MH(OPMaLMIo, HanpyMep Ha3BaHWe ny6Gankauuu, rnall
Bbl W pasfena, HOMep CTpaHuLbl MNU WMS aBTopa. [lOCMOTPUTE: Ha HEYETHbIX CTpaHMLax
B 3TOW KHWUre Bbl YBUAWTE HOMEP W Ha3BaHWe rNaBbl U HOMep CTPaHWLbI, PacnONOXEHHble
B HV)XKHWX KONOHTUTYMax, a Ha 4eTHLIX — HOMEP WM Ha3BaHWe 4YacTu W HOMep CTPaHULIbI.
BepxHMe U HUXHWE KONOHTUTYMbI MOME3Hbl NPU 0TOBPaXKEHUW MAEHTUYHOTO UK NpakTuye ]
CKU WAEHTUYHOTO TEKCTa Ha MHOTMX CTPaHWLax, HanpuMmep HasBaHus rnasbl. VI xoTs Bbl Mo[]
)KeTe MHOTFOKPATHO MevaTtaTb OAMH W TOT Xe TEKCT Ha KaX[Ooi CTpaHuLe caMu, Bce Xe yylle
npefocTaBuTL 3Ty pa6oTy Word.

UTo6bl 0TO6PaA3NTh B AOKYMEHTE HUXKHUWE U BEPXHWUE KONOHTUTYNbI, BOCMOMb3YATECH OfHUM 13
ABYX MEPEeUnCIeHHbIX HUXE Crnoco6oB.

: v Bblbepute KomaHay View=>Header and Footer (Bua= Kojortiryisl).
[ v Bblbepute komaHgy View=>Print Layout (Bua= PasmeTKa cTpaHuLbl) (MM LLENKHUTE Ha
KHonke Print Layout View (PeXum pasmerki)).



BK/IOUMB PEXMM CTPYKTYPbI, Bbl YBUAWUTE, KaK KOMOHTUTY/bI CMOTPSATCS Ha KaXaoii

owth,
CTpaHuLe, HO He CMOXXeTe UX pefaKTupoBaTthb.

,IJ,06aBneH|/|e BEPXHUX N HWXHUX KONNOHTUTY/10B
[ns no6asneHns BEPXHEro UM HUXKHETO KONOHTUTYNA BbIMOMHUTE CriedytoLLee.

1. BriGepure komaHay View= Header and Footer (Bua= KoaouTnTyisi).

2. Word oTO6GpasuT naHesnb MHCTpyMeHToB Header and Footer (Bun= Konoututyns) Bmel]
cTe ¢ Hagnucbio Header (BepxHuii KonoHTUTYN) (Mnn Footer (HMXKHWIA KOIOHTHTYIT)), KaK
nokKasaHo Ha puc. 7.1.

Kak B npeabiayLiem

MapameTpbl CTpaHWLb!
Mepexopg, K cnepyroLemy

BcTasutb none gatsl
BcTtaBuTb 4MCNO CTpaHuL, Mone KonoHTUTYNa
B fe s X
[ 100% 1
,Bep\ul‘fmomrrmyi‘ﬂmesmu%mm > 14 z v l= = | EH~% ~
O S e R T [T B0 ST RO S 3-.'-_;_'{” 4
£
5
o
-

PexvM  BctasuTb none Homepa CTpaHmLb Mepexon k npeAakgyLLemy
Pasmetka chopmar Homepa CTpaHnLbl
CTpaHuLibl
BcTaBuTb none BpemeHu

BepXHWIA/HWKHWIA KONOHTUTYN
Puc. 7. /. NMaHenb MHCTPYMEHTOB KOMOHTUTY/IbI 1 nosie BepXHUit KOSTOHTUTY
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3. Bmeawnte B TekcToBOe none Header (BepXHUI kostonTiTyJi) TEKCT BEPXHErO KOMOHTM ]

6.

Tyna u/unu LWenKHUTE Ha 0dHOH U3 KHOMOK MaHenu UHCTPYMEHTOB, YTO6bI BCTaBUTb
HOMep CTPaHMiILI, YACNO CTPaKnLl, ATy UIU BPEMSI.

= EcnM Heo6XoAnMMo, YTOGbI OfiHA YacTb TEKCTa KOAOHTMTYNA Gblia pacnonoxeHa Cresa,
Apyrasi — Mo LeHTPY, a TPpeTbs — CrpaBa, YCTaHOBMTE TEKCTOBOM Kypcop Mexgy cocedl]
HUMM YaCTAMM 1 HAXMUTE KnaBuily <Tab>.

< Ecnu Bbl WenkHynu Ha kHonke Insert Page Number (Homep ctpaHuubl), Number of
Pages (Yucno ctpaHuy), Insert Date (Jata) nnam Insert Time (Bpems), uto6bl BcTal ]
BUTb B TEKCT KOMIOHTUTYNa HOMep CTpaHuLbl, YACNO CTpaHuy, aaty uam spems, Word
6yfeT aBTOMatMyeckn 06HOBNATL 3Ty MH(OPMALMIO Ha CTpaHmuax (ana nHdopmauun
0 CTpaHMLUax) WM Kaxablii pa3, Korga 6yaeT OTKPbIT 3TOT AOKYMeHT (ans uHgopmall
LUK 0 JaTte n BpemMeHu).

= MOXHO TaKKe LLENKHYTb Ha KHOoMKe InsertAutoText (BcTaBuTb aBTOTEKCT), YT06bI Word
BCTaBW/ CTaHAAPTHBbIW TEKCT, HANpUMep HOMep CTPaHMLbI.

LLlenkHuTe Ha kHonke Switch between Header and Footer (Bepxuuii/nuxunii ko
NOHTUTYN).

Word oTo6pasut none Footer (HUXHWIA KONOHTUTYN).

B none Footer (HUXHWIA KOMOHTUTYN) BReanTe TEKCT HVDKHETO KOMOHTUTYNA u/mian
MIeJKHUTE HA OAHOW U3 KHOMOK NaHenn MHCTPYMEHTOB.

BepHuTECh K M. 2 /151 NONyYeHMs YKa3aHUIA.

LLlenkHnTe Ha KHonke Close (3aKpbiTb) nauein MHCTPYMeHTOB Header and Footer
(KonoHTuTynbl), 4To6bI 3aKPbITH €€.

/3MeHeHVie HymepaLn CTPaHWL,

Mpu Hymepauun cTpaHuy, Word mo ymonyaHuio HauyuMHaeT C MepBOii CTpaHULbl M NPOJOMKaeT
HyMepaumio C MOMOLLblo apabekmx umdp, Hanpumep 2, 3 unu 49. Ecnm He06XOAMMO U3MEHUTb
CTWMb HyMepaumu (Hanpumep, UCMOAb30BaTb BMECTO LMQpP O6YKBbI) MW 3afaTb Apyroi Homep Hall
YasbHOW CTpaHMUbl, Hanpumep 97, WenkHMTe Ha KHonke Page Number Format (dopmat Homepa
CTpaHMUbl) naHenn MHCTpymeHToB Header and Footer (KonoHTuTynbl). YUT06bI BOCNOMb30BaTHCA
3TOW KHOMKOW, BbINO/HWTE CNejyHoLLee.

1.

BbibepnTe komaHgy View=Header and Footer (Bua= KononTuTyasi).
Oto6pasutca naHens MHcTpymeHToB Header and Footer (KonoHtuTynbl) (cM. puc. 7.1).
Bblgenute HoMepa cTpanuil B NONE HUXHEro Uiy BepPXHero KOMOHTUTYyNa.

Homepa cTpaHuL, BblAensTca CepbiM LBETOM. Ecan Homepa CTpaHuL, He OTobpaxatoTcs

B HUXKHEM WNW BEPXHEM KOMOHTUTYNeE, LeNKHWUTe Ha KHonke Insert Page Number (Homep

CTpaHuubl) naHenn nHcTpymeHToB Header and Footer (KonoHTuTynbl) u Bbigenute nosC]
BMBLLIEECS YKCNO.

LLlenkHnTe Ha kHonke Format Page Number (dPopmaT HoMepa CTpaHuLbl) NaHenun
nHcTpymeHToB Header and Footer (KonoHTUTY bI).

Mossutcs guanorosoe okHo Format Page Number (Popmar Homepa cTpaHuubl) (puc. 7.2).

LLLenkHuTe B cnncke Number Format (dopmat Homepa) 1 BblbepuTe CTUNb Hymepal ]
LUnn cTpanuy (manpumep, 1, 2, 3 wau i, ii, iii).

B rpynne Page Numbering (Hymepaunsa cTpaHuu) ycTaHoBUTe OAMH U3 nepel[]
KnouaTenein.
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« Continue from Previous Section (IMpogomkuTs). CTpaHMLbl HYMEPYIOTCA HauMHas C

HOMepa Mpe/blayLLei CTPaHNLbI.

e« Start At (HauaTb C). 3T0T (haxoK MO3BOMSAET 33faTb HOMEp MEpPBON CTpaHuULbl,

OT/INYHBIA OT 1.
6. LllenkHuTe Ha kKHonke OK.

i "
|- fmasiaca co T | Jaronceor 1

oo

[““I:_l' g’ Omvesa | F

Puc. 7.2. C nomoLLbl0 napameTpoB AWanorosoro
OKHa dopmaT HOMepa CTpaHULbl MO>XKHO M3[]
MEHWTb CNocob Hymepauuu CTpaHu,

Kax cosqanie qowyieniin W3 HECKOAbKILX

KOAOROK

[Ons co30aHys HAOPMALMOHHOTO 06bABNEHNS WX GPOLLIOPLI BaM MOHAA06UTCS PasMecTUTh
TEKCT B [IBYX UM HECKONIbKUX KOIOHKAX, UTOBbI M3[aHHbI JOKYMEHT BbIrNSAeN NPOdECCUOHANBHO.
Word no3BosseT pasmeLiatb B JOKYMEHTE 10 YEThIPEX KOMOHOK. HO eC/i Bbl UCMONb3yeTe GOMbLLE
YeTbIpex KOJIOHOK Ha OfHOM CTPaHULE, TO OHU OKaXYTCs CAULLIKOM Y3KUMM A1l HOPMaibHOro pas[]

MeluleHus TeKCTa.

EbICprIVI cnocob CO3aHnA KOTOHOK

UT06b! BbICTPO CO34aTh HECKOMLKO KOMOHOK, BbIMOIHUTE CeyoLLue AeiCTBUS.

1. BblgenuTe TekcT, KOTOprVI HeobxouMo Pa3MECTUTb B HECKO/IbKO KOJIOHOK.
Ecnn HeobxoanMo MpeacTaBuTh B BUAE HECKONbKMX KOMIOHOK BECb TEKCT LOKYMEHTa, npol]

nycTtuTe 3TOT Lar.

2. LUlenkHuTe Ha KHonke Toolbar Options (MapaMeTpbl NaHenen UHCTPYMEHTOB) cTaH [l

[ApTHOW NaHenn MHCTPYMEHTOB.

OT06pa3nTCcs CNMCOK AONONMHUTENbHbIX KHOMOK (puc. 7.3).
3. LLenkHuTe Ha KHonke Columns (KonoHKKW) cTaHAapTHOW NaHenn MHCTPYMEHTOB.
MosBuTcsa guanorosoe okHO Columns (Ko/oHKK), KOTOpoe MO3BOMWT 3adaTh LUMPUHY KO[]

JIOHOK W pacCTosAHME MexXay HUMW.

4. BbIAeNnUTe HYXXHOE YNC/IO KOJIOHOK, NEPETACKHBAN Mbllb C/IEBa HANPaso.
Word HemezneHHo npeobpasyeT Balll JOKYMEHT B HECKO/IbKO KO/IOHOK.
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Puc. 7.3. KHonka CTon6Lbl 0T06paXKaeTcs Ha CTaHAAPTHON NaHenu WHCTPYyMEHTOB

CoapgaHne KOMOHOK MPOM3BOMbHON LLMPHDI

UT0GbI CO30aTh KOMOHKMN MPOU3BONBHOM minpuHEL, BbINOAHUTE CEAyHOLLIEE.

1.

Bbigenute TekcT, KOTOprVI H€06XO,EI,VIMO Pa3mMecTnTb B HECKOJIbKO KOJIOHOK.

Ecnu H606X0,qI/IMO NnpeAcTaBUTL B BUAE HECKO/bKMX KOMIOHOK BeCb TEKCT JOKYMeHTa, npol]
nycTuTe 310T Liar.

BbibepuTe komaHgy Format=Columns (Popmat= Koaouku).
MoseuTCA gnanorooe okHo Columns (Kononku), nokasaHHoOe Ha puc. 7.4.

MO>KHO 160 BbIGpaTb TN KOMOHOK B rpynme Presets (Tun), nnéo BBecT Konmye ]
CTBO KONMOHOK B nosie Number of columns (Uncno KonoHoK).

. YcTtaHoBuTe (U cbpocbTe) hnadkok KONOHKN 04MHAKOBOW LLUMPKWHBI.

Ecnm dnaxok Equal column width (KonoHku oguHaKoBo# LUMPUHbBI) COPOLLIEH, Bbl MOXETE
3a[aTh LUMPUHY KQXKAO0W KOJIOHKM OTAENbHO.

LLlenkunTte B none Width (LLnpuHa) B rpynne Width and spacing (LLinpuHa n npol]
MEXYTOK) U LLefKainTe Ha CTpeNike, HanpaB/eHHO BBEPX MM BHU3, [0 TeX mop, Nnoka
He YCTaHOBMTE TOUHOE 3HAYEeHNE LNPUHbI KaXKAON KONOHKM.

LLlenkHuTe B nosne Spacing (MpomexxyTok) B rpynne Width and spacing (LLIupuHa n
NPOMEXXYTOK) U LeNiKaiiTe ua CTPesike, HanpasBfeHHOW BBEpPX WM BHW3, 0 TEX Mop,
noka He YCTaHOBUTe TOYHOE 3HAYEHUNE NPOMEXYTKA MEXAY KOMIOHKaMW.

LLLenkHMTe Ha KHonkKe OK.

Word pasMecTuUT TEKCT JOKYMEHTAa B HECKOJIbKO KOJIOHOK, HACTPOeHHbIX Mo wunpuHe col]
rnacHosallnmMycTaHOBKaM.

Dodabuenue pucyniol € gorysueni

B

[OKYMEHTbI Bbl MOXeTe [106aB/IATb He TONIbKO HAANMCU, HO M rpadmyeckmne 06beKTbl. UTobbl

[06aB1Tb PUCYHOK B AOKYMeHT Word, BOCNONb3yATeCh OAHOM M3 clleayrolux KOMaHg nocne Bbi6o ]
pa komaHgbl Insert= Picture (Berarka= Pucynok) (puc. 7.5).
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Pue. 7.4. B duanozosonm OkHe KonoHKW 3agaiiTe
LIMPWHY KOJNOHOK 1 PACCTOSHIAE MEXKAY HUMW

[Ouarpavmma KapTuHka

Wn Tpeea wap BCTEXS GopwaT Cgee TGnaa Qoo Gpea
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& Moaxnatpua
W epuaTprs
O Cromaronorss
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B B SV R
O6bexT WordArt

Fuc. 75, Heckonbko MPUMEpoB pasinyHbiX TUMOB M306paykeHuii, KoTopble Word no3sonseT
BCTAaBNATb B dokyrenm

¥" Clip Art (KapTuHku). [Jo6aBasieT KapTUHKY M3 Konnekumuu Microsoft Office.

¥ From File (M3 caiina). Jofaniaer pucyHok n3 rpaduyeckoro gaiina, cosgaHHoro apy ]
roii nporpammoii, Hanpumep PaintShop Pro nunmn Adobe Photoshop.
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From Scanner or Camera (Co ckaHepa van n3 kKamepbl). [No3BonseT no6asBuTb
LmdpoByto oTorpaduio.

AutoShapes (Aptodhurypet). Mo3gBonseT BbIGUPaTb pas/MyHble MUIYpbl, Hanpumep
0BaJs1, MPAMOYTOMILHUK UNW 3Be34y.

WordArt (O6bekt WordArt). Mo3BonseT neyararb TEKCT, OTPOPMATUPOBaHHbIN pa3[]
NINYHBIMU LBETAMU U LUIpUTaMu.

Organizational Chart (OpraHusauynmoHHas fuarpamma). No3BONAseT co3jaTb CTak-
JapTHYI0 OpraHu3auMoHHYI0 AMarpamMmmMy, Mo KOTOPO MOXXHO Nerko onpefenvTb, KTo py[]
KOBOAWT PaboToii, a KTO BbIMO/HSET ee OCHOBHYHO 4acTb.

New Drawing (HoBbli1 pucyHOK). M0o3BONSET cO34aBaTb PUCYHKW U3 TeOMETPUYECKMX
curyp, NHWI nnm o6bekToB WordArt

Chart (Ouarpamma). Mo3sonset fo6aBnaTb B JOKYMEHT rpavku, Kpyrosble Avarpammbl
N TUCTOrPamMMmbl.

Kak noMecTuTb PUCYHOK B [JOKYMEHT

B konnekuymto Microsoft Office BXOgAT KapTUHKMK, 3a co3fjaHne KOTOPbIX KomnaHus Microsoft
3annatuna npogeccnoHasbHbIM XyL0XHMKaM, 136aBuB Bac OT HEOOXOLMMOCTU OCBaMUBaTb KOMIIL-

TEepHYto

rpacgmky.

UTo6bl 06aBUTb PUCYHOK B LOKYMEHT, BbIMOMHUTE CreaytoLLiee.

1. MopgBeanTe yKasaTeslb K TOW yacTu LOKYMEHTA, B KOTOPOI Bbl PELUNSIN BCTaBUTH
PUCYHOK.

2. BblibepuTe kKomaHgy Insert= Picture=Clip Art (BeraBxa= Pucynok= KapTHHKH).
Mossutcs obnacTb 3agay Clip Art (Konnekums Knvnos).

3. LWenkHuTte B TekcToBOM none Search for (MckaTb) un BBeauTe onucaHue kap [

GOBET

©

TUHKMN.
Bam cnefyeT BBOAWTb O4YeHb NPOCTbE OMWCAHWS, HaMpPUMEpP XXMBOTHbIE.

4. LenkHuTe Ha KHonke Go (HaiiTu) unn HaxkmuTe Knasuwy <Enter>.

B o6nactun 3agay Clip Art (BcTaBka KapTUHKM) NOSIBUTCSA CMMUCOK KapTMHOK, COOTBETCTL ]
BYHIIMX 38[laHHOMY BaMWn KpuTeputio (puc. 7.6).

5. LLLeNKHUTe npaBoii KHOMKOW MbIWUX Ha NOHpaBMBLUEMCS M306padkeHMn. B noal]
BMBLUEMCS MEHIO BblbepuTe KoMaHgy Insert (BcTaBuTh).

Word BCTaBWT BbIGPaHHYIO KapTUHKY B JOKYMEHT.

6. LLLefKHMTE Ha KHOMKE 3aKpbITUSI, 4To6bl y6paTs 06nacTs 3agay Clip Art (Berapka
KapTUHKM) C 3KpaHa.

[lo6aBneHne B AOKYMEHT CYLLECTBYIOLLMX rpadmyeckux (annos

Ecn

Ny Bac €CTb Y€ CO3[aHHbIn, CKOMMPOBaHHbIA MM NPUOBPETEHHbIN rpaduryecknin daiin,

ero MOXHO 06aBUTb B JOKYMeHT. UT0Obl 406aBUTb CYLLECTBYIOLLMIA rpadmyeckuii thaiin B JOKYMEHT,
BbINOMHUTE CrledytoLLiee.

1. MopBeauTte yKasaTesb MbIW K TOMY MECTY AOKYMEHTa, B KOTOPOM HE06X0AUMO
BCTaBUTb rpadmyeckoe n3obpaxeHue.

[naBa
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2. Bbi6epute komauny Insert=Picture=From File (Beraska= Pucynox= W3 alina).
MosBuTCcs ananoroBoe okHo Insert Picture ([06aBUTb PUCYHOK).

. .E!'sl. Wi Cosemi o nouaey raxe
7 HCTP E@N ZAM pmﬂi?o

SeTpet Paan 15 . &

ST | Kond

Puc. 7.6. O6nacTb 3agau BcTaBKa KapTWHKW MO3BONSET MPOBECTW MOMCK KapTWHOK, ykall
3aB WX TeMmy

3. LLenkHuTe Ha nanke, B KOTOPOW COAEPXKUTCSA He0O6X04MMbI rpadinyecknin caiin.
4. LUlenkHuTe Ha MMeHU haina, KOTOpPbIiA Bbl XOTUTE NUCMO/b30BaTh.

Word oTobpasuTt BbiGpaHHOE BaMK rpadpmyeckoe n3obpaxeHme.
5. LllenkHuTe Ha kHonke Insert (BcTaska).

Word BCTaBUT BbIGpaHHOE 1306paXeHe B JOKYMEHT. EC/in Bbl XOTUTE, UTO6bI TEKCT 06TeKan pu ]
CYHOK, BBIOJIIHUTE eMACTBUSA, ONUCaHHble HUXKe, B pasgene “ObTexanye pUCyHKa TEKCTOM".

lcnonb3oBaHue B fokymeHTe cpeactsa WordArt
WordAr: —3ameuatenbHblii CNoco6 Npuaath Ballemy AOKYMEHTY YHWKa/bHbIA BHeniHuii BUL
6narogaps KOM6MHMPOBAHWUIO Pa3/INYHbIX LBETOB, (DOPM U WIPUATOB. YTO6bI 06aBUTL B JOKYMEHT
06beKT WordArt, BbINONHUTE ClENyIOLICE.
1. Mopgegute yKa3aTénb MbILIM K TOMY MeCTY I0KYMeHTa, B KOTOPOM Heobxoanmo Bctal ]
BUTb rpamyecKoe n3obpakeHue.
2. Bblbepute komangy Insert=Pictures>WordArt (BeraBka=Pucynok= Q6bexT

WordArt).
MossuTca aunanorosoe okHo WordArt Gallery (Konnekumsa WordArt) (puc. 7.7).
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Puc. 7.7. B ananorosom oxwe Konnekuus WordArt
NpeACTaBNeHbl Pas3MUHble CTUAM, KOTOPble MOXHO
NPUMEHAITb K TEKCTY

3. BblbepnTe TN 06beKTa, KOTOPbI XOTUTE UCMOMNb30BaTh, U LWEeNKHUTe Ha KHonke OK.
Mossutca granorosoe okHo Edit WordArt Text (M3meHeHue Tekcta WordArt) (puc. 7.8).

Puc. 7.8. [uanozosoe OKHO W3meHeHne TekcTa WordArt

4. BBeguTe HEOOXOAMMbIA TEKCT.
Bam Takxe NpesocTaBnseTcs BO3MOXHOCTb U3MEHUTL LUPUGT, ero pasmep U HauepTaHue.

5. WlenkHnTe Ha KHonke OK.

Peqaxmupobanne usodhanenus

Mocne TOro Kak M3obpaxeHne OyaeT BCTaBMEHO B JAOKYMEHT, BaM MOXET MOHazobutbca mname ]
HWUTb MapamMeTpbl ero "B3aMMOAENCTBMA" C OKPYXKalOLMM TEKCTOM, a TakKe MePeEMECTUTb PUCYHOK
Ha HOBOE MeCTO WAW y[anuTh ero.
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O6TeKaHne PUCYHKa TEKCTOM

[ns onpegeneHns ctmns o6TeKaHUsi pPUCYHKA TEKCTOM BbIMOHUTE CeLytoLLMe AencTBUS,
1. UlenkHnTe NpaBoil KHOMNKOWM MblWM Ha PUCYHKE, KOTOPbI AO/MKEH 06TeKaTb TEKCT.

[MosBUTCA KOHTEKCTHOE MEHHO.

2. Bbl6epute komaHay Format= Picture (Dopmar=Pucynok).

MosasunTCcA ananorosoe okHO Format Picture (Popwmar).

3. MMepeiguTe Ha BKNagky Layout ([Tosaomenne).

Word 0T06pa3nT HEeCKO/IbKO pa3fIMYHbIX CMOCO60B 06TEKaHWUst TekcTa (puc. 7.9).
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Puc. 79. Juanozosoe okHO ®opmMaT pPUCYHKA MO3BONSET 334aTh pasnyHble cnocobbl 061
TEeKaHWA PUCYHKa mexcmon

4. WenkHUTe Ha nogxogsuwem nsobpaxeHun B rpynne Wrapping style (O6TekaHue),
Hanpumep BOKPYT paMKM, MO KOHTYPY UK 32 TEKCTOM.

PaznunyHble cnocobbl 06TeKaHWUS NPeACcTaBAeHbl pa3HbIMU 3HaYKaMK, N0 BHELLIHEMY BUAY Ko
TOPbIX MOXHO /IerKO OMNpeAennTb, K YeMy npuBeaeT NpUMeHeHMe TOr0 UM MHOTO BapuaHTa
06TeKaHus.

5. LllenkHuTe Ha KHonke OK.

CRBET

LLlenkHyB Ha KHonke Advanced ([ononHUTeNLHO) Nocse BbINOIHEHUS M. 4, Bbl cMOXe []
Te 3a/]aTb TOYHOE PACCTOAHNE MEXAY TEKCTOM U PAMKOW prCyHKa:
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MepeMelLeHne pUCYHKOB B [IOKYMEHTE

Mockonbky Word He Bcerfja oTobpaykaeT PUCYHKW TaMm, FAe UM cnefyeT ObiTb, Bbl BCerga moxe[]
Te CaMOCTOSITE/IbHO W3MEHUTb MeCTOpacrosioKeHWe PUCYHKa B AOKyMeHTe. YTo6bl MepemecTuUTb
PHCYHOK, BbIMONHUTE CliedytoLLee.
1. LLlenkHUTe Ha PUCYHKEe, KOTOPbI HEOB6X0ANMO NepeMecTHThb.
BOKpyr Bbl4eNeHHOro pUCyHKa NnoABATCA MapKepsbl.
2. HaXXmMnTe KHOMKY MbILW W NEPEMECTHTE MblLUb.

Mpy nepemeLLEH N MbILLIW B TEKCTE MOSABUTCS Cepast BEPTHKAILHAL IMHUS, YKa3blBaKOLLasA Ha
MeCTOPacrnofoXeHne B JOKyMeHTe, B KoTopoe Word repemecTuT M3obpaxeHune nocie Toro,
KaK Bbl OTMYCTUTE KHOMKY MbILLK.

3. MepeTackuBaiiTe yKasaTe/ib MbllWW 40 TeX NOP, MOKA PUCYHOK He OKaXKeTCS B HY>XHOM
MecTe, NMoc/ie Yero oTNYCTUTe KHOMKY MbILLN.

coBEr MNpn nepemeLleHNn pUCyHKa Ha 60MblLIOe PacCTOsiHWe, HanpuMep C MepBOA CTpaHMULbl
Ha cTpaHuuy 230, BaMm 6GyaeT HaAMHOIMO MPOLLE LUENKHYTb Ha PUCYHKe, HaxaTb KomMbuHall
umo knasmw <Ctrl+X>, WenKHyTb B HY)XHOM MeCTe J0KYMEHTA, MOC/e Yero HaxaTb
KOMGMHaumo knasmw <Ctrl+Vs>.

3MeHeHVe pa3MepoB PUCYHKA B IOKYMEHTe

Ecnn Bbl NPULWIAN K BbIBOAY, YTO M306paXKeHMe CAULLIKOM BENMKO WUAM Mano, BbinonHuTe cnel]
Jytowme JecTBMSA ANst M3MEHEHNS ero pa3MepoB.
1. LLLenKHMTE Ha pUCYHKE, pa3Mep KOTOPOro He06X0ANMO N3MEHUTD.
BoKpyr BblAefIEHHOIO PUCYHKa MOSABATCA MapKepbl.

2. rlO,Cl'Be,lJ'I/ITe YKa3aTe/lb MbllUN K MapkKepy, nocne 4ero HaxkKMmnmTe KHOMKY MbIlIW N ne=
PeEMECTUTE MblLLUb.

Mpwn nepemelleHmMn Mbiwn B Word 0To6pasnT WTpUX [MyHKTUPHYIO IMHWUIO, C MOMOLLbI0 KO
TOpPOW 0TOBPaXKAOTCA HOBbIE PasMepbl N306paKEHNS.

3. lMepeTackuBaiTe ykasaTenb MbIlLW 4O TeX MOP, NOKa PUCYHOK He MpUMeT Heobxoan []
Mble pa3Mepbl, NOC/e 4ero oTNYCTUTE KHOMKY MbILIU.

YianeHue pucyHka 13 JoKyMeHTa

Ecnv Bbl MpULLM K BbIBOAY, YTO OMNpeAeneHHbIi PUCYHOK B JOKYMEHTE BaM 6O/bLUe HE HY)XXEH,
yAanuTe ero, BbIMOMHUB CleayroLLme AeACTBUS.
1. LLLeNKHMTe Ha pUCYHKe, KOTOPbI/ HEO6X0AMMO YAaINTb.
BoKpyr BblAeNneHHOro pucyHKa nosiBATCA MapKepbl.
2. HaxmuTte knasuwy <Delete>.
Word yganuT BblfeNeHHbIN PUCYHOK.

Dodabuenne shanuy, k merchiy

ELLe oavH cnocob ynyulinTb BHELIHWUA BUA AOKYMEHTa — [406aBWTb rpaHuLpbl No 6okam, Baep ]
Xy UAW BHU3Y CTPaHWULbl. MPaHULbl MOFYT COCTOSATb M3 CMOLWHbIX MAWM NYHKTUPHBIX MHWIA onpe]
[€NeHHbIX TONWWMHbLI U LBeTa.
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YT06bl 06aBUTb FPaHULbl K JOKYMEHTY, BbIMOMHNTE ciieaytoue [eNCTBUS.

I. Boibepute komaHgy Format= Border and Shading (Popmat= T panuus 1 3a11BKa).

OTto6pasunTca guanorosoe okHo Border and Shading (IpaHuubl 1 3anuska) (puc. 7.10).

y Tom: T | Obpazay
i 3 z = Ana goBaBnBHMA IPEHY LWENKHKTa
ofsaRen Wi MCNONBE3WATE KHOny

T

4870

apyran

Puc. 7.20. AmnanoroBoe 0KHO paHuLpl U 3aiusKka No3BoNAeT dobas-
NATbrPaHnLb B JOKYMEHT

. Mepelignte Ha BKNagky Borders (MpaHuua) nnn Page Border (CTpaHuua).

Wcnone3yiite Bknagky Borders (MFpaHuua) anst fob6asneHns rpaHuL, K oTaensHoMy ab3ady, a
Bknagky Page Border (CTtpaHuua) — anst 4o6aBneHUs rpaHuL, K OAHON MM HECKONbKUM
CTpaHuLam JOKyMeHTa.

. B rpynne Setting (Tun) BbIGepuTe HY>XXHbIN BapnaHT: Box (Pamka) nim Shading (TeHb).

BblGpaHHbI BapraHT MOXHO YBUAETb B 0611aCTX NPOCMOTPa.
BbibepuTe TUN nuHuy B rpynne Style (Tun), Hanpumep CNJIOWHYO uiik MYHKTUPHYIO.

Bocnonb3yiitecb packpbiBawowmmMmcs cnuckom Color (LieeT) gns Bbibopa uBeTa, Hall
npuMep KpPacHoro Wam 4yepHoro.

Bocnonb3yitTech packpbiBarowmmMmca cnnckom Width (LLvpuHa) ans Bbi6opa Tonwm ]
Hbl INHUK.

llenkuure Ha COOTBETCTBYHOLLEN KHOMKe B 06/1aCTM MpPOCMOTpa, Y4TO6bI BbIGpaTh Mel ]
CTOPacnoNOXKEHWNE FPaH Ik,

LLlenkHuTe B cniucke Apply to (MpuMeHNTb K) 1 BbiGepUTE HYXXHbI BapuaHT: Whole
Document (Bcemy noxymenry), This Section (3Tomy pasgeny) mam Paragraph
(A63auy).

LilenxunTte Ha KHonKe OK.

Word no6aBuT rpaHuuy. Ecnv Bbl He BUAWTE TpaHUL, MepeianTe B PeXXUM pPasMeTKu
CTpaHuLbl.
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Tlheqlapumessrsnii npocuorizf
N newame qokyuerna

He Hago mMcnonb3oBaTh KaXablid yA0OHbIA Cyyaid, 4To6bl pacnevatbiBaTb NPOGHbLIA BapuaHT
CBOEr0 [JOKYMeHTa 1 CMOTPETb, XOPOLLIO N BbIPOBHEHbI €ro nons. Ecnv Bam He 6espasnuyHa npol]
6nema MCTOLLEHMS MPUPOLHbLIX PecypcoB, 6opuTeck MPOTUB 6GeCnone3Hon mevaT U MCMONb3yinTe
Takoe nonesHoe cpeicreo Word, Kak npeiBapuTenbHbIA MPOCMOTP AOKYMEHTA.

Kak paboTatb B pexume MpeapapuTeNsHOro NpocMoTpa

PeXxMmM npeaBapuTeNbHOTO NPOCMOTpPA MO3BOSISIET YBU/ETb OKYMEHT B TOUHOCTM TaKUM, KaKUM
OH 6yfieT Ha 6ymare. C MOMOLLbIO 3TOTO CPEACTBA MOXXHO YBW/ETb, XOPOLLO /N BbIPOBHEHBI MONS 1
paccTaB/eHbl NN HOMepa CTPaHWL, TaK, KaK Bbl 3TOMO XOTUTE.

UToGb! NEpeitTyi B peskuM NpeasapuTeNbHOMO mpocMoTpa, BbIMOMHWATE CReAyIOLLNe feiicTai.

1. Bbi6epuTe komaHay File=Print Preview (@aiin= [IpeasapHressLiv NPOCMOTP).

Word 0T06pasvT LOKYMEHT B BKAe MeYaTHOro NMcTa, M Kypcop MpuUMeT Bug yBenuuutens ]
Horo cTekna (puc. 7.11).

Q s et menl S em ——pm——
iy " T 2.0 b 5 St——

L i s i e it . s it s
ey 0 i

22 20 18 16 14 12 10 8

009 [ Ha 2340w €123 Mon 1 TR BTD SN pycoaal (Po

i

Puc. 7.71. JOKyMEHT, 0TOBPasKeHHbIA B PeXKUME MpeaBapuTeNbHOrO NpocMoTpa

2. MepemelwaiiTe Kypcop Mbllin (B BUAe YBENMUMTENIbHOFO CTeK/Ia) MO A0KYMEeHTY W
LLEeNKHNUTE MblLWbIO, YTOBbI YBUAETb JOKYMEHT B HATYPA/IbHYIO BeIMUNHY.

3. LLenkHuTe Ha kHonke Close (3aKkpbITh), YTOGbI BBINTU 13 peXkrMa npeaBaputensHo [
ro npocmoTpa.
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3ajaHune napameTpoB CTpaHULbI
Mpexae Yem BbIBOAUTL LOKYMeHTbl Word Ha nevaTb, BaM CMefyeT 3agaTb pasmep 6ymaru u e[
ANYUHY Noneii. YTobbl 3TO cAenaTb, BbIMOSHUTE CleAytoLLee.
1. Bblbepute komaHay File=PagSetup (Paiin=IlapameTpsiCTpaHNLbI).
MossuTca gnanorosoe okHO Page Setup (IMapameTpbl CTPaHULbI).

2. TepelignTe Ha BKnagky Margins (Monsi), nocne Yero LWEeNKHUTE B TEKCTOBLIX MOMSAX
Top (BepxHee), Bottom (HwuxkHee), Left (Jleeoe) n Right (IMpaBoe), 4To6bI 3a4aTb
3HAYEHUS COOTBETCTBYIIINX NOMEA JOKYMeHTa.

MosBuTca Bknagka Margins ([Mons) guanorosoro okHa Page Setup (MapameTpbl cTpaHn[]
ubl) (puc. 7.12).

| roan | pawen S d oy

! Mana

(enomese nepenneta; [Cless |
]

| Crpstaas

DMk CTpae; | O

| Ofpasey «—=—-=s
Mpesenaiy!

{K BCEY AOHEHTY !wi

1]

Puc. 7.12. B pgnanorosom OkHe [MapameTpsbl
CTpaHuULpbl Bbl CMOXKETeE 3afaTh éeiuvunsl NoL]
neii npasmep bymaru

3. MMepelignTe Ha BKNagky Paper (Pasmep Gymaru), nocne Yero LIeNKHUTe B TEKCTOBOM
none Paper Size (Pa3vep 6Gymaru) u ycTaHOBMTE HeO06XOA4MMbIA pa3mep 6Gymarm
(Takoi kak Legal nnn A4).

MOXHO TaKXXe 3afjaTb NMPOU3BOJIbHbIE BbICOTY M LUMPUHY CTPaHWLL.

4. LWlenkHute B none First Page (Mepsas ctpaHuya) n Other Pages (OcTanbHble cTpaHu[]
Lbl), 4TOObI yKa3aTb UCTOYHMK Bymarun, Kotopas 6yLeT MCMO0/b30BaTbCA NPU neqaTu.

5. TMepeignTe Ha Bknagky Layout (McTouyHuK 6ymarm).

Ha Bknagke Layout (VICTOUHMK Gymaru) Bbl MOXETe OMPeAenTb, AO/MKHbI M Pa3inyaThes

KOMOHTUTY/bl Ha YETHbIX U HEYETHbIX CTPAHWULLAX W JOMKHbI M OHW 0TO6paXKaTbcs Ha mepl]
BOIA CTpaHuLie.

6. LlenkHute Ha KHonke OK.

MpoBeas Takyto CN0XHYH NMOArOTOBUTENbHYIO paboTy, CMeNIo NPUCTyNaTe K neyaTu Aoky ]
meHTOB Word.
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[NeyaTb JOKYMEHTa

W HakoHeLl, BaM NOTpeGyeT HarneyaTaTh TO, YTO Bbl CO34aN C NoMoLLo Word. UTo6b! BbIBECTU
[OKYMeHT Word Ha 1ieuats, BbINONHWUTE CledytoLee.

1. BbiGepute komanay File=Print (@aiin=Ilevars) MAM HaXXMUTe KoMmMGuHauuio knall
Buw <Ctrl+P>.

MosBsuTcs gnanorosoe okHo Print (Meuatsb) (puc. 7.13).

e
(023

i () penuan TR 8.1 TN e

) povaps: N

BBSAATE HOMEDA WA AHAMASOHLL CTDAHAL
|l pasmenerreE sanaTEM, Hanpuen: 13,512

Puc. 7.13. B gnanorosom okHe NMeyaTb MO>XKHO 3afaTb napameTpbl
neyaTyn LOKYMEHTOB

2. LlenkHute B none Name (UMs) 1 BbibepnTe HEOH6XOAMMbIA NPUHTEP.

3. B rpynne Page range (Crtpaunii) yCTAHOBUTE Nepekii0uaTelib, Onpe/le/sionii,
Kakue CTpaHMLbl 6yayT BbiBeeHbl HA NevaTb, HanpumMep BCe UM TEKYLLAS.

Ecnn sri BbI6panu neperioqarens Pages (Homepa), To cMoxeTe n3bupatesibHO yKasaTb,
KaKune HoMepa CTpaHu1L, OMKHbI 6bITb HanevaTtaHbl, Hanpumep 1,3 nan 5-12.

4. WenkHnte B none Number of copies (Uucno konwuii) rpynnel Copies (Konuu) u
YKaXKuTe Heo6X0MMOe KONNYECTBO KOMWIA.

5. LWenknute B cnucke Print (BKAOUNTL) M yKaXuTe, Kakue erpanuiibl Heobxogmmo nel
yaTaTb, Hanpumep Odd pages (HeueTHble cTpaHuupl) nnn Even pages (YeTHble
cTpaHuubl).

6. LenkHuTe Ha KHomKe OK.

o5 Korpga Bbl WenKHeTe Ha KHoMKe Print (MeyaTb) (3Ha40K B BMAE NPUHTEPA) CTaHAAPTHOA
naHenn MHcTpymeHToB, Word HemeafneHHO HayHET neyataTb Ball JOKYMEHT, MUHYA
avnanoroBsoe okHo Print (Meyatb). Ecnm HeobxoaMmo HamneyataTb TO/IbKO HEKOTOpble
CTPaHMLbl UM HECKONbKO KOMuii, BblbepuTe KomaHgy Print (Meuatb) 13 MeHo File
(Paiin) nnnHaXXMUTE KOM6UHaUMIO KnaBnw <Ctrl+P>.

Mnasa 7. Co3faHve NpuBeKaTebHbIX CTpaHuL 131
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Yactb |l

PaboTa ¢ yncnamu B Excel

CRANTENSANT

s
“Bom Bugqume, wepudp,

KMO=M0 HE BLIGEPXKAA,

Kolga UBUGEA, UMD BMEcmo ko OEH imy
WOGEMHYAU PACKPAMEHHYIO KOpO Ky -




B amoi wacki. ..

p. OToABWHbLTE B CTOPOHY BallW CUETbI, KaNbKyNATOPbI ¥ CTOMKH rpocchyxoB. Bam
| He MoTpebyeTcsi 9TOT aHTUKBapWaT, €CAN Ha BAIIEM KOMILIOTEDE 3arpy>keHa npol]
| rpamma Microsoft Excel. Bmecte ¢ Microsoft Excel Bbl cmoxeTe paccuntatb 6rog[]
YKET, MPOC/eANTb 3a PACXOAOM MaTeEPUaoB, MPOCUMTaTb OXMAAEMYIO TTPHOLLITE (il
[ YObITOK) M CO3IATL KPACOUHEIE TUCTOTPAMMbI M FPadkky, ¢ MOMOLLBIO KOTOPbIX BE!
¢ HATUIHO NPEACTaBNTe BaLLUW JaHHbIE.
- PaccvartpmBarite Excel kak CBOV MepCOHa/IbHbIM KallbKySTOP, C MOMOLLbIO KOTO[ ]
| OO Bbl MOXETE BbIMOMHATL Pa3Hble pacyeTHbIe PaboThbl, OT CaMblX MPOCTbIX, HAlpH-
Mep MaHMPOBaHMSI CEMEMHbIX PacX0foB, A0 TaKMX CJIOXHEIX, KaK MPOrHO3MpoBaHMe .
| r0f10BOVA NPUGHLLIM TPACTOBO KOMMaHUM, B KOTOPYIO Bbl BAIOXKWMN CBOI Bayuep.
~ OTcnexwuBas AnHamuKy iicen B Excel, Bbl MOXeTe 6bICTPO ONpeaenuTh TeHIeH-
! [ pa3BUTUA U BEPOSITHBIE pe3ynbTaTbl. CpaBHUTE B AYeiiKax 3/1eKTPOHHbIX TabnLy
| BaLLy rofoByLO 3apnnaTy 1 OXuaaeMble pacxofbl, U Bbl CMOXETE paccumTaTh, CKOIL-
‘KO [leHer rocyjapcTBo aKCMporpumpyeT y Bac B 3TOM rofy B Buae Hanoros. Vnm nol]
| HrpaiiTe ¢ BaWMMW HucTamMu B Urpy "Uto ecax?”, wunam 3agaiite Bompockl: "B Kakom
. oTaene 6bI10 NPOJAHO TOBapOB Ha 6osblLUyD cymny?, nnm "Kakoi GyaeT cymma
| HasIoroB, eciy MOSi MPUBLITL BO3PACTET Ha 50% MO CPABHEHWIO C ABYMS! mpe Thily-
| M ronamu’, uan "ECan B MOeid KoMnaHum 6yAyT MOBbILLEHbI 3apniiaThl, TO Kakue
. IPEMHANBHLIE §§ CMOTY BblaTb MOMM NMOAYUHEHHBLIM B 3TOM rogy?"
| CrOHOM, eC/v Bbl PELLIMAN paBoTaTb C YMCIaMM, TO UMEHHO B JAHHOI YaCTy k11111 Bl
| HalineTe BCIO MHChopMaLmto, KOTopasi Bam Hy>KHa Ansi athheKTMBHOM paboThl ¢ Excel.



[naBa 8

OCHOBb! 9NEKTPOHHbIX TabnuL: ynicna,
TEKCT 1 (hopmaTmpoBaHme

B Jmou iiabe. ..

¥ ONeKTPOHHbIE TabnuLbl

¥" BBOf faHHbIX B pabouunit nucT

¥ TMepemeLlgHne Mo pabouemy MCTy
¥" ®dopmaTtupoBaHve paboyero nn1cTa

¥" BbIBOf, paboyero N1CTa Ha rnevatb

cii Takne nporpavmel, Kak Microsoft Word, no3BonsoT MaHUMynMpoBath TeKCToM, T0 Mil]

crosoft Excel nossonsetr maHunynmposaTs ymucnamu. Xota u Word, n Excel nossonsor co-

XpaHATb Ynucna B CTpoKax W cronbiax, Excel Takxe nNpefocTaBnseT BO3MOXHOCTb Bbinon[]
HATb MaTemMaTUy4ecKue onepauum ¢ Yucnamm.

WTaK, ecnn Bbl paboTaeTe Haj OTYETOM O COCTOSIHWMM [N Balleil KOMMaHUK, TO MOXeTe CO3faTh
CMMCOK O TOM, KaKyl CyMMy BaM yAanocb MNOTPaTUTh 3a MecsiL:

AHBapb — 12 MUNNOHOB;
theBpasb — 8 MUNNOHOB;
Mapt — 11 MUNNNOHOB.

KOHeYHO, TpM uYmcia MOXHO OYeHb /IerKO C/IOXWTb C MOMOLLBI 06bIYHOIO Ka/bKynsaTopa,
0[JHaKO MO Mepe YBeNMYEHWNA KOMMYeCcTBa YMcen BO3pacTaeT M BEPOSTHOCTb TOro, 4TO Bbl gonycl]
TUTE OLIMNOKY.

Excel pewwaeT HacTosilyo npobaemy, MO3BOMAS BaM He TO/bKO BBOAWTbL M COXpaHATb ymc ]
na (kak u Word), HO 1 aBTOMaTtuM4yeckyM CyMMMPOBaTb MX (TeEM CaMbIM 3aMEHSAS KaJIbKyISTOP).
Ecnn Bce umcna 6yayT BBeAeHbl BEPHO, TO MOXeTe He COMHeBaTbCsA, 4To Excel ¢ yecTbio BbI[]
NOMHWT N06YI0 MaTeMaTUYeCcKy Omnepauuio.

Caumoe odee npegermabuenue
0d Sk ImpORRbLX HadiuaX

B npexHue BpemeHa 6Gyxrantepam NpUXOAMNOCb MOAOATY KOpNeTb Haj cTonbuamu ungp B
TOMCTLIX 3€/eHbIX Fpoccbyxax, NMCTbl KOTOPbIX 6bIIM pacyepueHbl Ha MHOXECTBO CTPOK U
CTON6LOB, YTOObLI NPeACTaBUTL M OpraHW30BaTb MHOPMALMI0 B HarnsigHOM W yao6HOM Tabnny [l
HOM Bufe. B 06LLeM 3n1eKTpoHHas Tabnmua ABNSeTCS aHanoroM 3TWX 340POBEHHbIX 3eMeHbIX THC-
TOB OYXranTepckux KHUr. TOMbKO CTPOKU M CTONGLbI TabnuLbl Bbl BUAWTE He Ha bymare, a Ha aK[]
paHe KOMMbOTepa.



oM Higy

@

MHorve NoLM UCNONL3YKOT COBA saekmponkas Tabnmua U pabounii IMCT Kak CUHOHWU ]
Mbl. Korga peyb naet 06 3neKTpoHHOI Tabnuue, nogpasymeBaeTcs KOMMbHOTepHas npol]
rpaMma UM caMu fjaHHble, COXpaHeHHbIe C MOMOLLbIO TakKol nporpammbl. Mog pa6ounm

NIMCTOM IOHHMATCA UMEHHO JaHHbIE, BBEfIEHHbIE B 3NIEKTPOHHYIO TabuLy nporpamMmb.

Bam noHATHa pasHuua?

DneKTpoHHaa Tabnmua COCTOUT U3 CReayoLWmnX anemeHToB (puc. 8.1).

!
i
|
i
g

i

T

v Paboumnii INCT, pa3feneHHblii Ha CTPOKM M CTON6LbI. Pabouunii (CT BbIMOMHSET Po/ib
06bI4HOr0 6yMaXKHOr0 NNCTa, Ha KOTOPOM MOXHO MuncaTb Ymcna u 6ykebl. Kaxaplin pabo]
YUiA NCT cocToMT U3 256 BepTUKaIbHbIX CTON6LOB M 16384 rOpU30OHTa/IbHbLIX CTPOK.
Ctonbupbl 0603HavaroTcA 6ykBamu (A, B, C 1 T.4.), CTPOKM NOCNefoBaTe/lbHO HymepytoT[]

ca(l, 2,3nT.4).

MNone msi Hagnuen  CTpoka doopmyn Yncna

RGN 2o\ wee L7 £~ [HIENES e |
: Caepienns! 0 Hanorax | il

MaT Anpenb | Maii WioHb Ll

179146250 | £6256,320. 12047,78p. :49475.31p _ .Dt
|78516.25p |47853,35p. 14698.25p. 48765.23p. |31 02569p | 58 747,08p. 4
7419260 1 6 974,260,

S T Rt S 3
{50 00047p. |  80453,21p

.146 687,29p 48 693,99 0

146832p.' 2541,07p 1 490835 1472,06p

Puc. 8.1. CocTaBHble vacriupaboyero nucTa Excel

| v Sueiikn. Suelika 0GpasyeTCcs B MeCTe MepeceveHns CTPOKW U CTonbLa. ECAM Bbl X0TUTe

BBECTW laHHble B pabouuii NCT, TO LO/MDKHbI BBECTU UX B OMPeAeNieHHYy0 aveiiky. Kaxaas
A4yelika 3aJaeTcsa 3arofIOBKOM CTOM6LUA W ClefytolyM 3a HAM HOMEpPOM CTPoKu. Hanpu [l
Mep, Auelika, 06pa3oBaHHas nepeceyeHrem cronéua G v cTpoku 12, HasbiBaeTca G12.

¥ Yucna. Yucna MOryT NpefcTaBnisTe CO60l AeHEXHble CYMMbI, pasMepbl WK KOMMYECTBO,
Hanpumep 50 000p., 309 nnun 0, 094.

¥ TeKCTOBble CTPOKW. TEKCTOBble CTPOKM YKa3blBaloT, YTO O3HAYaeT TO WAW MHOE YKCIO,
Ha TOT C/ly4aid, ecnm Bbl 3T0 3a6ydeTe. MpuMepamy TEKCTOBbLIX CTPOK MOTYT 6bITb mognu[]

cn Tuna Maii, 3anagHble
rNynocTn TeTyLWKW.

obnactu mnn Cymma, notepAaHHaa HaMu no
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[ v dopmynbl. dopMyna M03BOMSET BaM MOMAYUUTb Pe3ynbTaT MaTemMaTUuecKux npeobpasol]
BaHWU BBeAEHHbIX Yncen. Popmyna MOXeT ObiTb O4EHb MPOCTON, KakK, Hanpumep, cymmu ]
poBaHuWe ABYyX ymnces, MM60 0YeHb CNOXHOM, Kak, Harnpumep, B3TUe TPOMHOTO HHTerpasa
OT YpaBHEHUsi, KOTOPOE HUKOMY He HY>XHO. (B rnase 9 Bbl HalifeTe NogpobHoe onucaHue

g paboTbl ¢ hopmynamu.)

XOT$1 aNeKTPOHHas TabnmLia U HanoMUHaeT CKYYHBbI ANCT U3 rpocelyxa, HO NpU paboTe C KOMITEI)-
TEPOM Yy BacC MOABNAKTCA LOMOMHUTE/bHbIE BO3MOXHOCTW MPOrHO3MPOBaTh U MNIaHNPOBaTb U3MEHEHWS
JaHHbIX. Bbl MOXETE 3KCMEePUMEHTMPOBATL CO CBOMMM IaHHEIMH, 334aBas el BOMpockl "A yto ecim?”,
Hanpumep: "UTo GyAeT, ecin LeHbl Ha HediTb nogHMmyTea Ha 10% 7" nam "Yro Gyuzer, ecnm s Bo3bMy 3al]
€M Ha MWU/INIMOH J0N/1ap0B MpW YCNoBUW, YTO 06beM Npoaaxk coctaBuT 90% OT 3annaHnpoBaHHOro?"

QWHAy

" B Excel oTgenbHble paGoune NNCTbI OPraHU3ylOTCA B padoune KHuri. Kaxpaas paGouas
w } KHUra MOXET COAEPXaTb HECKOMbKO ThICAY paGoumnx NNCTOB (B JaHHOM cyuae Bce 3al]
)/ BMCWT TONbKO OT BALLEro XeNaHus, a Takke OT 06beMa OMepaTMBHOM NaMATI BaLLero
T KomMbtoTepa).

LBbog garnsix € padowuii auchz

Mocne Toro Kak Bbl 3arpysuTe Excel, nepeg Bamu 0TKpoeTcs nycToi paboumnit amct. Cam no ce]
6e pabounii IMCT BaM HW K YeMy, MOITOMY HYXXHO 3arO/HUTL faHHbIMU ero sYeliku. CyLuecTBylOT
TPU TMNa AaHHbIX, KOTOPble Bbl MOXETE BBECTM B AUENKY: YnCna, TEKCT U hopMybl.

Uucna NpeacTaBnaoT hakTUyecKmne faHHble, TEKCT M03BOMSET uacHTHhHUIMpOBaTs WX, a (op[]
Mynbl yKa3biBatoT Excel Ha TO, KaK MMEHHO HEO6XOAMMO BbIYMCNATbL pe3ynbTaTbl, ONepupys ¢ ynicl]
namu, BBefeHHbIMW B paboyem nmcTe.

BBoZ MHhopMaLn B SiUEKU
[insi TOro 4to6bl BBECTU faHHbIE B A4ENKM, BbINMOAHUTE CegytoLLee.

1. LLLenkHWUTEe Ha AYeiiKe, B KOTOPYHO Bbl XOTUTE BEECTH JaHHbIE.

Excel griienit BbIGPaHHYIO BaMU f4eliKy YepHO paMoyKoi. Takas syelika HasbiBaeTcs ak[]
TWBHON Auelikoil. Tem cambiM Excel roBopuT Bam: "Ecnn Bbl HauyHeTe BBOAWUTL [aHHbIE, TO
OHUW OYAYT NOMELLEHbI B 3Ty siteiiky’ .

SR Tns BblfeNeHUs Aueiikn Takxe MOXHO BOCMO/b30BATLCA KNaBULLIAMU CO CTpenkamu, xo ]
l/' | TS MbllWb YalLe BCEro OKasblBaeTCs GbICTPee W Ipolie B UCMO/b30BaHUN.

f

.4

. s

2. HauHnuTe BBOf uncna (nanpumep, &, 3), Tekcta (Hanpumep, Mou Tpoden) nam cop ]
Mynbl (Hanpumep, =Al+F4-G3).

Mo mepe TOro Kak Bbl byfeTe neyatartb, Excel oTo6pasnT BBEfEHHbIE aHHbIE B aKTUBHOWA
AYeiike 1 B CTpPoke chopmyn (cMm. puc. 8.1).

3. [Ona Toro ytobbl ceA3zaTE BBE[EHHbIe aHHbIE C aKTUBHON AYEKOl, BhINIOJIHHTE OHO
13 cnepfyowmnx 4efCcTBUNA.

= HaxmuTte knasuwy<Enter>.

= LlenkHuTte Ha KHonke Enter (Beog) (KHOMKa C 3eM1EHON raioukon) psfaomM CO CTPOKOWA
thopmyn.
= HaxmuTe 0fHY 13 KNasuLL CO CTPENKOM, YTOObI NEPeriTV K CeaytoLLen ayeike.

LLIeNnKHWTE MbILLIBIO Ha APYroli Aueike.

[NiaBa 8. OCHOBbI aNeKTPOHHbIX TabAL; 4kc/ia, TEKCT W (hOpMATMPOBaHME 137



7
BBOﬂ, yncen B A4enKy
Mpu BBOZAE UmMC/a B AYeliKy MOXHO MCMO/Mb30BaTh KiaBHIIK, PACMONIOXEHHbIE B BEPXHEN yacTu
KNaBMaTypbl, a TakXe KNaBULIM Ha YMCNOBOI KnaBuaType, PacnofnoXeHHO cnpaBa OT OCHOBHOW
rpynnsl Knaevw. Mocne BBoAa YWCEN BaM MOXET MOHAf0GUTLCS WM3MEHUTb WX BHELUHWIA BULA.
BHelwHW BUA uncen B siuelikax 3aBUCKT OT (hoPMaTUPOBaHNS, MPUMEHEHHOTO K siueiiKam.

QonnyY dopmaTtmpoBaHMe HOCUT YMCTO "KOCMETUYECKUI" XapakTep W BMAET TONbKO Ha BHeLu[]
HWiA BKg ymcen. [lo Tex mop, MOKa Bbl He BblbepeTe APYroin BapvaHT (hOpmMaTMpOBaHMS,
Excel npumeHsieT K yncnam Takoi cnocob opmatnposaHmus, kak General (O6LWwwii).

B Excel uncna MOXHO MpefcTaBiTb C MCMONb30BaHWEM Pas3MyHbIX (DOPMATOB, TaKMX Kak
Currency (HeHexHbli), Fraction (4po6Hblii) nam Date ([lata). UTobbl M3MeHUTb hopmaTmpoBall
HVe S4eiKK, BbINMOMHUTE CIIEayoLHe AeACTBUA.

1. BblgenuTe fsueiiku ¢ yncnamu, opmMaTnpoBaHmne KOTopbIX HeoGXonHMo N3MEHUTD.
HwuTo He MelLiaeT BaM BbIfENNTb NYCTble AYENKU U MPUMEHUTb K HUM Heobxogumoe dopmal]
TUpoBaHue, KoTopoe Excel aBTOMaTMUECKM NPUMEHUT K YCNaM, BBEAEHHBIM B 3TV SUEliKN.

2. Bblibepute komaHgy Format=Cells (Dopmar=Hueiikn) unu HaxxMmTe KoMOHHALKIO
knapui <Ctrl+I>.

Orobpasutes gnanoroBoe okHo Format Cells (dopmart Aueek), NpefcTaBneHHoe Ha puc. 8.2.

| [erencrioi i LRACIY QESTULHBD JHaH0E | 2

| | Pia-coBusl o 7

f I,l:La'ra

| |Bpeva |T] Paagerurens rpyrn paspsgoe ()

i | Mpoyames |

QTPMUSTENLHLE WACTA !

| “acnoeaii chepmar AanAeTEA HamGonee oGl EROCOB0M NPEACTEBNEHAR wicen, [/ BeBOAa
| ABHEXCHISD, FHAVEHAR HCPOMLIPOTCA Taroke GOpMaTe! "TleHexes' N "disske i
1l

Pwuc. 8.2. finanorosoe okHO PopmaT AyeeK No3sonseT 3al ]
[aTb pasnuyHble cnocobbl 0TO6PaXKeHUs YMCEN Ha 3KpaHe

3. BblbepuTe HEOOX0ANMbIE BapuaHT hopmMaTMpoBaHUS.
B 3aBMCMMOCTU OT 2uibpannoro dopmarta Bam MOXET MOHaA00UTLCSA 3aAaTb KakuelTd aol]
MOMHWTE/bHbIE NapaMeTpbl, TakMe KaK YMCN0 AECATUYHbIX 3HAKOB MW O0TobpaxkeHue oTpul]
LaTeNbHbIX 3HAYEHUI KPacHbIM LiBETOM WM B CKOOKaX.

4. LWenkHuTte Ha KHonke OK.

Excel oTo6pa3vT yMcna ¢ NCnonb3oBaHMEM Bbl6GpaHHOrO BaMu hopmata. Ecnn sueiika, Kol
TOpYl0 Bbl MpeABapWTeNbHO BbIAENUAW, NycTasd, BblOpaHHbIA dopmar 6ygeT MpuUMeHeH K
yucny cpasy nocne ero Beoa.
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Ecnm ans sueiiku ykasaH gopmar General (O6wwmii), Excel 6yneT oTobpaxaTb 4mcna
MMEeHHO B TOM BWfe, B KOTOPOM OHW 6blnn BBedeHbl. [119 BBOAA TEKYLUEro BpeMeHu

BOCIIONB3YiTECE KOMBMHaumed <Cirl+Shift+:>. NaTy MOXHO BBeCcTV cnegytowymM obpal]l
30M: 4/7/2004 nnn 4-Map-2005. 1na BBOAA TEKYLLEN AaTbl BOCMOMb3ynTeCh KoM [l
6uHaumein <Ctrl+:>. Ecnm Bbl y)Xe U3MeHUMN topmart saueliku ¢ Genera! (O6blUHbIN) Ha

noBoiA 1pyroi, Takol Kak Time (Bpems) n Accounting (PMHaHCOBBIN), Bbl HE CMOXETe
0T06pasnTL B 3TON Avelike AaTy A0 Tex Mop, NMoka He yKaxeTe dopmat Date (fara).

BBof TekcTa B s4eilky

Mpy BBOAE TekcTa B AYeliKy Excel aBTomMaTMyeckn BOCNPUHMMAET €r0 Kak flaHHble B TEKCTOBOM
hopmarte. MNMprMeHeHNe MaTeMaTUYeCKMX OMNepaLnii K TEKCTOBbIM aHHbIX HEBO3MOXHO. TeKCTOBble
faHHble 04eHb YaCTO MCMONbL3YHOTCA B KayecTBe NMOANHCEH, MAEHTUMULMPYIOWNUX coaepXmnmoe on(]
pefieneHHoN CTPOKM nnm ctonbua Tabnmupl, Takux Kak Obwas cymma, Poct  (cm) m T. 4.

B HekoTopbIX CUTyaLMAaX BaM MOXET MOHafobUTLCA COXPaHWTb YMCO B TEKCTOBOM (hopmarte.
Kak npaswno, npv Beofe uncna B sueiiky Excel npegnonaraet, 4to B AasibHeliLlLeM C 3TUM YMCIOM
Heo6Xx0AMMO BbINONHATL KakuelTd MmaremMaTuyeckue onepauuu; B 3aBUCUMOCTU OT Bbl6GpaHHOIo
hopmaTmMpoBaHNs BBeAEHHOE YMCN0 ByaeT UMeTb BUA 12 unn 12 pyG.

UT06bl COXPaHWTL YACMO B TEKCTOBOM (hopmaTe, BbINOMHMTE Credytolume AeicTBrS.

1. BblgenuTe siUeikmn ¢ ymcnamMm, opMar KOTOpbIX HEOBXOAMMO M3MEHUTb Ha TEKCTOBbIA.

HWuTO He MeLaeT BaM BrienuTs NYCThle AUeliku U NPUMEHUTb K HUM Heobxoaumoe dopmal]
TVpoBaHUe, KoTopoe Excel aBTOMAaTUYECKM MPUMEHWT K BBEAEHHBIM B 3TU siYelikv Yncnam.

2. Bbibepute komaHgy Format=Cells (@opmar= fueiixn) nam HaxmMmutTe KOM6MHaLUIO
Knasuw <Ctrl+I1>.

OTobpasuTtcst gnanorosoe okHo Format Cells (dopmat sueek) (cm. puc. 8.2).

3. BbibepuTe thopmat Text (TekcToBblIii) B none Category (Hmcnosble hopmatsl), nocne
yero wienkHUTe Ha kHonke QK.

Excel 0T06pasnT umcia ¢ UCMosb30BaHWEM BbIGPAHHOTO BaMK (hopmara.

j‘ﬁ-""—'ii@l [Mocne NpMMeHeHUA K Yncnam TeKCTOBOro qaopmaTa NX NCNOMb30BaHME NPU BbIYNCIEHNN
v \

(' | OKa3blBaeTCA HEBO3MOXXHbIM.

\ Vi
—

BBOA, [/MHHbIX HAZNUCEN B Aueiikax

Kak npaBunio, npu Beoge TekcTa Excel oTobpaxaeT 3TOT TeKCT B BUfe OAHOW CTPOKWU. Ecnn Bam
HeobX0AMMO, UTOObI TEKCT B siUeiiKe 3aHMMan HECKO/IbKO CTPOK, A8 Mepexofa K cnegyroweli ctpol]
Ke BOCMO/b3yiiTech KOMBUHaUMel knaeuin <Alt+Enter>. MoaToMy, ecnu Bbl BBeaeTe Mot goxog,
MoTOM HaXmeTe KOM6uHauuio KnaBuw <Alt+Enter>, a 3atem BBegete 3a 2005 rog, 1o Excel
0TO6pa3nT ABe CTPOKM B Aueiike. CnoBa Moii goxod 6yayT pacno/ioXeHbl B MePBOM CTPOKe, a CloBa
3a 2005 rog — BO BTOPOI CTPOKe TOW e SiueiKu.

Ecnun Bbl pelunnun, YTo faHHble He [O/MKHbI 0TOBpaXaTbCs B A4eiiKe A0 Tex Mop, NoKa He 6yaeT
BbIMOMHEH M. 3 MPWBELEHHOW HWXe WHCTPYKLUMMW, HaXMWUTEe KnaBuwy <ESC> wnun LWenKHUTE Ha
kHonke Cancel (OTmeHa) (B BMAe KpacHOro 3Haka X), pacrofioKeHHON cneBa OT CTPOKU (hOopMy/l.
Ecnu Bbl y)e BBENM AaHHbIE, HAXXMUTEe KOMBUHaLMIO KnaBuw <Cirl+Z> unm WenkHUTe Ha KHoMKe
Undo (OTMeHUTD).

Elle ofMH cnocob oTobpaxeHns HECKONbKMX CTPOK TEKCTa B OfHON siuelike COCTOMT B akTM ]
BM3auuMn yHKLMM MepeHoca No cnoeaMm. [ akTMBM3aLMK 3TON (PYHKLMM BbINONHWUTE cnegyto ]
Lme AeicTBUS.

[7128a 8. OCHOBbI 3NEKTPOHHbIX Ta6/mLi: UNCNA, TEKCT U hopMaTHpoBaHme 139



1. Bblaenute aveiiku, 418 KOTOPbIX HEOGXOAMMO 3aaTh NEPeHOC 1o C/I0BaM.

2. BblbepuTe KomaHgy Format=Cells (Dopmar= dueiikn) UM HaXMUTe KOM6UHa[ ]
uno KnaBuw <Ctrl+I>.

OrtobpasnTcs gnanorosoe okHo Format Cells (®opmart siueek) (cm. puc. 8.2).
3. Mepeiignte Ha BKNaaky Alignment (BblipaBHuUBaHuMe).

Otobpasutca Bknagka Alignment (BblpaBHMBaHMe) AuanoroBoro okHa Format Cells
(Popwmart Ayeek) (puc. 8.3).

I 10 FOpPOCHT AN Nl - v
I 10 30 q are -

|
|
|

I I O gEmAcari
|
|
- |

Opaxere
E7] neperoguTe no crosam
[ asronoaton wwpsa

O ofvepmense Aueex
| Hapasnesse rescra——— J

AN TRTTA!

I
|
|0 TR Ty T| {f | i

[rrm— | ——

Puc. 8.3. Bknagka BbipaBHuBaHWe nossonseT onpegel]
NNTb BHELUHWIA BUA TeKCTa B Auelikax

4. YcTtaHoBuTe (hnaxkok Wrap Text (IMepeHocuTb no cnosam) B rpynne Text control
(OTobpaxeHue).
e BbIpaBHMBaHMe TEKCTa TaKXKe MOXHO U3MEHUTb, BOCMO/Ib30BABLUNCh PACKPEIBAMILIHM-
ca cnuckamu Horizontal (Mo ropusonTanu) u Vertical (Mo BepTrkanu) B rpynne napal]
MmeTpoB Text alignment (BbipaBHuBaHWe). Ecnv Bam Heo6x0AMMO 0TO6PasvTb TEKCT

nog yrnom, lwenkHiuTe B TeKCTOBOM none Degrees (pagycoB), mocne uero LWenkamnte
Ha KHOMKax co CTpefikamu.

5. UWlenkHute Ha knonke OK.
Excel nsmeHUT cnocob 0TobpaxeH s TeKCTa B BblAeNeHHON aYelike.

BB0oA B iueliky Ha3BaHUsA MECSLIEB W AHEN

Excel No3BonisieT BBOAWTL Ha3BaHUS NOC/E[0BATEbHbIX MECALEB U/IN fHEN B CMEXHbIX Aueiikax
(Hanpumep, AHBapb, ®eBpanb, MapT U T.4.).

1. LUenkHuTe B fiYeilke 1 BBeAMTE Ha3BaHWe MecsAua Uan gHsa, Hanpumep Mapt (wm
Map) nnm Bropaux(Unm Br).

Y HUXHEro NPaBoro Kpas s4elikn 0To6pasnTCs MapKep 3anomHeH .
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2. HaeeguTe ykasaTeNb MbIWW Ha MapKep ianojaHenud, B pe3ynbTaTe Yero oH npumeTt
BU/ YEPHOI0 KPeCcTumKa.

3. HaxXmnTe KHONKY MbILLN © neperaumTe yKasarte/ib MbIITH BNpaBo UIn BHNUS.

Moka Bbl GyfeTe yAepXMBaTb HAXaTO KHOMKY Mbiwn, Excel Bygetr oTobpaxaTb Ha3BaHMUs
nocnefoBaTefibHbIX MECALIEB UW [iHeli B BblAeNeHHbIX AYelikax (puc. 8.4).

i Tamupre, STOfE] 3AN0MHATE AYEIA DAZOM 3G

Puc. 8.4. MNMpocToli cnocob 3anoNHeHNss TeKCTOM CTPOKU UAn CTonbua mabmiuisi

4. OTNyCTWTE KHOMKY MbILLN.

Excel aBTOMaTUYeCKM BBeAET Ha3BaHMS HEOOXOAMMbIX AHEN MAN MecCsILLEB BO BCEX BblaeneH [
HbIX Auelikax.

Yganenve v pegariinpiobarie
COQERINUMOL0 A4eek

Heo6X04MMO OTPeaKTMPOBATh COAEPKMMOE SUEEK, eCN Bbl 0BHAPYXKUTe OLIMGKM UM Balll
TBOPYECKUIA MOPbIB 3aCTaBUT BaC PasMeCTUTb faHHble B MHOM MOPSAKE, WAW Bbl BAPYT 3aX0TUTE
yANNTL Kakme [HMGY b JaHHble C paGoyero ncTa.

N8 TOro Uto6bl U3MEHWUTL UAW YAANUTL AaHHbIE 13 AUEliKM, BbINONHWUTE CNeaytoLLee.

1. C NOMOLLbIO MbILIW UM KOMBUHALUN KNaBUL BblIGEPUTE AYeliKy, COAep>XXMoe KOTo ]
poii Bbl XOTUTE U3MEHWUTb WU YLANNUTb.

2. HaxmuTe knaeuwy <F2>, UM WENKHUTE Ha AaHHbIX B CTPOKe hopMy:a, uau ABaxkabl
LLEENIKHUTE Ha sAiYelike, KOTOPYIO Bbl XOTUTE OTPEAaKTMPOBaTh.

3. Hamwute Knasuwy <Backspace>, eCnun Bbl XOTUTE yAaINTbL CUMBOJ C/ieBa OT Kypcopa,
unu knasuwy <Delete>, YTOObI yanuTb CUMBO cnpasa 0T Kypcopa.
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4. BBeguTe HOBble JaHHbIE.

5. UToGbl BBEfIEHHble AaHHble MOSIBUMIUCH B fiUeiike, HAXXMUTe KnaBuwy <Enter>, nnu
WEAKHWTE HA KHOMKe BBOA (xmonka C 3€/1eHOI rasioyukoii) psaom co CTPoKon dopd
MY/, UW LWENKHUTE Ha APYToi siuelike.

UT06b! yaaNTb JaHHbIe B OHOI UM HECKONBKUX siueiKaXx, BbINONHUTE Cleoyouye AeiiCTBUS.

6. BriresnTe AUEKYy NN AYeiiKK, cofepyXalline 1aHHbIe, KOTOPble Bbl PELUUIN YAANUTb.

7. Haxmute knasuwy <Delete> wan Bbibepute komangy Edit=>Clear=Contents
(Mpaska=0uncTuTE=COEPXKNMOE).

<" Mpy ypaneHnn gaHHbIX U3 Aueiiku Uan sdeek thopmaT nocnegHux (Takoii Kak Currency
( \ (enexubiii) unn Fraction ([lpoOrLiii)) ocTaeTca 663 M3MEHEHWIA.
\J /

Tlehenemenne N0 padowesy sucily

OTAenbHbIM pabounii TUCT MOXET cofepXaTb A0 256 cTon6uoB u 65536 CTpoK. EcTecTBeHHO,
UTO Ha 3KpaHe Ballero KOMmbioTepa NMOMECTUTCH TObKO 4YacTb paboyero fMCTa, YTO MOXOXeE Ha
paccmaTtpriBaHue OKeaHa Yepes UINHOMUHATOP CyfHa.

Ecnwn Bbl co3fany 60MbLUIOM pabounii INCT, BaM HEOOXOAUMO MPUOGErHyTL K HaBuraumm ans nel]
pemeLleHus no Hemy. Excel npegnaraeT HECKOBbKO CNOCO60B NCMOJIb30BAHWS MbILLW U KNaBuaTypbl
N9 TOro, 4tobbl 6eCcnpensATCTBEHHO NepeMeLlaTbCsa Mo BCcemy pabouyemy AUCTy.

llcnonb3oBaHVe MbILLN [Nna nepemMeLleHna no pa60l4emy nmcty
Cymecrryior iga criocofa, No3BOMAIOLLMX NepemMeLLaTses Mo paboueny IUCTY C MOMOLLLIO MbILLIN:
§ ¥ TOPU3OHTAIbHASA U BEPTUKa/IbHAS MOJOCHI MPOKPYTKY;
| ¥ KOMEeCWKO MbILLN.

Ecnn ana nepemeLLeHns Mo AOKYMEHTY Bbl XOTUTE MCMO/b30BaTb MOMOCHI MPOKPYTKW, y Bac
€CTb CNnefytoLLnii Bolbop.

¥ LLLenKHUTE Ha KHOMKax <T> U <.l> uanm <> 1 <¢ >, yTobbl NepeiiTy Ha OJHY CTPOKY
BBEPX WV BHW3, HA OAWH CTONGeL, BIIpaBo WU BNEBO.
¥ MepeTawmTte 6eryHOK Ha Nnosoce NPOKpPyTKMU.

LLLenKHNTe Ha BePTUKa/IbHOM Nosoce MPOKPYTKM Bbille WU HUXKe 6eryHKa, utobbl npol]
NIACTaTb JOKYMEHT BBEPX UM BHW3 Ha pa3mep aKpaHa.

¥ LLeNKHUTe Ha ropu3cHTanLHOil Nooce NPOKPYTKM Cnesa Um Cnpasa oT Geryuka, YToobl
NPONNCTaTbL JOKYMEHT B/IEBO UM BPaBO Ha pa3Mep 3KpaHa.

lcnonb3oBaHwe Knasmatypbl A4 nepemMeLLeHmns
no paboyemy nmcty

[ns Tex, KTo 60MTCA MbILLIM UM NPEeANoYMTaeT UCMO/b30BaTb KNaBUaTypy, HVDKe NPea/ioxeH anbtepHal ]
THBHEIH CNOCO6 MepemeLLieHNs MO LJOKYMEHTY C MOMOLLbO KTABHILI.

I ¥ Haxmute Knasuiuy <l>, uTo6bl NnepeMecTUTLCS BHU3 Ha OfHY CTPOKY paboyero nmcra.
||

I ¥ HaxmuTe Knasuiy <T>, UT06bl NEPEMECTUTLCA BBEPX Ha OIHY CTPOKY paboyero nucra.
L ]
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¥ HaxmuTe Knasmwy <—>, ytobbl NEPeMeCTUTLCS BNPaBO Ha OAMH CTonbeL, paboyero nucra.
¥ HaXmuTe KnaBuLLy <<—>, 4ToBbl NePeMecTUTLCA BIEBO HAa OAMH cTonbeL, paboyero nucra.
| ¥ Ypepxusas HaxaToll knasuily <Ctrl>, HaxmuTe knasuwy <>, <l> <5 nam <o,
| 4TO6b! "NepenpbIrHyTL" BBEPX, BHW3, BrPaso W/IM B/IEBO Yepe3 BCE CMEXHbIE CTPOKU U
! CTO/NOLIbI, 3aMONIHEHHbIE JAHHbIMN,
| ¥ Haxmute knasmwy <PgDn> (Ha HEKOTOPbIX KOMMbOTEPaxX 310 KnaBuwa <Page Down>),
! 4TOObLI MPONNCTATL JOKYMEHT BHU3 Ha pa3Mep 3KpaHa.
| ¥ Haxmute <PgUp> (Ha HEKOTOPbIX KOMMbIOTEpPax 3T0 Knasuwa <Page Up>), uTobbl npo[]
_ NNCTaTb JOKYMEHT BBEPX Ha pa3mep 3KpaHa.

v YpepxunBas HaxaTon knasuwy <Ctrl>, HaXMUTe KnaBuwy <Home>, 4T0Obl NepeiiTv B

Aveliky Al, KOTOpas Haxo4WTCA B BEPXHEM IEBOM Yr/y Nt060ro pabouero nncra.

v YpaepxuBasa HaxaTon knasuwy <Ctrl>, HaXMUTe KnaBuwwy <End>, 4tobbl nepeitn B nol]
: CnefiHIoK0 AYeiKy paboyero nncTa.
| v TocnesoBatenbHO HaxuMaiiTe KnaBuwly <End> n Knasuwy <t>, <l>, <> uan <e>,
yToObl MEpeiiT B BEPXHIOK, HHKHIOK, MOCMEAHION WAN MEPBYHD AYeiiKy B Tekyiieit
CTPOKe nnu ctonbuge.

Bbl MOXeTe OTKpbITb B Excel paboumnii iMcT n nonpo6oBaTb pasHbie Crocobbl nepeme ]
LLeHMs Mo paboteiy MACTY, YTOBLI 3aNMOMHUTL CaMble MOAXOASLLME A1 BAC KOMaHAb!.

/icnonb30BaHIne KoMaH bl MepeiTu

Ecnun HyXHO nepeiiTy B ONpefeneHHyo fyeliky paboyero nucta, komaHga Go To (IMepeiiti)
OKaXXeTcs GbicTpee 1 yA06Hee, YeM BCe OCTa/lbHble MPUEMbI MCMO/b30BAHNSA MbILLMW 1 KNaBUaTypbl.
YTtobbl ncnonb3osats KomaHay Go To (IMepeiitv), BbINOAHUTE CReaytoLL e AeACTBIS.

1. Bbibepute komaHay Edit=>Gao To ([paska=Tlepeiitn) num HAXMUTE KOMOUHALMIO
knasuw <Ctrl+Gs.

OTKpoeTca gnanorosoe okHO Go To (Mepexogn).

2. BBeauTe CCbINKy Ha siueiiky (manpumep, A4 man C21), UAN WENKHUTE HAa CCbINKE Ha
AYENKY, WIN LENKHUTE HA UMEHUN AYENKM.
3. IlenxnuTe Ha kHonke OK.

Mpu Kaxgom obpalleHMn K KomaHae Go To (Mepeittn) Excel 3anomuHaeT BBEAEHHYH
nocnefHen cCbinKy Ha a4eiiky. Ecam Bbl MCMOMb3yeTe MMEHOBaHHbIE AYek1 1 Ananaso ]
Hbl (NOAPO6HOCTM — B Ccriegytoliem pasgene), Excel aBTomatuuyecky 0To6pasvT MMeHa
AlYeeK B AnanoroBom okHe Go To (Mepexog).

[oucBOEHME MMEH AYeiikam u AMarna30Haum

Ecnm Bam He HPaBUTCS CCbIIAThCS HA CTaHAAPTHbIE MMEHA Aucek, Takme kak E4 nim H31, moxete
[aTb COOCTBEHHbIE Ha3BaHWA OTAEMbHbIM AYelikam WM LenbiM [uara3oHam sueek. LIMeHoBaHWe uacTeit
pa6ouero nMcTa 06neruMT nepemMeLLieHVe No IUCTy. Hanpvmep, HaiTy fueliky [OXOfa B OIOMKeTe Ha
2004 rog 6yneT ropaso MpoLUe, eciy aTa sueiika ByaeT HasblBaTbes foxof2 0 04, a He npocto F22.

YUT06bl HA3HAYNTH UMA AYeliKe UK AnanasoHy A4YeeK, BbINOHWTE CleytoLLee.

1. WWenkHUTe Ha siuelike, KOTOPOW Bbl XOTWUTE [aTb Ha3BaHWE, U BLIIEIHTE MbILbIO
pmanaion Adeek (yOepXuBas NEBY0 KHOMKY MBILIM MpY MepeMeLeHnn yKasatens o
AuelikaM, KOTOPbIE Bbl XOTUTE BbIAE/NTb).

MnaBa 8. OCHOBbI 3MEKTPOHHbIX TABMUL: YnNCna, TEKCT U GopMaTUpoBaHmne 143



Bokpyr BbI6GpaHHOIN AYeKN MOSBMTCA pamMOyKa, yKazblBaloumias Ha TO, YTO AaHHas sueika
cTana akTMBHON. (Ecnm BblfeNeH fuana3oH sideek, TO MepBast fueilka B Hem OyfaeT akTumB[ ]
HOM.) IMsa akTUBHOW siueinkn nosisntcs B none Name (Mvis).

2. LWenkHuTe Ha none Name (Nms).
Excel BbIAENUT UMSA SHENKMN.
3. Beeaure Msi, KOTOPOE Bbl XOTHTE HA3HAYNTb AYEiKe UM Mana3oHy siUeek.
4. Haxmute knaeuwy <Enter>.
HasHaueHHOe BamMy UMsi nosiBuTcs B none Name (Vms).
coBEl MM 10MKHO HauMHaTbCs ¢ BYKBbI U COCTOSTb M3 OAHOrO cfoBa. Tak, Moilloxon nogd

XOAWUT ANA UMEHW siYeliku, a BOT Hagnucb Mo poxon 3a 2004 rof Henb3si mcl]
Nnonb30BaTh KakK MMsi, MOCKOJIbKY B HEl eCTb NpoGesbl.

I'Iepexop, K slueilke C UMEHEM WK K Anana3oHy a4eek
Mocne TOro Kak Bbl Ha3HAYWIM MMS SYelike UK AMana3oHy SiYeeK, Bbl MOXETE JIErKO MepeiTn K
3TVM AveiikaM, NCMOoMb3ys CreLytoLLnii Npuem.
1. LLLenkHMTe Ha KHOMKe co CTpesnkoii psgom ¢ nonem Name (Mws).
Excel 0TO6pa3nT CNMUCOK UMEH SiueeK W AMana3oHOB TEKYIEr0 paboyero mcra.
2. LllenKHUTe Ha MMEeHH SYeliKM, B KOTOPYHO Bbl XOTUTE MEPENTU.
Excel BbIAeNUT S4eiKy, UMS KOTOPOI Bbl BbIGpanu.

Y,u,aneHme MMEH A4YeeK N ananas3oHoB
IMo3Xe MOXET 0Ka3aTbCs, YTO BBECICHHBLIE BAMW MMeEHA AUEEK YXKe He HyXHbI. [ns Toro 4tobbl
YAANNUTb UMA AYEAKW, BIMOAHNUTE Cleayiomee.
1. Bbibepute komaHay Insert=Name= Define (Berasxa= Hma=pucsonTs).
[TosisnTca gnanorosoe okHo Define Name (MpucBoeHUE UMEHN).

2. LLLeNIKHWTe Ha MMeHH, KOTOpoe Bbl XOTWUTE YAaIUTb, 3aTeM LWENKHUTE Ha KHOMKe
Delete(Ypanuts).

[MoBTOPUTE 3TO ANIA BCEX UMEH B CMNCKe, KOTOPLIE Bbl XOTUTE YAaUTb.
3. UlenkHnTe Ha kHonke OK.

oMHiy

s Mpn yfaneHNnn UMeHU SYeKW COAePXMMOe HU OfHOW U3 siueek pabouero nucrta He ypall

Fd

( @ | nsetcs.
| )

-

Jlopadomaiiiie naq Gnemnun Gugou
fadouezo sucha

CTpoKV 1 CTONGLBI C 6ECKOHEYHBIMM PAJaMM YMCES U 3ar0/I0BKOB BbIMNAAAT AOBO/LHO CKy4HO. Mol
CKOMbKY paboumii IMCT CO CKYYHbIMU PAAaMN OAVHAKOBbIX LMKP TaK Xe CMOXEH ANS noxumarns, Kak
Hanorosas fieknapaums, Excel npegnaraetT BaMm MHOXECTBO CroCo60B (hopMaTUPOBaHNA SYeeK.

OThopmaTnpoBas pasnyHble YacTu paboyero nmcTa, Bbl NpPeBpaTUTe ero B CToNb ybeanTens[]
HbI JOKYMEHT, 4TO BaLll Led) MOAAEPXUT BaLll NMPOEKT GIOpKeTa U Y HEro CHOXUTCA BrnevyatneHne o
BAaC Kak 06 OMbITHOM aHaIUTUKe.
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B Excel Bbl HaigeTe NpakTU4eCKM HeOrpaHMYeHHOE Y1CI0 KOMOUHaUMIA NnapameTpoB opmatu ]
poBaHUA. Bbl MOXeTe U3MEHSATH LIPUGThI, TUMbI PaMOK, JopMaThl YACEN 1 BbipaBHUBAHMWE A5 TOTO,
YTOObI Ball paboumnii NCT BbIrNsgen 6esynpeyHo.

9°=""  opmaTMpOBaHUe BNMSET TONLKO Ha BHELIHUI BUA JaHHbIX, HO He Ha To, Kak Excel ncd

(g) nonb3yet nx B hopmynax.

Vcnonb3oBaHue cpeacTsa AsTodhopmar

Ecnu Bbl He YyBCTBYeTe Cebsi CNeLManMcTom B 06nacTy gusaiiHa, HO XOTUTe caenaTb CBOI pabounia
NINCT MpYBNEKaTeNbHbIM, He 3aTpayvBasi Ha 3TO C/IMLLKOM MHOTO CWUA WM BPEMEHW, BOCMOMb3YIATECH
cpenctBom AutoFormat (AsTochopmart). 3TOT Nprem MO3BOAMUT BaM aBTOMAaTUYeCKM oTopmaTvpol ]
BaTb 6/10K siYeeK B COOTBETCTBUM C OHUM U3 BCTPOEHHbIX CTWUNEN (hopMaT1pPOBaHUs.

YT06b1 BOCMONMbL30BaTLCA cpeacTBoM AutoFormat (ABTodiopmar), BbIMOAHUTE CriefyHoLLee.

1. BblgenuTte guanasoH mueek, KOTOPbIA Bbl XOTUTE OT(DOPMATMPOBATh.
2. Bbli6epute komaHay Format= AutoFormat (@opmar= Asrodopmar).
OTo6pasnTca gnanorosoe okHo AutoFormat (ABTodhopmar), MokasaHHOe Ha puc. 8.5.

ous  chea man Bceso
7 19
17

mHE_ cpem map Bcero
18 | BocTox

5
7
2]
1

I pan i) sav___Besso] | B e usp__ Bcero|
,| HOCTOR p 7p. 5p 18p. | {BocTox 1 in 5p 19p. |
I franan [ 4 7 17 {i3anag (] A 7 17
I for 8 7 9 24 Hhor B 7 9 2% |
|| Boezo 21p 180. 210. EQo. | «Bceto 21p 18p. 21c 50D, |

¥ I

D 2 ok

Puc. 8.5. [OuanoroBoe OKHO ABTOGoOpMaT npegnaraeT aoxcecmeo CTUNEN
thopMaTunpoBaHus Tabany

3. Bblbepute He06Xo4MMbIl hopmaT.
4. LWenkHnTe Ha KHonke OK.
Excel aBToOMatnyecky otthopmaTmpyeT Bblfe/leHHbI1 BaMu B M. 1 Anana3oH B COOTBETCTBUM
C BbIGPaHHBIM CTU/IEM.
-t Ecnn Bbl XOTUTe OTMEHWTb PsAf NapaMeTpoB (POPMaTUPOBaHUSA, KOTOPbIE UCMO/b3YHOTCA
BO BCTPOEHHbIX (hopMaTtax, LiejikHHTe Ha KHomnke Options (MapameTpbl) 41anoroBoro

okHa AutoFormat (ABTohopmar) 1 OTKOUNTE HEHYXHble NapameTpbl. Hanpumep, ec]
NN Bbl He XOTUTe, 4T06bI Excel nameHsna wpngTbl B Ballein Tabnuue, copocsTe haaXkok

Font (wpundr).
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PopmaTnpoBaHme a4eeK BPyYHyto

[ns nonyyeHus 60MbLUIEro KOHTPONS Haj BHELUHUM BWAOM SYeeK BaM MOXET NoHafobumTbes
N3MEHUTb NX PopMaTUpPOBaHne BPYyUHY0. YT0ObI N3MeHUTb hopMaT OfHOM NN HECKONbKUX AYeeK,
BbINOMHWUTE CrefyoLLue AeAcTBNS.

1.

2.

CQBET

CQBET

BblgenuTe aUeikn nnun ananazon ayeek, GopMaTt KOTOPLIX PELUNAN N3MEHUTD.

Bbi6epnte komaHgy Formati= Cells (Dopmar= Hueiikn) nam HaXXMUTE KOMOBUHALMIO
knasuw <Ctrl+I>.

OtobpasuTcs gnanorosoe okHo Format Cells (dPopmart sueek) (cMm. puc. 8.2).

MepelignTe Ha oMY U3 CAEYIONINY BKJIAN0K, YTOObI BOCMO/b30BATLCA ee napameTpamu.

Number (Yucno). MapameTpbl 31Ol BKIaLKM ONpeaenstoT cnocob oTobpaKeHUst Ynicen B
Aveikax, HanpUMep BMECTE CO 3HAKOM IEHEXXHOM eAMHULIbI.

UTO6bI M3MEHUTb hopMaTHpoBaHie YACEN, BbIAeNNTe HEOOXOANMbIE iUeiKU, MOC/Ne Yero
WenkHUTe Ha KHomke Currency Style ([eHexHbiii opmar), Percent Style
(MpoueHTHbIN dopmar), Comma Style (Popmat ¢ pasgenutensamm), Increase Decimal
(YBenuuutb paspsgHoctb) unm Decrease Decimal (YMeHbWNTL pa3psaHOCTb) NaHenm
WMHCTPYMeHTOB Formatting (dPopmatupoBaHue).

Alignment (BblpaBHuBaHue). MapameTpbl 37O BKIaAKW OMpeenstoT pasMelleHne Hagl ]l
nuceii B suerikax. VIMEHHO Ha 3TOI BKMafgKe, HanpumMep, akTUBM3npyeTcs yHKUma nepe]
HOCca o C/ioBam.

Font (LUpudT). MapameTpbl 3Toli BKNafKuM MO3BOMSIOT 3adaTh LUPUDT M €ro pasmep,
a TaKXXe LIBET TeKcTa.

Border (MpaHunua). MapaMeTpbl 3TON BKNaAKM ONPEAENSatOT BHELUHWIA BUA rPaHWUL, BOKPYT
AYeeK.

[ns Toro uto6bl ObICTPO A06aBMTL FPaHULbI K AYeiiKaMm, IEeNKHHTE Ha AYeliKax, a 3aTem
Ha KHonke Borders (MpaHuLbl) NaHenn MHCTpyMeHToB Formatting (dPopmatmposaHme).

Patterns (Bua). MapameTpbl 37Ol BKIaAKN ONpeaensitoT LBseT hoHa 1 y30p AYeeK.

Protection (3awwTa). MapameTpbl 3TON BKAafKM MO3BONAT MPEAOTBPaTUTL BHECEHWE
M3MEHEHWI B AYEKM B TOM C/lydyae, eCnv 3adaHa COOTBETCTBYHOLLAA 3alymTa AN1s Lienoro
pa6ouero nucTa ¢ nomoLpto KoMaHgsl Tools=Protection=Protect Sheet (Cepsuc=
3awira= 3amuTHTE IUCT) (UM Protect Workbook (3awmtnt kuury)).

BHecuTe neolixonumeuie U3MEHEHUS, TakMe KakK BbIGOp Apyroro ugeTa wuau wpudra,
nocne Yyero wenKHUTe na KHonke OK.

Excel 0T06pa3uT siuelikun ¢ NCN0Mb30BaHNEM YKa3aHHOT0 BaMU (hOPMaTUPOBAHUS.

cOBET

Ecnv nony4eHHbI BHELLHWIA BUA AYeeK Bac No Kakoli[Tb npuymHe He ycTpous, oTMeHn [l
Te BHeCeHVe M3MeHeHWN, HaxaB KoMOuHaumio knasuw <Cirl+Z> WAn WenkHyB Ha
kHonke Undo (OTMeHUTB).

YpaneHvie dhopmarnposaHis

Ecnu BbI pewnnu yganuts q)OpMaTMDOBaHMe ansa 0,lJ.HOI7I NN HECKOJIbKUX AYeeK, Bbl MOXXETE
caenatb 310 B Nt06oe BpemMs.
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1. BblgenuTte siueliky (Unu rpynny sueek), s KOTOPOiA peLuman yaaauTs popMaTUpoBaHue. |
2, Bbi6epuTe komangy Edit=Clear=Formats (Ilpasxa= Ouncrute= @opMaThi).
Excel yganuT Bce hopmaTpoBaHue Ans BblAeNeHHbIX S4eeK.

3agaHue WYpKHBI cTonbua

Mo ymonuaHuto Excel oTobpaxaeT Bce CTON6LbI OAHON LWNPUHBI. OAHAKO O4YeHb GbICTPO Bbl
06Hapy>XnTe, UTO HEKOTOpble JaHHble "06pe3atoTcsa”, He MOMeELLasicb B A4elike. ITO 06BACHSETCS
TeM, YTO CTONGLbI CULLKOM Y3KMe.

[N peweHns 310l NPo6aeMbl Bbl MOXETE NPOCTO U3MEHUTL LWNPUHY cTobiua, caenas ero wul]
pe nnn y>ke. Ytobbl ObICTPO M3MEHUTL LUMPUHY CTON6LA, BbIMOMHWTE CNefytoLLee.

1. PasmecTuTe yKaszaTe/lb MbllUM Haj OfHOW M3 BepTHKAILHLIX TPAHWL, 3arosoBKa
cTON6Ua, WNPUHY KOTOPOTO Bbl XOTUTE U3MEHUTD.

Hanprmep, eciv Bbl XOTUTE U3MEHWTbL LWUMPUHY cTonbua B, noaseauTe yKasaTenb MbllUn K
rpaHuue Mexay ctonéuammn B u C.

2. Y,qep»(l/lsaﬂ HakaTol KHOMKY MbILLN, NEpeMeCTUTE yKa3aTe/ib MbliLlLUN B/1IEBO UM BMpaso.

YKazaTe/lb MbIWUW NPUMET BUf ABYHanpaBfeHHol cTpenku, n Excel otobpasnt BepTUKanb [l
HYI0 MYHKTUPHYIO IMHUIO, [T0KA3LIBAOLLYIO NPUBAN3NTENbHYIO LUIMPUHY CTONGLA.

3. OTnycTuTe KHOMKY MbILIW, KaK TOMbKO LUMPMHA CTON6LA OKAXKETCSt HY>XXHOT0 pasmepa.

cafel Ecnn Bbl fBaX[bl LWENKHETE Ha rpaHuLe Mexay cTonbuamm, Excel aBTomatuyecku msl]

MEHMWT LUMPUHY CTONGLIA CNneBa TaKUM 06pa3oM, YToObl B HEM MOMECTMACS Camblid 4AMH ]
HbI COAepXalnincs B HeM 3/1EMEHT.

Ecnn Heo6X0AMMO 3afaTb TOYHOE 3HaYeHWe LMPUHbI CTOGLA, BbIMOMHUTE CleaytoLLee.

4. LenkHuTe B cTONOLE, LWNPUHY KOTOPOrO HEOH6XOAMMO U3MEHUTD.
5. Bbibepute komaHgy Format=Column=Width (®opmar= Cronben= lllupnna).
MosiBuTCa gnanorosoe okHo Column Width (LLinpmnHa cton6ua).

6. YKaXuTe TOYHOe 3HaueHue LWUPWUHbI cTonbua (Hanpumep, 14,5) U WeENKHUTE Ha

kHonkeOK.
coBEy Ecnv Bam He06X0AMMO COrnacoBaTh LUMPUHY CTONGLA C LUMPUHOI onpefeneHHol syeli [
KM, WENKHNTE Ha 3TOM fueiike, nocse 4ero BbiMnonHuTe KomaHgy Format=Column=
AutoFit Selection (@opmar=>Cronben= AsTononbop WMPKUHBI).

3afjaHne BbICOTbI CTPOKM

Mo ymonuaHuto Excel oTobpaxkaeT BCe CTPOKM OAHOM BbICOTbl. OgHAKO BaM MOXET noHagol[]
6UTbCA cAenatb OAHU CTPOKM MOHWXE, a ApYrve — MOBbILLE.
UT06bI 6bICTPO M3MEHUTL BbICOTY CTPOKM, BbINOMHUTE ClefytoLLee.

1. PazmecTHTe YKa3aTe/lb MbllM Haj OAHON M3 rOpPU3OHTANIbHbLIX FpaHWL, 3arosoBKa
CTPOKMW, BbICOTY KOTOPOIi Bbl XOTUTE U3MEHUTb.
YKaszaTte/lb MbILLW NPUMET BUA ABYHaNPaBieHHOM CTPENKU.

2. Yaepxkuas HaXkaTtol KHOMKY MbILIKW, NepeTawmTe yKasaTeslb MbILW BBEPX UM BHU3.

Excel 0TO6pa3nT ropn3oHTa/IbHYHO LLITPUXOBYHO IMHUIO, NMOKa3bIBAOLLYO MPUBAN3UTENBHYIO
BbICOTY CTPOKM.

3. OTnycTuTe KHOMKY MbILIMW, KaK TO/IbKO BbICOTA CTPOKM OKaXKETCS HY)KHOTO pasMepa.
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Ecnn H806XO,CI|VIMO 3afatb TOYHOE 3Ha4YeHWNE BbICOTbl CTPOKW, BbIMO/THUTE CNEAYHOLLEE.

4. UlenkHuTe B cTON6LE, LUNPUHY KOTOPOrO HEOOXOAMMO U3MEHUTD.
5. BblbepuTe kKomaHay Format= Row=Height (Dopmar= Crporxa= Beicora).
[losBMTCA AManoroBoe OKHO BbicoTa CTPOKM.

z
6. YKaXuTe TOYHOE 3HayeHue LWNPUHbI cTonbua (Hanpumep, 12, 95) U WeNKHUTE Ha
KHonke OK.

o Ecnmn Bbl XOTWTe 33daTh BbICOTY siYeeK, OCHOBbIBAsICh Ha BbICOTE siYeliku, cofepyallieli
onpefeneHHble JaHHbIE, BbIAENUTE IYEiKy, MOCNe Yero BblbepuTe KomaHgy Format=>
Row= AutoFit (Dopmar= Crpoka= ABTON0A60p BbICOTHI).

Tewarms padowux suciiol

Mocne TOro Kak Bbl BBEfETE UMC/A, TEKCTOBbIE CTPOKM M (hOpMY/bl B paboumnii anct, y Bac Mol
XXET BO3HUKHYTb XeMaHWe BbIBECTY paboumnii IMCT Ha neyvaTtb, YTO6bI er0 HUKTO He yBugen Ha akpall
He MOHWTOpa. lMpexzae Yem BbIBECTM paboynii IUCT Ha NevaTb (M, BOSMOXHO, TOMIbKO 3PS NepeBecTy
Takne pecypcbl, Kak Oymara W 4epHunia), BOCMOMb3yiTecb CcpeacTBOM Print  Preview
(MpegBapuTeNbHbIA NPOCMOTP).

MpeaBapuTeNbHbIA MPOCMOTP paboyero ncTa

Cpegcto Print Preview (MpegsapuTenbHblii MPocMOTp) nporpaMmbl Excel nossonset ysul]
JeTb, Kak OygeT BbIrNsgeTb pabounidi IMCT Noc/e BbIBOAA Ha MeyaTb, Mpex[e YeM Bbl 3TO cAenaeTe.
Taknm 06pa3oM, Bbl MPOKOHTPOIHPYETEe. NPABUNbHO NN YCTAHOB/EHLI MONSA, KOPPEKTHO N pasme ]
LLIeHbI Ha CTPaHWLLE CTPOKK M CTONBLbI.

UTo6bl BOCNOMb30BaThCs cpeactBoM Print Preview (MpegsapuTenbHbIA NPOCMOTP), BbINOHUTE
creflytoLLiee.

1. Bbi6epute komaHgy File=>Print=>Preview (®aiin= [IpeapapuTensusiii npocmMoTp).

Excel oTobpasnT pabounii MUCT B yMEHbLLIEHHOM MacluTabe, a ykasaTenb MbILIV NPUMET BUS
YBENNUYUTENBLHOIO CTekna (puc. 8.6).

2. lMopgseanTe ykaszaTenb Mbiwy (B BUAE YBENUUWUTEIBHOTO CTEKNA) K AOKYMEHTY W
LWe/IKHUTEe Ha HeM, YTO6bl 0TO6Pa3nTb JOKYMEHT B HACTOSILLYIO BE/TMUMHY.

3. LenkHuTe Ha kKHonke Close (3akpbITb), YTOOblI 3aKpPbITb OKHO MNpeABapuTE/IbHOIo
npocmoTpa, Uan Ha KHonke Print (IMevyatb), 4TOObI BbIBECTU JOKYMEHT Ha nedyaTb.

[leyaTb paboumx MMCToB

Korga Bbl pelunTe pacneyararb paboumii incT, Excel NpefnoxuT BaM MHOTO CMOCOGOB CAeNaTh 3To.

1. YbepmuTech, 4TO Ball MPUHTEP BKAIYEH B CETb, NPABHILHO NOLKNIOUYEH K KOMMbioTe []
py, B HEro BCTaB/eHa Gymara, ero He POHSANM C TPeTbero aTaXa H Tak janee u Tomy
nofo6Hoe.

2. BblbepuTe 04HO M3 CrefyloWwnx 4eCTBUI, ANa 0ToOpaKeHNUs AnanoroBoro okHa Print
(Mevatsb).

= Haxmute kombrHaumio knasnw<Crrl+P>.
« Boblbepute KomaHgy File=Print (aitn=Ileuats).

148 YacTb . PaboTa ¢ uucnamm B Excel



Puc. §.6. Pabounint incT 0TOOpa>keH B PedXKUMe npedsapumenso2o NPOCMOTPa

3.

4.

7.

CQBET

LLlenkHnTe B packpbiBatolemcs cnucke Name (Mms), utobbl ykasaTb, Kakoil npuH ]
Tep GydeT HCMObL30BATHLCH.

B rpynne Print Range (IMNeyataTtb) ycTaHOBMTE MepeKkavaTenb, onpegensowmin, kall
Kue cTpanuiil 6yayT BbIBOAUTHLCA Ha neyathb.

MoxxHo ycTaHOoBUTb nepekntoyatens AH (Bce) nnn Pages (CtpaHuLbl), 4To6bl yKasaTb HO ]
Mep CTPaHuLbl UK AranasoH CTpaHuL,

LLLenkHuTe B none Number of copies (Hucno konuit) rpynnel Copies (Konun), utol]
6bl 3a7,aTb HEOOXOANMOE KOMMYECTBO KOMUIA.

B rpynne Print What (BblBecTV Ha ne4atsh) YCTAHOBUTE HEOGXOAMMbINA Nepeksntoyal]
Tenb: BbIfeNIeHHbIA Anana3oH (6ygyT HaneyaTaHbl BCe BbleNEHHble SYeNKKn), BCO
KHWUTY WAW BblgeneHHble NUCTbI.

LLlenkHuTe Ha KHomnke OK.

Ecnu Bbl XOTWTe pacrneyaTaTb paboumii NACT TaK, Kak OH eCTb, BOCMOMb3YATECH KHOMKOM
Print (Meyvatb) CTaH4APTHOM NaHeNM NHCTPYMEHTOB. Ecnn ke BaM HY)XXHO yKa3aTb, Kal[l
KOV NUCT MmevyataTb M CKONbKO cAenaTb KOMWiA, TO OTKPOITe AmanoroBoe OKHO Print
(Meuatb), BbIGpaB KOMaHAy File=> Print (Daiin=Ileuars) unm Haxas <Ctrl+P>.

MeyaTb YacTvt pabouero mera

BosmozxHO, BaM NOHagobuTcs 0TnpaBnTb Ha Me4vyaTb HE BECb pa60L||/||7| JINCT, a ToNbKo onpegel]
NEHHbIE STYenKuN. Ana Toro yTobbl 3TO CcAenartb, BaM Heob6X0AMMO HeuyTo, 4YTo B Excel HasbiBaeTCs
obnacTbio neyaTwu.

1. BblgennTte a4eiikn, KOTOpPble XOTHTE OTNPaBUThL Ha NeyaTb.
2. Bblbepute komangy File=Print Area=>Set Print Area (®aiin=O6nacts nedaru=

3agathb).
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Excel 3aKnt0unT BblAeNeHHbI BaMU AManNasoH s4eek B NYHKTUPHYIO paMKy. Bbl MoxeTe on[]
pefennTb TONbKO OAHY 06/1acTb nevaTu.

[Mocne Toro Kak Bbl onpegenvte 0bnacTb nmeyaTun, MoxeTe OTNPaBUTb €€ Ha ne4vyatb TOYHO TaK
)Ke, KaK Bbl 3TO fiefiaeTe Npw rnevartun Lenoro paboyero nucra.

o UTto6bl yaanuTb 06MacTb nedyatu, BbibepuTe komaHay File=Print Area=Clear Print

Area (Daitn= O6nactb NeyaTn =Y nanuts).
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[nasa 9
dopmynbl U QPYHKLIAK

5B amzoli wabe. ..

¥" Co3pgaHne COBCTBEHHLIX (HOPMY/
¥" PepakTnposaHue (hopmyn
v" BbI6OP BCTPOEHHbIX DYHKLWT

v" TlpoBepka (DYHKLWIA Ha NpaBUNbHOCTL

bl MOXeETe MOTPaTUTb BCH HOYb, MepecunTbIBas B CTONGMK, CYyMMUpYsi Ha Gymare wuam c

MOMOLLbI0 KaNbKynsiTopa Lugpbl B CTPOKAaX M CTONGLAX OrPOMHOI Tabnuubl, HO nydlle

chenatb 2T0 € nomoibio nporpammel Microsoft Excel (xoTa 6bl moToMy, 4TO Bbl Y)xe nol]
TpaTuan Ha Hee aeHbru, nokynas Microsoft Office 2003). Mpocto ckaxuTte Excel, 4To Bbl XOTUTE
cocunTaTb 1 OTKYfa B3ATb MCXOAHbIE aHHble, a MPorpamMmma cama B CUMTaHHble CeKyHAbl BbIMOHNT
BCIO paboTy 3a Bac M MOKaXET pe3ynbTar.

MomMMMO NPOCTOro CyMMWPOBaHWS, BblYUTaHWS, LENEHUS U YMHOXeHUs, B Excel Bbl MoXeTe
BbINOMHATL 60ee CNOXKHbIE (hYHKUMKW. Y Bac Bcerga GyayT mof pyKoii BCTPOEHHble cTtatucTmuel]
CKMWe, MaTeMaTMyecKne U (hMHaHCOBbIe (DYHKLMKU, KOTOPble CKaXXyT BaM, CKO/bKO AeHer Bbl exeme ]
CAAYHO MOTNIN Bbl MONyYaThb, €CN Gbl BNOXWAN BCE HAIMUYHbIE B aKLUK KOMMaHUK "Pora n KonbiTa".
Bonee T0ro, B hyHKUMAX, MOMMMO YMCEN, TAK)KE MOXHO UCMONb30BaTb U Apyrune hyHKLUN.

Cosganue gpopuys
Excel, n0A06HO (baHTaCTVlLIeCKOMy Ka/lbKyNnAToOPY, NO3BONAET BbIYUC/TUTL NtoBble 3HAYEHNS, €CNN Bbl
TOMBKO 3HaETe, YTO HYXHO JenaTb. UTobbl co34aTh DOPMy/y, BbIMNOMHUTE CleayioLLee.
1. LLlenKHUTE Ha siuelike, B KOTOPYIO HaAO0 MOMECTUTbL Pe3yNbTaT BbIUUCAEHNIA.
2. BBeauTe 3HaK paBeHCTBa (=), KOTOPbIA NpeAWwecTByeT 3anuch hopMynbl.
Hanpumep, ecnu Bbl XOTUTE MONYYUThL Pe3ynbTaT YMHOXEHUS COAEPXUMOro aueiikn B3 Ha

cofepxmmoe Aueiiku C3, BBeanNTe =B3*C3.

o288 BMeCTO TOro 4TO6bI YKasblBaTb CChIKY Ha Aueiiky, Hanpumep C3, LLIENKHWTE Ha fuelike,
COfIEPXKALLIEN HYXHble JaHHbIe.

3. HaxmuTe knasuwy <Enter>.
Excel nokaxeT pesynbTaT BblUMUCIEHWS. ECiv B BeeHHOW (hopmysie eCTb OLIMGKK (Hanpumep,
Bbl MbITa€TECH NPOCYMMMPOBATL YMCNOBbLIE U TEKCTOBbIE AaHHbIE), Excel oTo6pasuT coobluel ]
Hve 06 OLIMGKeE, MOC/E YEro BaM CeZyeT BHECTW MCMPaBEHWS.



7144 Ecnu B chopMyne MCMOMb3YIOTCS YMCa, COXPAHEHHbIe B APYrvX siueiikax, 3T sueikn
[OO/MKHbI ObITb PACNOMOXKEHbI HAf W CNeBa OT AYENKK, B KOTOPOW COAEPXUTCS (hopmMyna.
Hanpumep, epnn hopmyna conepxnTcst B suelike D4, B Hell MOXHO MCNOIb30BaTb TO/Mb ]
KO Te jaHHEIE, KOTOPbIE COAepPXaTcs B cregytowmx sdeitkax: A1, B1, C1, D1, A2, B2,
C2, D2, A3, B3, C3, D3, A4, B4 n C4 (puc. 9.1).
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Puc. 9.1. B 3aTeHeHHOW obracmiu COfEP>XKaTCs TOMbKO Te AYelikn, COOepPXKUMOE komopsix
MO>KHO M1CMOMb30BaTh B dhopmynax

UT06bl Bbl MOIM OLUEHWUTb HpeuMyliecTBa BbldMcneHWid B Excel ¢ nomomsio dopmyn,
B Tabn. 9.1 MokasaHbl MaTeMaTUuyeckue [AeNCTBUA, KOTOPble MOXHO BbINOMAHUTL B (hOpMynax.
B ctonbue npumepa 1abn. 9.1 undpbl NpeacTaBASOT COAEPXKMMOE HEKOTOPbIX siueeK. Tak, B CTpol[]
Ke, UNNIOCTPUPYIOLLER CNoXXeHWe, NpuMep hopMynbl Mor 6bl BbIFISAeTb Tak: =B3 +G12, rae Aveiika
B3 copepXuT 3HauyeHme 5, a sdeilka G12 — 3, 4.

Tabnmua 9.1. Matemarndeckvie geiicTeus, 1crosb3yemble B hopMy iax

Onepartop Ha3HaueHve Mpyvep PesynbTar

+ CnoxeHue =5+3,4 84

0 BblumtaHre =54,2[2]1 52,1

" YMHOXeHue =1,2*4 4,8

/ [lenenve =25/5 5

% BbluMC/IEHME NpOoLEHTa =42% 0,42

2 Bo3BefieHe B CTeneHb =4"3 64

= PaBHO =6=7 NIOXb
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OKoHyaHue Tabn. 9.1

Oneparop HasHaueHve Mprmvep Pesynbtar

> Bonblue yem =7>2 VICTUHA -
< MeHblLe yeMm =0<8 NOXb

P BonbLLie UM PaBHO =45>=3 NCTVHA

<4 MeHbLue vnmpasHo =40<=2 JIOXb

o He pasHo =507 VICTVHA

& ObveanHeHne TekcTa “Kot" & “beremort” "Kot Beremotr”

Mpn co3gaHMM HOpPMyNn Bbl MOXETe WAM BBOAUTL B (opMynbl uucna (Hanpumep,
56,43+89/2), wim ncnonb3oBaTb TakMe 3arafjoyHble Bewy, Kak cCbiikn (Hampumep, ES5+N12).
Bca mowp Excel Kak pa3 v 3ak/04aeTcs B BO3MOXHOCTM paboTbl CO CCbIIKAMW; BBOAUTL YKcCna B
thopmy/ibl BaM MPUAETCS KpaiHe peako.

CCbINKU MO3BOMAIOT UCMOMb30BATb COAEPXKMMOE SUeeK NPW MpoBefeHNM pacyeToB. Takum 06[]
pa3oMm, Bbl CMOXeTe co34aBaTb (hOPMYy/Nbl, Pe3y/bTaTbl BbIYAC/EHMS MO KOTOPbIM GyAyT MCnonb3o [l
BaTbCs B APYrMX (hopmynax.

UTO Takoe CCbIku

B noBcesHeBHOI XXW3HY Bbl jeNlaeTe CChbINIKM Ha NEPBOMCTOYHMKM, KOTOPble MOTYT NOATBEPAUTD
NpaBAMBOCTb 1 NPaBUILHOCTL BALLWX COB WM AeACTBUIA. B mMupe Excel CCbIfIKM YKasblBaloT Ha
AYeiKK, B KOTOPbIX 3anMcaHbl 3HAYEHWs1, UCMO/b3YeMbIE B (hOPMY/Iax.

lA\cnonb3oBaHMe CCbIMOK Ha OTA€E/bHbIE AYENKN
B Excel CywlecTBYHOT fBa CN0OC0O6a yKasaHUs s4eek.

| v Ncnonb3oBaHue 3aronoBKOB CTONGL0B 1 CTPOK, Hanpumep Ad uan C7.
% Mcnonb3oBaHWe Ha3HayeHHbIX BaMW MMeEH CTPOK W CTON6uoB, nanpumep deB wAu
, Mpogaxa.

Mpegnonoxum, 4To B fivelikax B5 1 B6 cogepartca Takue e 3HauyeHus, Kak Ha puc. 9.2, a B
Aveiike B7 — chopmyna
=B5+B6

QOB [Ipu MCrONBL30BAHHH CCbUIOK Ha AYEKMW NOCNefHMe MOryT COfePXaTb WU [jaHHble

i (Hanpumep, uncna), vnu (Gopmynbl (M0 KOTOPbIM BbIYACASIOTCA Pe3yNbTaTbl, OCHOBaH [
Hble Ha [JaHHbIX, COAEPXaLLuXCs B APYTUX siuelikax).

B 3Toli thopMmyne MCNONb3yOTCA CCbINKM Ha a4veliku B5 n B6, Kotopble rosopsat Excel: "Haign
3HaueHHe, COXPaHEHHOE B fuelike B5, 1 NpnbaBb K HeMy 3HA4EHHE N3 Aueiikn B6™.

lIcnonb30BaHNE CCLIMOK Ha Sueiikn B cboplvlynax
BBecTv B hopMyny CCbINIKM Ha SSYENKM Bbl MOXKETE CNeAyoLLUM 06pa3om.

1. LenkHnTe B AYeiiKe, B KOTOPO AOMKEH MOABUTLEH Pe3ybTaT BhluHCIeH .
2. BBepguTe 3nak paBeHCTBA.
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Puc. 9.2. Henoavsoeanue CCbINOK K sueiiku 1A BbIMUCIEHUA pesynbTaTa

3. Wcnonb3yiiTe 0gMH 13 Cnefytowmnx MeTOLOB.
= BBeguTe CCbIIKY Ha siueiiKy (Hanpumep, B4).

= LLlenKHWUTe B fiuelike, conepikanicii 3HauyeHMe, KOTOPOE Bbl XOTUTE MCMO/L30BaTh B thopmy [
ne (Hanpumep, Ha aueiike B4).

4. BeeguTe MaTeMaTMUYeCcKNii onepaTop, HanNnpuMep 3Hak "naoc'.

5. TMosTopuTe NN. 3 1 4 He06XOAUMOE YMCIO pa3, YTOObI Co3faTb Tpebyemyto (opmyny.
6. Haxxmnte knasuwy <Enter>.

Tenepb, eCv Bbl U3MEHUTE UYKC/IO B sUelike, Ha KOTOPYIO ieflaeTcs ccbiaika B hopmyne, To Excel

aBTOMaTUYECKN 1zmeHuT Pe3ynbrar.

MoCKONbKY yalle BCEro NPUXoAMTCS CYMMMPOBAaTh 3HAYeHUs B Tabnmuax, B Excel ncrnonbsyetcs

creymansHas yHkuma AutoSum (ABToCcyMMa), C MOMOLLbK KOTOPOUM MOXHO ObICTPO Haiith cym[]
MY YMCesl, 3aMMUCaHHbIX B CMEXHbIX siuelikax CTONBL,0B UK CTPOK.

oMHK,

}‘/“\\ dyHKUMA AutoSum (ABTOCYyMMA) CyMMUPYET TONBKO Te 3HAYEHUSA, KOTOpble HAXOAATCA

& o
MIT | B TN 3%e CTPOKUAN CTONBLE. KaK TONbKO 3Ta (YHKUMA  BCTpedacTlyCTyro AYeliky, oHa
“;_/ npegnonaraeT, 4To B NMOCNEAYIOLLUX AYeliKax JaHHble TaKKe OTCYTCTBYHOT.

YT0o6bl BOCIIONL30BATLECA PYHKUMER AutoSum (ABTOCYMMa), BbIMOMHUTE CEaYIOIIEE.

7. BblgenuTe rpynny siYeeK, CoAepXKallux 3HaYeHNsl, KOTOPbIe HYXKHO NPOCYMMMPOBATb.

8. LLLenKHMTe Ha KHOMKe CO CTpesikoi cnpasa oT KHONku AutoSum (ABTocymma) cTaH[ ]
JapTHOH NnaHenn MHCTpPYMeHToB (puc. 9.3).
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Mapkepb! ABTOCYyMMa

=CYMM(B23.B26)

AR L T e R vV ) A i [ e (ST e
|q5_1_ ) Pacxone! Ha npefuisarne B Paicuam Yrorke | ! |
, {ﬂ,‘”“ambﬁt‘ﬂpmfhﬂaﬁr o BT
28 MooweBakne Y'5455.09044 310,24p. 2478,36p. .
|24 Mvmanvs ) 1 A30717p{631991p < 2674,01p |
|25 | YHdopma _ | 5067000 |4 574,23p. 6409,12p.
28 MennuvHCKoe 06enyKuBaHmne n 5,,[112‘,_35.& 219,40p 14 315,22p |
o — < CYMM] )
_||_z-._. | Cymmiucnol; [wienoz), )|
2 N v -
30

Pue. 9.3, [Ina 6bICTPOro CyMMMUPOBaHUSA Ymncen Ncnonb3yliTe dyHkumio Asmocymma

Excel BblAENUT iUeliKi, KOTOPble COAEPXaT umMcna, a TaKXKe BBEAET 3HaK PaBeHCTBa, Haseall
HUe yHKLMM 1 Anana3oH suYeekK, Kak MoKa3aHo HUXe.

=cyM  (B3:B6)
MpuBegeHHan Bbiwe hopMyna ykasbiBaeT Excel Ha HE06X04MMOCTb CNOXWTL 3HaueHWst, Ko[]
Topble cofepxarcs B Aveiikax B3-B6.
9. lMNMopBeuTe yKasaTe/lb MblWKW K YrN10BOMY Mapkepy, Ha)KMUTe KHOMKY Mbilwun, rnocne
Yero nepeTaliuTe yKasaTe/b MbllLK, YTOObI BbIAENNTL BCe HEOOXOANMbIE AUENKHN.
Mo mepe BblfeneHUst HOBbIX Aueek Excel 6yfeT aBTomMaTtuyecku 06HOBNSATL hopmyny.
10. HaxxmuTe knasuwy <Enter=.

Excel oToBpa3nT pesynbTaT CNOXEHWUA YMCENT BO BCEX SUEiKax, KOTOpPbIe Bbl BbIAENMAN NpU
BbIMNOIHEHUM M. 3.

Marmnyeckue CKObOKM

Mpoctas opmyna 06bIYHO COCTOMT M3 [BYX CCbI/IOK W OMepatopa Mexgy HVWMW, Harpumep
=B4*C4. Ho BaM, seposaTHO, NOTPebytoTCa 60Mee CNoXKHbIE (hOPMY/ibl, COAepXaLLue Tpu 1 6onbLue
CCbINOK. YT06bI MPaBW/IbHO BbIMOAHWUTL BbIYMCIEHNA CO MHOTUMM CCHIIKAMHE, BaM HY>XHO MCMosb ]
30BaTb CKOOKM.

Hanpumep, BamM HY)>XHO MPOCYMMUPOBaTh 3HaueHUs B sueiikax D305, a 3aTeM YMHOXUTb pe3ynbTar
Ha 3HaueHue a4elikv D6. Bbl MOXeTe BOCMO/b30BATLCA CEAYHOLLEei hopMyoii:
=D3+D4+D5*D6
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Ho Bbl nonyumTe HenpaBUbHBIA pe3ynbTaT, MOCKOMbKY Excel mpouTteT 3Ty dhopmyny cregyroLmm
06pa3zom: "BHauasie MepeMHOXMTb 3HauYeHus aueek D5 n D6, a 3aTem NprbaBuTb 3Ha4eHUs 13 ssueek D3 n
D47, Dro BbI3BAHO TeM, UYTO B Excel 3afaH anroputm nepsooyepesHOro novcka v BbINonHeHWs onpege ]
NeHHbIX OMepaTopoB (B TOM YMC/e OrepaTopa yMHOXEHNUS *) C NOCNEeAyHOLLMM BbIMO/IHEHUEM OCTa/lbHbIX
0nepaTopoB hOpMy/ibl C/ieBa HArMpaso.

Mpesnonoxum, y Bac B yKasaHHbIX sueiikax COXpaHeHbl CNeaytoLLme faHHbIe:

D3 45 000 p.

D4 199 000 p.
D5 15 000 p.
D6 7,75%

dopmyna =D3+D4+D5*D6E BO3BpaTUT 245 165, 5p., HO Bbl OXMAQNN LPYroro pesynsrara.

Beab BaM HY)XXHO BHayase MPOCyMMMPOBaTh 3HaveHUs siyeek D3-DD5, a 3atem nonyyeHHoe umcl]
N0 YMHOXWTb Ha 3HayeHue auveiikn D6. UTobbl ykaszatb Excel 2002 npaBunbHbIA NOPALOK Bblumc ]
NeHWs, NCNOMb3YiNTe CKOBKM:

(D3+D44D5) *D6

Ckobkmn ckaxyT Excel: "ynaa! BHavane npocymmupyin umndpsl B sueiikax D3MD5 v avws nol]
TOM YMHOXali BCE 3TO Ha 3HaueHwue f4elikn D6, Excel ncnonb3yeT Te e 3HaYeHUs B AYeinkax, Yto
W B IpelblIyiier NPUMepe, HO Temepb Mocfie BBOAA CKOGOK B (hOpMyny BO3BPaTWUT pesynbTar
20 072, 5p., uTO 1 ABNSAETCA UCKOMbIM 3HAYEHWNEM.

QM Hisy

9~ [ECnu Balin nosHaHMs B BbICLLE/ MaTeMaTVKe OrpaHuyeHbl, TO 3arnoMHMTe X0Ts Gbl crie[]

( ”ﬁ ‘_] JytoLLiee: Bcerfa 3ak/oualite B CKO6KM B hopMynax ntobble MocnefoBaTensHOCTY AeicT [

‘- '/ BWI Hag pAgom sveek, 4Tobbl Excel Morna noHAThb, YTO BECh 3TOT PAf CCbINOK cocTasnsa[]
€T O4HO Liefnoe.

CCbIIKN Ha HECKO/bKO siveek

VHorga BaM MOXeT NoTpe6oBaThbCs CChIIKA HAa 1BE UM HECKOMbKO AveeK. Fpynna syeek Hasbl[]
BaeTcA duanazorom ayeeK. CymiecTsyroT Ba TUNA Nana3oHoB fYeek.

v CMexHble [vnanasoHbl, Takne Kak D3+D4+D5.
¥ HecMeXHble nuanasoHb: (A4elikv, KOTopble He conpukacatoTcs), HanpumMep D3+T44+789,

OnpegeneHne CMeXHoro auanasoHa

CME>KHbIA AManasoH — 3TO He YTO MHOe, KaK 6/IOK COCeAHMX AveeK, 06pasytoLimx CMOLLHOW
maccuB. CMeXHbIA AnanasoH B (opmynax OMpefensieTcs C MOMOLLb ABOETOYMA. Tak, 3anuch
D2:E5 onpegenset 610k sueek D2, D3, D4, D5, E2, E3, E4 n ES5.

Mpy onpefeneHMn AManasoHOB A4YeeK MOXHO yKasblBaTb f4eilku, obpasytolive Asa unu Hel ]
CKONbKO cTON6u0B (CTpoK). Hanpumep, ecnu Bbl BBefeTe D2 : ES, Excel BocnpumeT 310 Kak guanall
30H, BKMoYarowWwmii sueiikn D2, D3, D4, D5, C2, C3, C4 n C5.

CMeXHble [yana3oHbl 4acTo MCMONL3YIOTCA BO BCTPOEHHbIX ¢hyrkyusax Excel; nanpumep, yHKUMA
=C¥MM (D2 :D6&) BbIUMCNSET CYMMY 3HAYEHMI Beex siveek ¢ D2 no [6. ®yHKUMM ABSKOTCA Ap/blKaMu
[Na MaTeMaTuueckux qopmys, ¢ KotopbiMu Excel yxke 3HakoMa. UTo6bl BOCMOML30BaTLCA OAHUM K3 Ta[]
KUX SPMbIKOB, BaM HE06X0A4VMO TO/MbKO BbIGPaTh HY>XXHOI (DyHKLMIO, @ HE BBOAUTL LIENMKOM CIOXHYHO
hopmyny. CMeXHble arana3oHbl TakKe MOXHO MCMO/b30BaTh B TaKMX BCTPOEHHbIX (hyHKuusax: AVER ]
AGE (CP3HAU), MAX (MAKC), MIN (MUH) n COUNT (CYET). Bonee nogpo6HO ¢ hyHKLUAMY Bbl
NO3HaKOMUTECh HUKE, B pasgesnie "Bbi6op BCTPOEHHBIX (OyHKLMWIA".

Mpesnonoxum, Bbl NCNONb3yeTe hopmyny

3+D4+D5) *D6

= (D3+D
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Mockonbky Auelikn D3, D4 n D5 06pasytoT CNIOLWHON psj, CTOUT YNpOCTUTb dhopmyIry:
=CYMM (D3 :D5) *Dé

3anuce D3:D5 rosoput Excel: "3, ronybyuika!l BHavane npocyMMUpYi Bce 3HaYeHUs B suei [
Kax, HauMHasa ¢ D3 no D5, a N0TOM YMHOXb MOAYYEHHbI pe3ynbTaT Ha 3HauYeHuWe aueinkn D6™.

[ins Toro 4to6bl ONpPefeNnUTh CMEXHbIN AnanasoH SUYeeK, BbINONHUTE CReaytoLLee.

1. LllenkHuTe B iueiike, B KOTOPOI AOMKEH MOABUTLCA Pe3yNbTaT BbIUMUCIEHNIA.

2. BBeguTe 3HaK paBeHCTBaA.

3. BnuwunTe BCTPOEHHYH (YHKLMIO, KOTOPYH Bbl XOTUTE MPUMEHWUTb A/ 06paGoTKM
3HAYeHUi siYeeK, COCTaBASIIOWMX CMEXHbI/ [HAaNa3oH, HanpuMmep (YHKLUIO SUM

(CYMM) nnn AVERAGE (CP3HAU), a3aTem BBE4MTE NEBYI0 OTKPbIBAIOLLYH CKOOKY.
4. LLlenkHUTe Ha sivelike, HauMHaroLell CMeXHbIli gnanasoH (Hanpumep, Ha D3).

5. YaepuBasi HXKaTol KHOMKY MbIlIK, NPOTALLUTE YKa3aTeNlb MuliiH W BblAENNTe BECh
psif, ’MEeeK, KOTOpbIi Bbl XOTUTE UCMOMb30BaTh B (HOPMYJIE.

Excel nomMeTuT BbIGPaHHbIN AMana3oH sYeeK NyHKTUPHOM nnHuel (puc. 9.4).

cepac . Oaren

-

3.

.y Lo X e T =CYMMID23:D25)
Pacxoae! Ha npebtiBanre B Pafickom Yronke

[ 24 Narabwve
1 25 YHudopMa

Pue. 9.4. BblgeneHne cMe>KHOro guanasoHa siueek

6. OTNyCTUTE KHOMKY MBILK U BBEAMTE MPaBYO 3aKPbIBAOLLYIO CKOGKY.
7. Ecnuv Heo6XoAMMO, OMMLLNTE OCTaslbHYH YacTb (hOPMY/Ibl M HAXKMUTE KnaBuly <Enter=.

Onpefenexne HeCMeXHOro AnanasoHa

EC/M Bbl XOTWTE UCMONL30BATL B (HOPMY/e PSS 3HAUEHUIA, KOTOPbIE XPAHATCS B He IPaHHYallnX
Auelikax paboyero MCTa, BaM HYXXHO CO3AaTb HECMEXHbIV AnanasoH. 15 npuMepa nocMoTpuTe Ha
CneayoLLyto (hopmMysy:
=CYMM (D3 ;G5;X7)
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3r1a thopmyna rosoput Excel: "Bo3bMu 3HayeHMe n3 aueiikn D3, npubasb K HEMY 3HaYeHUe U3

fAveiikn G5 1 elwe nprbasb 3HaYeHUe U3 AUeiikn XT'.

UT06bI OnpefenTb HECMEXHBIN AnanasoH, BbIMONHUTE CNefytoLLee.

1. LLenkHuTe B Avelike, B KOTOPOI a0JizkeH NOSBUTLCSA pe3ynbTaT BbIUUCIEHWIA.

2. BBeguTe 3HAK pABEHCTBA.

3. Bnummre BCTPOEHHYI (DYHKUWUIO, KOTOPYI Bbl XOTUTE MPUMEHUTb ANns 06paboTkum
3HAYEHMWI siYeeK, COCTaBASKOWMX CMEXHbI/A Aguanas3oH, Hanpumep (MyHKUMO SUM
(CYMM) unn AVERAGE (CP3HAU), n 3aTem BBeguTe NeBY CKOOKY.

4. LlenkHMTe Ha MepBOli fiveilKe HeCMEXXHOro ananasoHa (nanpumep, Ha D3) nan Bnnl]
LWIMTe CCbINKY Ha A4veliky D3.

5. BBeanTe TOUYKY C 3anNATOMN.
LLlenkHUTe Ha criegyloleii sivelike gmanasoHa (Hanpumep, Ha D7) wnm BnvwmTte
CCbIfIKY Ha aveiiky D7.

7. MosTopute Nn. 5, 6 HEO6X0AMMOE YMC/IO pas.
BBeguTe npaByto CKOOKY U, ponucai (QOPMy/y, HOXKMUTE Knasuwy <Enter=.

KonuposaHve dopmyrn

TOYHO TaK e Kak 006yyeHune B CPeAHEeN LUKOMe 3Ha4YMTebHO YrpoLaeTcs, ecnv Bbl nepenuchbl ]
BaeTe (KOMuMpyeTe) yyxue JoMallHMe paboTbl, TaK U co3gaHme opmyn B Excel ynpouyaeTcs, ecnm
Bbl GyfeTe KOMMpOBaTb CYLLECTBYHOLME (hOpMynbl. Excel aBToMaTUyYecKn M3MeHsIET B (hopmysax
CCbITKM Ha iYeliKy J151 KaXXA0ro CTon6ua Uam CTPOKU Yncen.

Hanpumep, ecnvm BaM HY>XHO CMIOXWTb MepBble MATb Yncen B cTpokax A, B u C, dopmyna B
ayeiike A6 ByaeT UMeTb CreayroLnii BUa;
=CYMM (Al ;AS5)

Mocne TOro Kak Bbl CKONuMpyeTe 3Ty hopmyny B sueiikn B6 n C6, Excel aBToMaTnyeckn BHeceT
B Hee COOTBETCTBYHOLUME N3MeHEHUSA. B suelike B6 hopmyna 6yaeT BbIrnageTh Tak:
=CYMM(B1;B5)

a B Aveiike C6 Tak:
=C¥YMM(C1 ;C5)

e Konuposanue cyulecTsytowen popmMynbl 0COGEHHO MOME3HO, ecniv B paboyem AucTe

NPUCYTCTBYIOT CTPOKM 1 CTONBLIbI, B KOTOPbIX MCMONb3YHOTCA faHHble 04HOro Tvna, Hall
npumMep NsTb CTONGLLOB YMCES, CyMMa KOTOPbIX 0ToBpaxkaeTca Huxke (puc. 9.5).

YT106bl CKONMUPOBAaTL (DOPMY/Y N BCTaBUTL €€ B ApYrve CTPOKM WX CTON6Ub! ANS AaslbHElLIEro
MCMO/b30BaHWUA, BbIMOMHUTECEAYIOLLEE.

1. BeeguTe hopmyny, KOTOPYH HEOBXOAMMO CKONUPOBAaTb.

2. BblgenuTe ayeliky, cogeprkalyyto popmyny, KOTOPYH HEO6X0AMMO CKOMMPOBaTh.

3. Haxmute Kom6uHauuw knasuw <Ctrl+C> unu menkuute Ha KHonke Copy
(KonupoBaTb) cTaHAapTHOM NaHeNn UHCTPYMEHTOB.

Excel 0TOGPa3sMT LUITPUXOBYH IMHWIO BOKPYT iUeliKU, BbIAENIEHHOM BaMy NPy BbIMOHEHWN M. 2.
4. Brigeaure ayeliky nnv gmanasoH, B KOTOPbIe Bbl XOTUTE BCTaBUTb hOpMyy.

Haxkmute Kom6uHaumio knasuw <Cirl+V> uan wenkHute Ha kHonke Paste (BCTaBuTb)
CTaHAapTHO NaHesny HCTPYMEHTOB.
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Excel 0TOGPasWT pesynbTaTbl BblYMCAEHWS MO dopmyne ans
30Ha AueeK.

KHorka BcTtasutb

KHorka Konvposark

BbIGpaHHON fuelikn nnan ananal’l

A

T

= o e e i ;l.—E.::.'. Byl 'f;:,g'- P
200 [Pacxopp! Ha nbeGbisarie p Paiickom Yronke

21 : SOV | , .

.22 o | fHBapb ‘®espank  Mapt :
23 Mpoxusate | 5485,00p.] 7 310,24p 2 478,36p

[ 34| nurerme | 4397,17p.|6 219.91p | 2 674.01p

35 | i opma | 5.967,00p. 4 574,23p |6409,12p
26 MegvumHckoe ofcrysmearie | 6012,35p.1218.400

" 4315,22p
{21 841,61p. e

Puc. 9.5. KonupoBaHve v BcTaBka (opmyn obneryaeT BblYUCIEHMS

cOBEX

YUT06bl 6bICTPO CKOMMPOBaTh (OPMyNy, HICIKHHTE HA Hell. B HWKHEM npaBomy yriy
AYelikn 0TobpasnTca HebOoMbLLOK YepHbIA KBagpaT. Haseaute Ha Hero ykasateslb MbllK,
KOTOPbIA NpX 3TOM AO/MKEH NMPUHATL BUL KPECTUKA, a 3aTeM MepemellaiTe ykasaTesb
MbILUW 415 BbIAENEHNS CMEXHbIX siueeK. Excel ckonupyeT hopmyny BO BCE 3TU SUEIKN.

Peganmupobanue gpopiys

Mocne Toro Kak Bbl BNucanu popmyny B siueliky, BCerja MOXHO BO3BPaTUTbCS K Hel 1 BHeCTU
n3MeHeHMs. OTO O0COBEHHO BaXHO B TOM Cnyyae, eCnM Bbl OOHapyxuTe owubKM B dopmyne
(Hanpumep, 3a6blM NOCTaBUTb CKOOKM).

MpocmoTp chopmyn

Mpexzae yem pefakTMpoBaTb Gopmyny, BaM HYXXHO HailTu ee. S4elikn ¢ opmynaMm BbIrnagat
TOYHO TaK Xe, KaK fi4eiKun ¢ 06bl4HbIMU undpamn (yeika ¢ OpMynoin 00bIYHO MOKa3blBaeT He
camy hopmyny, a pesynbTaT ee BbIYMCNEHWS), MO3TOMY Y BaC MOMyT BO3HUKHYTb 3aTpyAHeHWs B onl[]
pefeneHnn, rae y Bac A4eiiky ¢ paHee BBeeHHbIMU YnCNaMu, a rae — A4eiiku ¢ hopmynamm.

UTo6bl NOKa3aTb (DOPMYJbl B Ueiikax, HaXXMUTe KOMGMHaumMo knaeuw <Ctrl+ >, 3T0T cTpaHHBbIi
3HAYOK 03HAYaeT KNaBuLLly, KOTOPYI HY)XXHO HaXaTb, yAepxuBas Haxatoil knaesuwy <Ctrl>. Ha aToit
KnaBuLLe TaKkxe 1306paxeH cMmBON TUnbfa (~). Ha ofHMX KnaBmaTypax 3Ta KiaBWLla pacrofioxeHa
CcneBa OT Knasuwy <1>, Ha Apyrux — BHU3Y, psAOM C KiaBuLLel npo6ena.

nasa 9. dopmynbl U QYHKLMN
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Lol Ecnu Bbl He 3HaeTe, rae pacrofioeHa Knasua < =, NMOCMOTPUTE CNeBa OT KaBMLUIN

<1> B BepxHeit yacTy Knaeuatypbl. O4HAKO Ha HEKOTOPbIX KNaBMaTypax KnasuLia < =
pacrnonoXeHa psgom ¢ KnaBuiLeid <Spacebar>.

Mocne Haxatusa KoM6uHauuu Knasuw <Cirl+ > Excel mokaxeT Bce Balwy (hOPMy/bl B

Aueiikax pa6ouyero nucrta (puc. 9.6). Mpu noBTopHOM HaxaTum <Cirl+ > Excel BHOBb cnpsiyeT
thopmynibl.

KHonka OTMeHUTb Crpoka dopmyn

& =CYMM(C25 C20)

] i ‘MapT i
231 MpostBerie | 731028 BATBEB i
4| M1TaHke 631891 267401
“t bl i NN | (8571428 S .-  S—
'8 MepruvHckoe nECryMnaaHme 12104 _J4315.22

=CYMM[C23 C26) =OYMMIDI3D26] V]

L s Lot SRS SR

| T N L W e

| Movoeo,

Puc. 96. OTob6padkeHve opMyn B paboyem nucTe

YaaneHue opmysibl

MpoLue BCero pefakTnpoBatb HOpMy/y TakK: CTEPeTb CTapyto (hopMysly NMOMHOCTBIO U CO3faTh Ha
ee MecTe Hosyro. ECnv Bac 03apuna HoBasi UAest 1 Bbl XOTWTE YAaNWUTb cTapyto opmysty, a Ha ee Me[]

CTO BNUCATb HOBYHO, BbIMONHUTE CIIEIYIOIICE.
1. LUWlenkHnTe B A4elike cO cTapoii JOpMyoi, KOTOPYH Bbl XOTUTE YAAUTb.
2. HaxkmuTe KHoMky <Delete> nnun <Backspace:.
Excel yganut coopmyny 13 aueiiku.

o JTOT MeToL MOAXOAUT ANs yAaneHUs No6oro CoaepXXMMoro aueiikun. Ecnm ol ygannnm
4To[TD MO OLMGKE, HEMELIEHHO HAXXMUTE KOMOMHaLMI0 KnaBuw <Ctrl+Z> nam uienk-
HUTe Ha KHomnke Undo (OTMeHUTS).
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i3meHeHne dropmyn

Ecnn Bbl XO0TWUTe 0TpedakTMpoBaTb (HOPMYyNy, HampuMep BBECTU CKOOKWM unu [06aBUTbL HOBblE
CCbINKN Ha fYeiiKu, Mcnonb3yinte ans atoro none CTtpoka copmyn (cm. puc. 9.6). Kaxablid pas,
KOorga akTVMBHOM CTaHOBUTCA fYeiika, cozepricaiias (OPMyny, B CTPOKe (hOpMyn OTobpaxaeTcs
HOpMyIia, KOTOPYH Bbl MOXETE PeAAKTUPOBATb.

UT00bI M3MEHUTb (DOPMYNY, BbINOAHUTE CefytoLLee.

1. LenkHuTe B AYeiike, comepaalieii DOPMyny, KOTOPYIO Bbl XOTUTE U3MEHUTb.
Excel nokaxeT hopmyny B cTpoke hopmyn (cMm. puc. 9.6).

2. LllenkHuTe B CTPOKe hopMyS, YTOObI B HeW MOSIBUICA KYpCop.
Excel BriaennT Bce A4EKK, JaHHbIe U3 KOTOPbIX MCMONb3YOTCA B (hopMyre.

3. WMN3meHuTe hopmysny No BalLEMY yeMOTpeHH k0.

Wcnonb3yiite knauwmn <Backspace> n <Delete> gns yaneHus yacteli popMyn, a KnaBuwwm
<—> N <¢>— [N NepeMeLLeHNs Kypcopa; BHECUTE Balln U3MeHEeHNs.

4. HaxxmuTte knasuwy <Enter>.
Excel paccunTaeT HOBbI pe3y/bTaT C Y4eTOM BBEAEHHbIX BaMW U3MEHeHWI B (hopmyre.

L& UTO6bI BLICTPO BHECTW M3MEHEHMS B thopMysy, ABXAb! LWENKHWUTE B HYXHOI auelike v
BBEAWTE UM OTPefaKTMpyiTe hopmyny B 3TON AYeliKe.

Biidop Bewmpoennorx gyriuuii

A celivac 6bicTpo HanuwuTe QOpMyny pacyeTa amopTM3aLMyM UMYLLECTBa 3a YKa3aHHbIN
nepmog ¢ MCNonb30BaHMEM MeToga MOCTOSIHHOrO yyeTa amopTu3aumu. Ecnn Bbl COBepLUEHHO
He NMOHANMMW, O YeM MAET peyb, TO Bbl He OAUHOKMK. HO faxke ecnu Bbl MOHANW CMbICA BbilwecKa [l
3aHHOrO, Bbl BCE PaBHO MOXETEe He 3HaTb, KakK ObICTPO HanucaTb hOpMyny ANA BbIMOAHEHUS
3TOro 3afaHus.

BMmecTo TOro 4tobbl OTArOWATH CBOM MO3rU COCTaB/EHWEM FPOMO3LKOM W CMOXHOW (hopMy b,
BOCMO/b3YTECh CMMCKOM thopmyIt, BCTPOEHHbIX B EXcel, KOTOpble Ha3bIBAOTCSH (DYHKLMAMM.

"naBHOe oTAnYMe DYHKLMKU OT POPMY/bl COCTOUT B TOM, YTO (DYHKLMS CnpalivBaeT y Bac, W3
KaKux siYeeK UCnonb3oBaTb AaHHble AN BbIMOAHEHUS Onepaumun, B TO BPeMA Kak npu coctasne ]
HUK hopMyn Bbl NOCNEAOBATENbHO BblGMpPaeTe CChbINKM Ha SiYeiKn U yKa3biBaeTe Excel, Hago nu
3HaYeHNA U3 3TUX AYEEK CNOXUTb, OTHATb, YMHOXWUTb WM pasfenutb. Ond npocTtbix Bblyucne
HWIA MOXXHO MCMO/b30BaTb CBON COGCTBEHHbIE (DOPMY/ibl, HO ANS BbINO/HEHUS CMOXHbIX pacye [
TOB BaM He 060/TUCb 6e3 BCTPOEHHbIX yHKLMI Excel.

SOMH  BO3MOXHO, Bac 370 YANBUT, HO (OYHKLMM MOXHO MCMONb30BATh HE TONbKO OTAENbHO, HO
n B cocTaBe thopmyn. Hanpumep, cnegyrowias opmyna cofepxut yHkumio CYMM u
X ornepaTop YMHOXeHUA:

=CYMM (D4 :D5) *D7

Irr’ hY
\ y )

[ns Toro utobbl 06neryMTb BaM MOMCK HYXHON (yHKumKn, B Excel ecTb cpeactBo Paste
Function (BctaBka (hyHKLMM), KOTOpPOe MpOBedeT Bac Luar 3a LaromM no BCeM 3TanaM Bblbopa
(hYHKLNIA 1 BBOZA CCbINIOK Ha S4EKN. YCNOKOMTECh, BaM He MPUAETCS BCe 3TO AenaTb BPYUHYHO.

YUTo6bl BOCMOMb30BaThCA CpeacTBoMm Paste Function (BcTaBka (hyHKLMK), BbIMNONHUTE
crefytotee.
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1.
2.

LLLenkHuTe B sitieiiice, B KOTOPYIO Bbl XOTWTE BCTABUTb (DYHKLMIO.

LLLeNIKHUTE Ha KHOMKE CO CTPE/KOM, PacnoioXXeHHON crnpasa oT KHonku AutoSum
(AsTocymma), U Bblbepute KomaHgy More Functions (Opyrue yHKUun) wnau
Insert=Function (Bcrapka= Oyukuua).

OTo6pasmnTca gunanoroBoe okHO Insert Function (MacTep diyHKLMIA), MOKasaHHOE Ha
puc.9.7.

Puc.9.7. AnanoroBoe okHO MacTtep hyHKUNiA

3.

qoRHHy

B cnucke Or select a category (KaTeropus) Bobi6epuTe kaTeropuio, kotopas col]
JepxuT Tpebyemyio GyHkuno: Financial (duHaHcoBble), Statistical (Ctatnctul
YecKue) u T.4.

B cnucke Select a function (BbibepuTe (PyHKLMIO) BbIGEPUTE HYXKHYIO BaM (YHKLMIO.
Kaxablii pa3, Korga Bbl OygeTe BblOMpaTb Ty UM nHY (yHKumio, Excel 6yaet BbiBo[]
ANTb KPaTKOe onuncaHune atoli PYHKLMWN BHU3Y ANanoroBoro okHa.

LLLenkHUTe Ha KHonke OK.

OTKpOeTCA cnefytoLLee ANanoroBoe OKHO, B KOTOPOM Bac MOMPOCAT vkazaTk CCbUTKW Ha
AYENKN C UCXOAHbIMU faHHbIMK (prc. 9.8).

B 3aBHCHMOCTH OT TOTO, KaKy (PYHKLMIO Bbl BbIOpaaM Npuw BbIMOAHEHWM N. 4, BHELUHWIA
BWZ OKHa MOXET OT/IMYaTLCA OT MPMBELEHHOIO Ha PUCYHKE.

BblgennTe ¢ NOMOLLbIO MbILWW SiUERKMW, faHHbIe U3 KOTOPbIX Bbl XOTUTE MCMOMbL30[]
BaTb (Hanpumep, a4eiiky E3 B kauecTBe aprymeHTa).
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COBET

obeft Excel - Kinras

ECM LUEIKHYTH HA KHOMKE CBEPTbIBAHMS OKHA, OKHO YMEHbLUMTCS TakM 06pasom, yto[]
Gbl Bbl MOTNIN BUAETL pabounit NUCT. OAHAKO BaM MOXET MOHAZ0GUTLCS U NMePeMecTUTb.
ANanoroBoe OKHO B [pyroe MecTo.

B
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Puc. 9.8. [Onanorosoe OKHO, B KOTOPOM BaM HY>KHO YKa3aTb CCbIIKM Ha SUElKU C WUCXOAHBIMM
JaHHbIMY

1. WenkHnTe Ha knonke OK.
Excel BbIUMCNNT pe3ynbTaT, UCMOo/b3ysa 3afaHHble PYHKLUMIO N JaHHbIe.

ol XoTs Excel cogepXMT HECKO/IbKO COTEH BCTPOEHHbIX (PYHKUWA, 6ONbLUIMHCTBO U3 HUX
HUKOra B XXW3HWM Bam He npurogatcs. B Tabn. 9.2 npefcrasneH He6OMbLUIOW CAMCOK
(PYHKLUMIA, KOTOpble NCNOb3YIOTCA Yalle BCero U HaBepHsKa BaM MOTpebytoTca.
Tabnmua 9.2. dyHkumm Excel, ncnons3yemble yalle BCEro

HasBaHune yHKLN

HazHaueHne

CP3HAY BbluncnseT cpesHee 3HauyeHue Ynucen u3 BYyX WM HECKOMbKUX sueek
CYET MoACUMTHIBAET YMCNIO AYEeK, COAEePKALLNX TONMbKO Lngpbl

MAKC OnpegenseT MakCUMarbHoe 3HaYeHWe U3 IBYX WM HECKOSbKUX AYeek

MUH Onpegenser MUHUMA/IbHOE 3HAUYEHNe U3 [BYX WM HECKOMbKUX fueek

OKPYI OKpyrNAeT YKC/o [0 YKa3aHHOTO KONMYECTBa AeCATUYHBIX PaspsAa0B

KOPEHb BbluncnsieT KkBaapaTHbIA KOpeHb ncna

CYMM CyMMMpYeT 3HaueHWs ABYX WM HECKO/bKUX AUeeK
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Tlholepna pynnuui Ha npalulbrochis

KoMnbloTepbl He 6e3yrnpeyHbl (XOTS 1 LOMYCKalT HAMHOTO MeHbLUe OLWINGOK, YeM paboTatoLye
nepeg HUMK Noan). TakuM 06pasom, Aaxe ecnn Excel BbIMOMHSET BblYUCAEHUS BPofe 6bl BEPHO,
BaM MOXET MOHa06UTLCA MPOBEPUTL Pe3yNbTaThbl BblUMCAEHMA. K Hawbonee pacnpocTpaHeHHbIM
owmnbKam, C KOTOPbIMU EE1 MOXKETE CTONKHYTbLCS, OTHOCSTCS CNeaytoLLme.

. ¥ Ilponymenntie faHHble. POpPMyNa He MCMONb3yeT BCE faHHble, HeoBXoAuUMble Ans Bbl[]
] YyncneHUs NpaBUILHONO pesynbTara.

v HeBepHble gaHHble. PopMyna NonyyaeT gaHHble He U3 TON SYEKN.

v HeBepHblin pesynbTat. dopMyna HEBEPHO MO/y4vaeT pe3ynbraT.

Kaiunm e 06pa3om Bbl MOXETe BbIABUTb OLIMOKN B paboumx fmctax? MoxHO BpyyHyto npose[]
pUTb Kaxayto (opMy/y W elle pa3 BeccTH BCE YMCNA, YTOObI MOMYYUTb MPaBUSbHbLIV pe3ynbTar.
OfHaKo B pabounx nucTax MoryT cofepxarbc 6yKBa/bHO [eCATKM (hopMyn (KOTOpble MOTYT eLle u
ObITb CBSA3aHbI APYr C APYrom), NO3TOMY MPOBEPKa BPYYHYHO MMEET CMbIC/ TOMIbKO B TOM Cly4ae,
ecnn y Bac eCcTb napy f1eT B 3arnace. Excel cofepxuT cnevumanbHble cpeacTsa Nposepkun opmyn, Kol
TOpble MO3BOMAIOT pellath ChnefytoLme 3afaqu.

¥" T1poBepKa Toro, 4To POPMYy bl MOMYYAKOT aHHbIE U3 HYXHbIX SUEEK.
¥" TpoBepka TOro, Kak nosefet cui: (hopMyna B Cayyae MU3MeHeHUs CCbIIKM Ha AYeiky

OTkyaa hopmyna nonyyaeT aaHHbIe

Laxe camas coBepLUeHHast (hopmyna He MOMOXET BaMm, EC/IM OHa BbIYMCASET pPe3ynbTaT, Moyyas
JaHHbIE U3 HEBEPHBbIX AYeeK.

S Jlhobas Avelika, KOTOpas COAEPKUT JaHHble, WCMONb3yeMble B (DOPMyne, Ha3biBaeTcs
BAVISIOLLENA.

“POEUTR

[nsi npoBepKun hopmMybl BINMOMHUTE CReAytoLLne AeCTBUS.

1. LlenkHuTe B sueiike, cojepskaiieii QopmMyny, KOTOPYHO HEO6X0AMMO NPOBEPUTS.

2. Bbibepute komangy Tools=>Formula Auditing=Trace Precedents (Cepsuc=
3aBucumocTy opmya= Baumiouime a4elikm).
Excel 0TO6pa3VT NMHMIO, YKa3LIIAKLIYIO HA BCE AYElKWN, JaHHble U3 KOTOPbIX UCMO/b3YOTCA

B (hopmyne (puc. 9.9).
3. Bbibepute komanay Tools=Formula Auditing=>Remove All Arrows
(Ceppuc=3apucumocti hopmyia= ¥Y0paTh BCe CTPESKM), YUTO6bl y6paTb BCE CTPESIKU.

OnpepaenexHne Yopmyn, Ha KOTOPbIE B/USKOT SHENKN

MHorga BaMm MOXET MOHaA00UTLCA onpeneliuTh, KaKMM 06pasom Ha dopmyny BamnsieT onpege ]
neHHas Avelika. HecMoTpsa Ha TO UTO Bbl MOXKETe MPOCTO BBECTM HOBOE 3HAaYeHWe M NOCMOTPETb Ha
pe3ynbTaT, HAMHOIO MpOLLEe CHOBa 06paTUTLCA K MeHo Formula Auditing (3aBucumocTtu chopmyn).

JWHMEC,

No6asn dopmyna, nonyyarowas jaHHbIe U3 A4YeliKM, Ha3blBaeTCs 3aBUCKUMONA.
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Pue. 99. Bnnstowume A4eilkn cofep>KaT [aHHble, KOTOpbIe NCMONMb3yTCA B ¢hopaniie

YT06bI BbISIBUTH 3aBUCUMbIE (HOPMY/IbI, BbIMOMHWTE CeAytoLLVe AeACTBIS.

1.
2.

3.

LLLenkHNTe B fi4elike, BNUAHNE KOTOPOI Ha BCe (hOPMY/ibl Bbl XOTUTE OIIPEIeiHTh.
Bbibepute komaHgy Tools=Formula Auditing=Trace Dependents (Cepruc=
3aBUCUMOCTU dopmya= 3apHcHMBIE SUEKM).

Excel 0T06pasnT IMHMIO, yKa3bIBatoLLyO Ha BCe A4Yelikum, cofepalLiie hopMysibl, B KOTOPbIX
MNCMO/Mb3YHOTCS AaHHbIE U3 BbiAeNeHHO aueikm (puc. 9.10).

BbiGepute komaHgy Tools=Formula Auditing=>Remove All Arrows (Cepruc=
3aBMCUMOCTU (hOpMYyN= ¥ bpaTtk BCe CTPESIKU), YTOObI yipaTh BCE CTPESKU.

Masa 9. ®opmynbl N GyHKLMN 165



-i )
Pacxonei Ha npeBsisanie = Packom Yronke

‘AHBapb. |@eBpens | N
5 | 7310.24p.| 2478,36p

6319.81p] 2674.01p

O0p. 4574 23p  6409,12p

A5p | 121940p.| 4[315.220

Puc. 9.10. 3asucumsie S4elKn codepacam QOPMYbl, B KOTOPbIX UCMONb3YHTCA AaHHble U3 Bbl[]
[leNeHHON Yeiikun
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[nasa 10
[lpeacTaBNEHNE YnCEN B BiATE Auarpamm

/3 snzoir eaabe. ..

¥" 113 Yero cocTouT AnarpammMa
¥" Mcnonb3oBaHue macTepa

v VI3MeHeHMe uarpaMmsl

AWH XOPOLUWNIA PUCYHOK 3aMeHSET ThICAYY CNOB, W €C/W Ball PUCYHOK HAMOMHEH CMbIC/IOM,

TO eAMHCTBEHHOE YyBCTBO, KOTOPOE OH MOXET BbI3BaTb, — 3TO YYBCTBO BOCXMLLEHUS.

Momumo Toro, 4to Excel noMoxeT BaM CO3faTb rpoMagHyto Tabnuuy M3 MHOXeCTBa CTPOK U
cTon010B, KOTOPYHO, NPpaBaa, HAKTO He CMOXET HU MOHSATb, HW MPOYECTb, 3Ta XXe NPorpaMmMa NoMOXeT
BaM Mpeobpa3oBaTb Maccy YMCen B aKKypaTHbIA U CTPOIHbIN rpavk nam guarpaMmmy, Kotopble Hall
TNSAHO MOKaXYT OCHOBHble TEHAEHLMM, KONNYECTBEHHbIE COOTHOLLEHMS MO UHTEpecytoLLeMy Bonpo[]
cy. Bawa ayautopus no JOCTOMHCTBY OLEHWT TO BPeMSsi, KOTOPOe Bbl MOTPaTUAM Ha co3faHue rpadm]
KOB 1 fmarpamm B Excel.

Cocinabree wacrmu quazfraunibe

Excel MOXeT co3aaTb BOCXMTUTENBHYIO (M YXKAacHYH0) AnarpaMmy, B KOTOpOR 6ygeT rpacuye ]
CKWU MpeAcTaBieHa BCs MHQopMauus, xpadsiasgcs Ha pabodem nmcTe. YTobbl 4o6MTHCS Makcy [l
ManbHOW rmbkocTu, B Excel npunaceH o06WMPHBIA Habop criocobos rpagryecKoro NpeLcTasneHns
[JaHHbIX, KOTOpPbIA OLLENOMMUT Bac.

Ho He nagalite gyxom; noc/e TOro Kak Bbl BBENW JaHHble B pabouunil UCT, BCe, YTO BaM HYXHO
ONA CO3fjaHunsa uarpaMmbl, — 3T0 yKasaTb Excel, rfe B3iTb UCXOfHbIE JaHHbIe, KaKOoM TN guarpamMmbl
Bbl XOTUTE UCMONL30BaTb U TAe ee CNefyeT pa3MecTuTb. YTobbl HAYUUTHCA CTPOMTL fMarpammbl, BaM
He MoTpebyeTca 60MbLUOIA CNOBapb CreunanbHbIX TEPMUHOB. Bee, UTO HY)XXHO 3anOMHWTb, — 3TO He-
CKONMbKMX MOHSATUIA, KOTOPble BbI3OBYT Y Bac cMYileHHE TOMbKO HAa CaMblX MEPBbIX LLarax.

Ana 60MblWINHCTBA AuarpaMm HEOBXOAUMO yKa3aTb MO KpaiiHell Mepe OAMH AVanas3oH AaHHbIX.
Juanazon dannblx — 3T0 HE YTO MHOE, KaK MOC/ef0BaTe/lbHOCTb YMCeN, Ha KOTOPbIX CTPOUTCA
Avarpamma. Hanpumep, B KauecTBe OfHOr0 psfja AaHHbIX MOMYT MCMOMb30BaTbCSA [OXOAbI OT npol
[aXu 3a AHBapb, (eBpasib U MapT, a APYroi psag faHHbIX — 3TO CTOMMOCTb Ballero ToBapa B cooT[]
BETCTBYIOLLME MECALLbI.

[narpammbl Takke cofepxat ocm X 1 Y. Ocb X 3TO TOpU30HTaNbHaA OCb Auarpammbl, Hall
Mnpas/fieHHas cfieBa Hanpaso, a 0Cb }'— BepTUKa/lbHas 0Cb, Harpas/ieHHas CHN3Y BBEPX,

Y1066l NOMOYL Pa300paThCa B CMbIC/E NPeACTaBNeHHbIX AaHHbIX, rpanMK MOXeT BKoYaTb Hal[l
3BaHWe guarpammbl (Hanpumep, Juarpamma  Hawwmx noTepb 3a 200S r.) u nereHgy. Jle]
reH4OM Ha3blBaeTCsA OMMCaHWe Ha3HaYeHWs OTAe/bHbIX 3/1eMeHTOB Anarpammbl (puc. 10.1).

Yallie Bcero Mcnonb3ytoTcs cnegyroLime Tmnel guarpamm (puc. 10.2).

| v pagumk. [aHHble pacnonaralTcsi BO BPEMEHHOW MOCMeAo0BaTeNbHOCTU, YTOGbLI onpedel]
NWUTb TEHAEHL MW Pa3BUTMS, Hanpumep, BospacTan v (Man nagan) o6bem Npogax oTaens[]

F
HbIX TOBapOB 3a MOCNEAHMX NsATb NeT. paduK COAePXWT OAHY MM HECKO/bKO JIMHMWIA,



Kaxaasi M3 KOTOpbIX MPeACTaBMisieT CBOM 3n1eMeHT, 6yab TO 6YNouKM Ans XoT[Abros mam
KOpOG6KM nepefiad MapCUaHCKOTO BE3[EX0fa.

v OnarpamMma ¢ obnactamu. WgeHTUYHa rpadmKy, TO/IbKO 30Hbl HUXE JIMHMWIA Trpadmka
: pacKpaluMBatoTCA B pasHble LBeTa, YTOObl MOAYEPKHYTb Pa3/iMuvs B pasHbIX psgax gaH[]
| HbIX. Ecnu y Bac Ha rpacmke 60/blue YeTbIPeX NIMHUIA, TO NPYM UCMONb30BaHWUM AaHHOIO
i Tvna guarpamma 6yaeT BbIrIf4eTh CIMWLKOM MECTPOW U CNOXHOM AN NOHUMaHKUS.
Pansigandbix  Ocs Y Ha3saHuve guarpammbl Oce X
CLo
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Puc. 10.1. CocTaBHble YacTW 00bIYHON AnarpamMmbl Excel
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FuctorpamMma. MMo3BOMSET HAMMYUYLLUM 06Pa30M CPABHUTL HECKOMbKO COOTBETCTBYHILINX
Mo BPeMeHW PsdoB faHHbIX, HaMpyXMep COMOCTaBUTL 06bEMbl MPOAAXM MYCTON M MOPOX [
Heil CTeK/oTapbl 3a LECTUMECAUHBbINA nepuod. PasMecTVB psifoM KOMOHKMW TUCTOrPamMMbl,
Bbl JIETKO OMpejennTe, Kak npogaBancs TOT WAN UHOV ToBap (KaXAblii ToBap npeacTaBneH
KOJ/IOHKaMMn OMpejeneHHOro LBeTa) B TOT WM MHOM Mecsl, U KaK COOTHOCSTCA 06beMbl
NpoJax pasHbIX TOBAPOB B OAHO U TO Xe Bpems.

JnHeiiyatas guarpamma. loxoa Ha rucTorpammy, MOMOXEHHYIO Ha 60K, rie CTONGUKM
pasHoii AIMHBI MAYT CieBa Hanpago. JSIMHeliyaTtas AuarpamMmma Hambosnee yAo6bHa Ans Konmyect [
BEHHOTO COMOCTaB/eHUs ABYX il HECKO/bKUX 3/1eMeHTOB. Hanpumep, NnHeliuaTas guarpamma
MOMET COCTOSTb U3 MNSATU 3/1EMEHTOB, KaXK/bli 13 KOTOPbIX MPeACTaB/sieT CBOli ToBap, a A/nHa
OTZENbHOrO 3/1eMeHTa MOKa3blBaeT NPUGLIb, MOMYYeHHYIO OT MPOAAKM 3TOT0 ToBapa.

Kpyrosas guarpamma. HavGonee yaobHa A1si OLEHKW [0Meli 31eMeHTOB B 06LiemM Konu[]
uecTBe, HampyMep, Kakyto 0/ OT 06LLei MPUGLIIN KOMMaHUW COCTaBNSeT BKad PasHbIX
permoHoB.
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Pz 10.2. HekoTopble TwMbl guarpaMm, AocTynHble B Excel

<22 Mg MHOTMX TUMOB AMarpaMM Takke NpUMeHUM addekT o6bema. OfHM NIOAN CUMTAIOT,

uTo B 06LEMHOM BUfe AMArpamMMbl HaMHOFO HarfisifjHee, Apyrue CUMTaloT, 4To AeKT
o6bema fienaeT fuarpamMmmbl CNOXHee, YeM OHW [OMKHbI GbITb.

Cosganue guazpamsuc nomompro smacheha

UTo6bl NOMOYb CO3aBaTh juarpanmul MOYTW aBTOMATUYeCKM, Excel npeanaraeT BaM MCNONb30BaTh
Chart Wizard (MacTep gvarpamm), KOTOpbIiA NPOBEAET Bac “cped MPOLECC Pa3paboTKy AnarpamMmmbl.

2 CosgaHve guarpamm B Excel 3HAUMTENbHO YNPOLLAETCs, KOTAa UCXOAHbIE JaHHble oprall

HW30BaHbl N0 CTONOLAM M CTPOKaM B Bufae Tabnumupbl.

UT06bl CO34aTh AMarpaMmy ¢ NMOMOLLbI0 MacTepa, BbINOMHWTE ciie/iyioniie 4eiCTBuS,
1. BblgenuTe BCe siYeiikun, BK/OUaa sAUeiikn ¢ 2arososkany CTON6UOB U CTPOK, Ha 6ase
KOTOPbIX Bbl XOTUTE NOCTPOUTb 1MAT PaMMY.

Excel nCronb3yeT 3arofioBKy CTONGLOB ANnst METOK 0cM X W 3ar0fI0BKU CTPOK A5 MOANucei B ne]
reHae. (BNocrneacTBM Bbl BCEra CMOXETe M3MeHUTb NtoGble MOANMCK B Balleil AvarpaMme.)

2. UlenkHuTe Ha KHonke Chart Wizard (MacTtep gnarpamm) cTaHfapTHOWA naHenm wH]
CTPYMEHTOB UMK BbibepnTe KomaHgy Insert=>Chart (Beraska= [Iuarpammal.

Otob6pasnTcs gmanorosoe OKHO Chart Wizard (Mactep pAmarpamm), MoOKa3aHHOE Ha
puc. 10.3.
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Puc. 10.3. BblbepuTe TUN duazpasasl B QUANOrOBOM OKHe MacTep anarpamm

3.

M3 cnvcka Twun BbiGepuTe noaxojasimimili BaM TWN juarpammbl (Hanpumep, Line
(Fpadhmk) mnm Pie (Kpyrosasn)).

M3 cnucka Chart sub@ype (Bua) BbibepuTe nonpasueminiics BaM BUf fuMarpamMmmbl.
LLlenkHMTe Ha KHonke Next (Janee).

MosBuTCS cnegyloLLee AUanoroBoe OKHO, B KOTOPOM 6ydeT NoKa3aH BHELLUHWIA BUf Ballei
aunarpammbl (puc. 10.4).

B rpynne Series in (Pagbl B) ycTaHoBUTe nepekatovaTenb Rows (CTpokax) wim
Columns (Ctonbuax), 4tobbl ykasaTb Excel, B Kakom nopsigke cnefyeT CUMTbIBaTb
pALbl faHHBIX NPU nocTpoeHH Auarpammel.

Ecnun Bbl BblbepeTe BapuaHT Rows (CTpokax), To Excel 6ydeT Ncnonb3oBaTh 3arof0BKU CTPOK
(ecnn oHW ecTb) AnA MeTOK ocu X B Balleld gnarpamme. Ecnu e 6ygeT BbibpaH BapuaHT
Columns (Cronbuax), To MeTkaMu Ha ocu X BygyT 3arofioBKM CTON6LLOB (ECAIN OHW eCTb).

LLLeNIKHNTE HA KHOMKE CBEPTLIBAHNA [UaNOroBOro OKHa.
OKHO MacTepa MnpeBpaTMTCS B COBCEM HEe60/bLLOE MiaBatoLLiee Ha IKpaHe OKOLLKO.
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Puc. 10.4. 5 duanozoeom OKHe MacTep guarpamm
NnoKasaHo, Kak 6y,qu BbIMALETb Balla gnarpamma C
y4eTOM BBE/IEHHbIX UANA30HOB JaHHbIX 1 BbIGPaHHO [
ro Tuna gnarpaMmmsbl

8. BblGepnTe HAMMEHOBAHWS U JaHHble, KOTOPble BYAYT HENOAL30BATLCH B AHAIPAMME.

Excel BblgennT BolbpaHHbIe AaHHble MYHKTUPHOM NHUEN.

9. LLeNKHMTE Ha KHOMKe BOCCTAHOBMEHNS [UAIOrOBOr0 OKHA, MOC/e Yero LeKHUTe Ha
kHonke Next (Janee).
MosBWTCA TpeTLe ANAOroBOe OKHO, B KOTOPOM Bbl CMOXXETE BBECTW Ha3BaHWA AuarpaMmbl 1
oceit X nY (puc. 10.5).

Wapuanzims mate

W Meermnarmistine
(LT ELEL T

o X g ne e
]

CLERTIETETETY

Puc. 10.5. BeegnTe Ha3BaHue guarpaMmel

10. BeguTe nio6G0e HasBaHWe ANa Balleli auarpammbl, a 3aTeM LENKHUTE Ha KHOMKe
Next (Oanee).
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MosiBUATCA YeTBEPTOE AMAIOroBOe OKHO (puc. 10.6), B KOTOPOM Bac CMpPOCST, XOTUTE /N Bbl
MOMECTUTb AMarpaMMy Ha TOM ke paboyem IUCTe, Fae 6bI UCXOAHbIE faHHble, UK 3aHe[]
CTW ee Ha OTAe/bHbIi pabounii nnCT. VIHorga yaoGHO pasMecTUTh Avarpammy psaoM C rab-
NNLE faHHbIX, Ha KOTOPbIX 3Ta AMarpamma 6bifa NocTpoeHa. ViHorga yao6Hee BCTaBUTL ee
Ha OTZe/bHbIA pabounii NACT, 0COBEHHO B TeX Cyyasx, Korga gMarpaMma He nomeluaercs
LIeIMKOM Ha 3KpaHe KOMMbHTepa.

e Cakea

[ MoMECTITe AMarparsy’ Ha MACTe

i;i F & oo

Puc. 10.6. Bblbop MecTa pasienernn fuarpamMmmbl

11. B 3aBucMMOCTW OT uener uz rpynnbl Place chart (MomecTuTb gnarpammMmy Ha SINCTe)
ycTaHOBUTe nepeknwyvatens As a new Sheet (OTgensHoM) mnm As object in
(Mmewmemea) n BblbepnTe pabounin Jimer, Ha KOTOPOM aHarpaMma AO/KHa OyaeT
NnosiIBUTHLCS.

MecTo pasmenieHns gnarpaMMbl LEIMKOM 3aBMCUT OT Bawuvx npegnouTteHuwit. Ecnm gnal]
rpamMma [o/mkHa MMeTb 60MbLUMe pa3mepbl, pasMecTUTe ee Ha OTAeNbHOM paboyem fumcTe,
4TOObl UMETb BO3MOXHOCTb M3MEHUTb ee pa3mepbl B AanbHeilem. Ecnv >xe guarpamma
[O/MKHa pacronaratbCs psaoM C COOTBETCTRYIOLIMMH AaHHLIMW, BblGEpUTE Mepek/oYaTesb
As object in (Mmetoemcst); B pesynbTate aTOro gnarpamma Oyaet pacnosioxxeHa psgom ¢
[JaHHbIMUW, KOTOpbIe Bbl BbIAENAN MNPU BbIMNOAHEHUM M. 1.

12. UlenkHuTe na xuomnke Finish (FoToBo).
Excel nocTpouT 3a Bac fuarpamMmMy 1 pasmecTuT ee Ha BbIGpaHHOM paboyem ucTe.

FPegarmupobanne quazphasm

MacTtep fmarpaMM NMOMOXET BaM ObICTPO CO34aTb AMarpamMMy, HO Yepe3 HEKOTOPOE BPEMSs BaM,
BEPOSITHO, 3aX0YeTCsl BEPHYTLCS K Held W Crerka u3meHtTs, YTo6bl cAenatb ee 60/1ee COBEPLUIEHHOIA,
NN nepemMecTuTb C Mecta Ha MeCcTto, NN USMEHUTb €€ pasmep. 3aI'IOMHI/ITe, Bbl BCErga CMOXeTe nsll
MEHUTb N06YI0 13 CO3[aHHbIX BaMW Avarpamm, NnoaToMy IKCMepuMEHTUPYNTe 1 fainTe Bono csol]
€My BOOGpaXKeHuIo.

MHy

S55 Tpu M3MeHeHUM YMCNOoBLIX 3HAYeHWI Ha paGodem nucte Excel aBToMaTMyeCkn BHOCUT

.

/gt ) cooTseTcTBylOLME N3MEHEHUS B AMArpaMMy, YTOGbI Bbl MOF/I OLEHUTb N0GbIE BHECEH [

Hbl€ UBMEHEHWUNA BN3Ya/IbHO.

[epeHoc, 3MeHeHne pa3Mepa 1 yaaneHne auarpamm

Bam He NOHPaBMIOCh TO MECTO, KoTopoe Excel BbiGpana Ans pasmelLeHus guarpammbl? Toraa,
uToGbl He CTpajaTb OT TMpaHUW Excel, Bo3bMUTE Gpasfbl MPaBfeHWs B CBOM PYKU U YCTaHOBUTE,
rae [OMKHA HaX0AMTbCA AMarpamMmmMa U Kakux pasmepoB OHa fO/KHa 6bITb.
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MepemeLLaTb MU M3MEHATb pasMep Jivarpammel MOXHO TOMbKO B TOM C/ydae, eciiv npu
BbINMOAHEHUM M. 11 MHCTPYKUUM 13 NpeapblayLero pasgena Bbl BbiGpany nepekoyaTesb

As object in (Imeromemcs).

UTo6bl NEPEMECTUTL, UK YAANUTL Anarpammy, UM U3MEeHUTb ee pasmep, BbiNOAHUTE crel]

aytoLee.
1. LLLenkHUTe Ha rpaHuue Auarpammii, KOTOPYH Bbl XOTWUTE MEPEHECTU, YMEHbLUUTb,
YBEJIHYHTE UKW yOanuTb.

Mocne TOro Kak Bbl LIENKHETE MbIlb0 Ha AuarpaMme, B ee yriax M MocepeavHe CTOPOH
MosiIBATCS YepHble KBaapaTUKM, Ha3blBaeMble MapKepaMmn pasMepoB.

2. BuinoJuuTe 0gHO U3 cneayouwmnx geiicTeuii.
UTo6bl NepeHecTy gmarpamMmmy Ha HOBYH MO3ULMIO, Hen3MeHsisi ee pa3mep, LWenkHn ]
Te BHYTPY AVarpammbl U nepeTanute ee MbllbHo.
YcTaHOBUTE yKasaTeslb MbILIW BHYTPY AMarpamMMbl (He Ha ee MapKepax) v HaKMUTE KHOMKY

MbllK. [epeTackmBaiiTe guarpaMMmy MbIlbio, Npy 3ToM Excel GyfeT nokasbiBaTb KOHTYP
[varpammbl Ha TOM MECTe, e OHa NMOSIBUTCS, KOTAa Bbl OTMYCTUTE KHOMKY MbIlK. Ecnun Bac
Y[0BNETBOPSIET HOBOE MECTOMOMOXEHME AyarpaMmMbl, OTRYCTUTE NIEBYHD KHOMKY MbILLK.

UT06bl U3BMEHUTbL pa3Mep AuarpamMmbl, NepeTaliluTe OAUH 13 ee MapKEPOB Pa3MepoB.

YcTaHoBWTE yKasaTe/lb MbILUM Ha MapKepe PasMepoB jxarpamnisl U Hammute KHOMKY Mbl [
LK, 4TOBbl yKasaTellb MPWUHAN BWUA [ByHarpaBfeHHol cTpenku. [lepeTackumBaiite Mapkep
Amarpammbl MbILLbIO 1 HabnogaiiTe, Kak Excel nokasbiBaeT HOBbLIA KOHTYp Auarpammbl.
Mocre TOro Kak HOBbIli pa3sMep AuarpaMMbl Bac YA0BNETBOPUT, OTMYCTUTE KHOMKY MbILLIN.

MpumeyaHne. MapKepbl pasvepor Ha TPaHWLE AvuarpamMmMbl KOHTPONMPYHOT W3MeHeHMWe
MOJIOXKEHMUS TOMbKO OAHOWM CTOPOHbI AMarpaMmbl, B TO BPeMsi Kak YrioBble MapKepbl no[]
3BO/ISIOT M3MEHSTb MOJSIOXKEHME cpasy ABYX CTOPOH Auarpammbl. Tak, Hanpumep, ecin Bbl
BLUIEIMTE C MOMOLLBI0 MbIWW Mapkep HA BEPXHel CTOPOHe AuarpaMMbl, TO cMoxeTe nepe ]
TALIMTL €70 BBEPX UW BHU3, CAENMaB Auarpammy BblLUe WU HUXKE (11[11 3TOM HUKHSASA cTo
poHa fuarpamMMbl OCTAHETCS Ha CBOEM MECTE). ECNM Bbl BblZennTe BepxHWIA npasblii Map ]
Kep, TO OAHOBPEMEHHO M3MEHITE MOMOXKEHME BEPXHETO M MPaBOro Kpaes Anarpammbi.

UT06bI yaanuTbauarpamMmy, HaXXKMUTE Knasuwy <Deletes,

PefakTnpoBaH/e yacTen auarpamm

MomMmumo nepemMeweHns, MU3MEHEHUA pa3mMepoB WM yAaneHUd yacrel AnarpamMmmbl, TaKXe

MOXHO 1
nn pobas

N3MEHATb UX. Hanprmep, ecnu Bbl 4ONYCTUAW OWIMGKY B Ha3BaHUU AMarpaMmbl, peLum ]
UTb MPOMYyLLEHHOE Ha3BaHWe ocu X WM BaM He HPABUTCS LBET NereHbl, McrnpaBbTe

BCe, UTO Bac He yAoBneTBopsieT. JIl06YI0 COCTaBHY YacTb AMarpaMmbl MOXHO MPOM3BOSIbHO U3[]
MEHUTb B Nt060e Bpemsi.

[Lunarpammbl Excel cocTosT U3 HECKONbKUX OCHOBHbIX 3/IEMEHTOB, KaXAbll/i U3 KOTOPbIX MOXHO
0 E'PC_'_{H KTHPOBATh.

<

< 3

Thasa 10. ﬁpEJlCFHBHEHMQWMCEIE B BUE amarpamm 1

O6nacTb gnarpammbl. OKHO, cogepxalliee 06nacTb rpacyka n nereHpy.
O6nacTb NocTpoeHust gnarpammbl. Cama gmnarpamma (rpamk, MOBEPXHOCTb U T.4.).

NereHpa. He6oMblUOe OKHO, Mokainpaionee, KakoMy 371eMeHTY COOTBETCTBYET KaXAblli
LIBET Anarpammbi.

3aronoBoK guarpammbl. TeKCT, XapaKTepusytoLmnii Lenb Co34aHnsa guarpammbl.

. |
©w



PepaktmpoBaHne Ha3BaHna guarpammbl
Mocne cosfaHWs AuarpaMmbl Bbl MOXeTe BAPYr BCMOMHMUTb, YTO 3abbliv BCTaBUTb Ha3BaHWe
(vn xoTuTe yfanuTL paHee BBefeHHOe Ha3BaHWe). UT06bl BHECTW WM3MeHeHWs B Has3BaHWe avall
rpaMmbl, BbIMONHWUTE CIIELYIOLIEE.
1. LenkHUTe Ha Ha3BaHUW auarpambi, KOTOPOE Bbl XOTUTE OTPEaKTUPOBaTh.
MosBATcA MapKepbl pasMepoB BOKPYT TEKCTa.
2. LWenkHnTe BHYTPU AnarpamMmmbl, B pesy/ibTare Yero ykasaresb JO/KEeH NPeBpaTUTbCA
B l-obpasukiii Kypcop.
3. BHecuTe He06X0AVMbIE U3MEHEHUS B 3aro/I0BOK AuarpaMmbl.

Mpn pefakTMpPOBaHWM 3arofioBKa AuarpamMbl MOXHO WCMOMb30BaTb KHOMKW CO CTPE/Kamu,
a TaKkxe KHomMku <Backspace> n <Delete>,

dopmaTmpoBaHne TekcTa

MOMMMO M3MEHEHUs! Ha3BaHWsS AMarpamMmMbl Bbl CMOXeTe MPOCTO M3MEHUTb CTU/b (hopMaTnpo ]
BaHUs, MCMO/b3YEMbI NPU O0TOBPAKEHNN Ha3BaHWS AvarpaMmbl U fereHfbl. UTo6bl BHECTU Hinme-
HeHusi B DOpPMaTMPOBaHME Ha3BaHWS AvarpamMMbl U NereH/bl, BbINOMHUTE CleaytoLiee.

1. [ABaxkibl WeENKHUTE Ha TEKCTe, cpopmaTleOBaHme KOTOpOoro HeobX0ANMO N3MEHUTb.

OT06pa3nTcs auanorosoe okHo Format (dPopmar).

2. BblbepuTe HEOBXOAMMbIE LIPURT, pazmep LWpUdTa 1 ero LBeT, a Takxe Apyrue napall
MEeTpbl (hOPMATMPOBAHWS, KOTOPbIe Bbl XOTUTE NMPUMEHUTD.

3. LenkHuTe Ha kKHonke OK.

3ameHa Tvna guarpaMmbl

[Ons pasHbIX Lieneii nyylle 1enosb3oBaTb PasnnyHbIe TUMbI AMarpaMm, No3ToMy, eciiv Bbl BbIGpanm
OfWH TN AnarpaMmbl (TMCTOrpaMMy, HarmpUMep), KOTOpPbIi Tenepb He OTBEYaeT BalLMM TPeGoBaHMSAM,
Monpo6yiiTe M3MEHUTL TUM AuarpamMMbl, HaNpyMep, Ha KPYroByto, TOUEUHYIO WU Ha rpadiviK.

UT0Gbl M3MEHWTbL TUM AMarpaMmbl, BbIMOAHWTE CleaytoLLee.

1. LLlenkHWTE Ha rpaHunLie AnarpamMMbl, 3/IEMEHTbI KOTOPO Bbl XOTUTE OTPEIAKTHPOBATE,
MosABATCA MapKepbl pa3MepoB Ha CTOPOHAX W B yriax gvarpaMmmbl.

2. UlenkHuTe npapoii KHONKON MblWKX 1 BblbepuTe KomaHay Chart Type (Tun gnaldl
rpammbil).
OTob6pasuTca guanorosoe okHo Chart Type (Tun guarpammbl).

3. BblbepuTe NOHpaBUBLUMIACS Bavi TUMN AUarpaMmbl U wmiedkHuTe Ha KHonke OK.

AT
L Mpy U3MeHeHVM TUMa UarpaMmbl ee 3/1EMeHTbI MOTYT GECTOpsA0YHO MepeMeLLaTbes,

|‘/O"‘“';) YTO UCMOPTMT ee BHELIHWUI BMA. Ecnn mocne cMeHbl Tuna gvarpaMmmbl KakuelTo anel]
AN/ MeHTbl 3aTepsaniMch WM BLITAAAT HEKOPPEKTHO, Cpasy Xe HaXMuTe KoMOMHauuio
Knasuw <Ctrl+Z>.

lAcnonsb30BaHve naHenn WHCTPYMEHTOB [uarpaMmbl

Ecnm HeobX04MMO 4acTO BHOCWTb U3MEHEHUSI B fiMarpaMmsbl, YA06HO MCMob30BaTh 3Ha4YKKM nall
Hen MHCTpymeHTOoB Chart (duarpammbl).

UT06bl 0TO6pa3nTb (CKPbITb) MaHenb MHCTpPyMeHTOB Chart (Aunarpammbl), Bblibepute KoMaH [l
ay View=Toolbars=Chart (Bua=Ilanenn unctpymentos=duarpammer) (puc. 10.7). Ha noad
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BUBLLENCS MaHeny WHCTPYMEHTOB NpeAcTaBieHbl BCE KOMaHAbl, HEOO6XOAMMble ANs BHeceHWUs u3]
MEHEHWI B AnarpaMmbl.
Ha naHenn nHctpymeHToB Chart (JuarpamMmbl) npegcTaBneHbl cnedytowmne anemMeHThbl.

{ v Chart Objects (dnemeHTbl guarpammbl). BocrnonL30saBuikcs 3TUM packphIBAIOIIHMCS
CMUCKOM, Bbl CMOXeTe Bbl6paTb 3MeMeHT AmMarpammbl, TaKOW Kak flereHfa uam nofnuch K
ocu, 6e3 HeO6XOAMMOCTY LLENKaTb Ha HeM.

. ¥ Format (®opmat 06bekTa). M03BONSET M3MEHWTL LBET M FPaHMLbl BOKPYr BbleneHHO [

i ro aneMeHTa guarpammbl (4acTu fmarpammbl, NpeacTaBneHHon cronbuamun, NMHWAMK, noll

} BEPXHOCTAMUNT.A.).

¥ Chart Type (Tun gnarpammsl). [Mo3BonseT GbICTPO BbIGpaTh APYroi TMMN guarpammbl
N9 0TOBpaXXeHUS AaHHbIX, HaNpMMep MePenTn OT 3anoHeHHON AnarpaMMbl K 06bEMHOW
rmcTorpaMmme.

¢ ¥ Legend (JlereHaa). BbigensieT B paboyeM IUCTe JaHHbIE, UCMOMb3YeMble MPU CO3AaHNN

nereHfpl.

| v Data Table (Tabnuua gaHHbIX). OTO6paXkaeT AaHHble, UCMO/b3yeMble MPU CO3haHUK

anarpammbl.

¥ By Row (Mo erpokam). CTpOWUT gMarpaMmmMy Ha OCHOBE PsiOB AaHHbIX, PacMoNoXeHHbIX
B CTPOKaXx.

v By Column (Mo cTon6buam). CTpouT fmarpammy Ha OCHOBE PAfOB faHHbIX, pacnonol]
XeHHbIX B CTON6LaX.

v" Angle Clockwise (TekcT no 4yacoBoli cTpesike). OTo6paxaeT NOANMCKM MO 4acoBOWA
CTpeskKe.

'_ v" Angle Counterclockwise (TekcT NpoTuB 4acoBol cTpenku). OTo6paxaeT NoANUCHU
' NPOTWB YacOBOIA CTPENKY.

1. LenkHUTe Ha gunarpammMe, B KOTOPYHO Bbl pPeLUNIN BHECTN U3MEHEHUSA.

Bokpyr gvarpammbl MOSBATCA MapKepbl; KPOMe TOro, Ha aKpaHe 0To6pas3vTca naHenb MHCT]
pymeHToB Chart (JuarpaMmbl).

2. LLlenkHWTe Ha KHOMKe Ha NaHenu MHcTpyMmeHToB Chart (JluarpamMmet).

B 3aBMCMMOCTM OT TOrO, Ha Kakoli MMEHHO KHOMKE Bbl LenkHynu, Excel moxeT oTo6pasutb
[ManoroBoe OKHO WM MEHI0, COfepiKallee LOMOMHUTENbHbIE NapaMeTpbl, U3 KOTOPbIX Bam
HeobX04MMO BbIGpaTb HEOOXOAMMbI/A BapWaHT.

3. BblbepnTe HEO6XOAMMbI NapameTp.
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dopmar o6bekTa
Mo cTpokam

OnemeHTbl AMarpammel DNerexpa TeKCT Mo YacoBOii CTperike

Tvin guarpamme!
Tabnmua faHHbIX
Mo cTronbuam

TEeKCT NPOTMB YACOBOI CTPE/KMA

Puc. 70.7. MaHenb MHCTPYMeHTOB Juarpammbl
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Fg sk 1 T
/3 amon wackiu. ..

Crpax nepef, Ny6/JMYHBIM BbICTYM/IEHWEM CPaBHUM TO/IbKO CO CTPaxoM CMepTMU.
Microsoft PowerPoint 136aBAT Hac OT HEHY)>KHbIX CTPaxoB, MOMOrasi NMoArotoBUTb
BbICTymnneHve 1 MaTepuasbl AN MPe3eHTaLun.

Ecnv npu nogrotoBke npeicHialyy Bbl MCNonb3yeTe PowerPoint, Bam He mpui-
[e1Cs  [0BOMbCTBOBATLCS TO/IbKO C/IOBECHBIM [JOKI[0M, WCMO/b30BaTb HECTHIY A=
- L0 MAK NpuberaTb K MHIeTaHTCKUM HEOMPATHLIM AuarpaMmaM Ha IcTax BaTMaHa.
- nomoLwpto PowerPoint Bbl NOArOTOBUTE 6e3yNPeyHyo Npe3eHTaumnio, KOTopas Ha-

[0Nro 3aNOMHUTCA BCEM [IPHCYTC FBYHOLIMM.
Korga BaM B chenyiouidii pa3 MpMAETCs BbICTynaTb Mepej  ayauTopueit
(pacckasbiBasi 0 haKTUYHECKMX LOCTUXKEHUSX WM MPOCTO 06MaHbIBast [yOiuiy, Bhl-
_ napasd )KenaeMoe 3a AelCTBUTENbHOE), 0653aTeNlbHO M3yunTe MaTepuan 3TOM 4YacTu,
YTO6bI Y3HaThb, KaKUM MMEHHO 06pa3om PowerPoint crioco6Ha NOMoYb BaM MpW cos-
AaHWK Npe3eHTaUniA 1 Bblfayeld, KOTOPble MOAYEPKUBAIOT MW, HA0BOPOT, UCKaXatoT
- OCHOBHblE TEMbI BaLLIEFO BbICTYM/IEHWS.



[naBa 1 1

CosnaHne npe3eHtauumn PowerPoint

f7 anioii wabe. ..

v" CosgaHue npeseHTaLmm
v" Jlo6aBneHue TeKcTa B cnaiij
v" TlpocMOTp npeseHTaLmm

v" BblUog Npe3eHTaUMM Ha nevatb

J1 J1 Horvie ntopn GOATCA BbICTyMaTb Mepej ayjuTopueid Gonblue Bcero Ha caete. (BTopoe
tA MECTO 3aHMMaeT CTpax BMYCTY NOTPaTUTb CBOE BPeMs, CAyllas CKy4YHblli v yTommn[]
Te/bHbIN foknad.) Cyxoi ANMHHBIA JOKNad NPOU3BOAUT yrueTatomee BreyaTieHne, HO
€ro MOXHO OXWBWTb, €C/IN B XOf€e AOKNaAa Bbl NPOLEMOHCTPMPYETE MOAFOTOBMEHHYIO 3apaHee mpel]
3eHTauMo. B KayecTBe mnnocTpaumii K 4oknagy MOXHO MCMONb30BaTh 35-MUILIHMETPORLIE Cnan [
4bl, YepHO[BENble MW LBETHbIE MaKaTbl, KOMMbIOTEPHbIE CNaingbl, LJeMOHCTPUPYeMble Ha MOHWUTO ]
pax Uan NpPoeKTUpyeMble Ha 3KpaH B 3ane.

HarnsgHble nocobus No3BONAT CTPYKTYpPUPOBaTh Ballle BbICTYMNNEHNE M U36aBAT OT Heobxoam ]
MOCTW 3aMOMUHaTb BCe Mefoyn. Bbl MOXeTe pa3paboTaTb BeNMKO/ENHble TabnnLbl Y PUCYHKM, KO
TOpble BYAYT CMEHATLCS MO XOAY AOKNaja, YeTKO 0OBACHATL XOZ4 BalUMX MbICNel U NMPUKOBbIBATb
BHUMaHWe ayauTopun K TeMe [OK/aja.

[na Toro 4yTobbl NOMOYL BaM co3daTh mpeseHTauuto, B Microsoft Office ecTb cneyuanbHas npol]
rpamMma — PowerPoint. 3Ta nporpamma Takxe N03BOMMT NPOCMOTPETH MPe3eHTaLMi0 Ha sKpaHe Ball
LLIEro KOMMbIOTEPA UK BbIBECTY e Ha MeyaTtb MpuW NnoAroToBKe Te3UCOB AOKNaja.

PowerPoint NOMOXeT BamM NPV CO3[aHWN OYeHb NPUBEKaTeNbHbIX MPe3eHTaLMii, ofHaKko HuKall
Kne crneyunanbHble athPeKTbl He CracyT npe3eHTaLMio, ecniv B Hell ByayT OTCYTCTBOBaThb AelicTBu[]
Te/lbHO WHTEpecHble cBefeHWA. pexae Yyem NpUCTynaTb K CO34aHUK0 MPE3eHTaUMKM C HOMOLLbEO
PowerPoint, moTpaTbTe HEKOTOpPOe BpeMs Ha To, 4TOObl OMpeaennTb, YTO WMEHHO MpeacTaBnseT
HanboNbLUNIA MHTEPEeC ANa Ballen aynuTopy, a TakKe Kakylo Lefb Bbl npecnegyete, nposoas npel]
3eHTauuo (Mpojaxa ToBapa, 06bACHEHWE TOro, NOYeMy HbIpPSiHME B OKeaH OKa3blBaeTcs COBepLUeH [
HO 6e30MacHbIM A1 OKPYXatoLLein cpedbl, UM NoYeMy MPOLaXa OPYXMWS CTpaHaMm TPeTbero Mupa
ABNSETCA 6narom).

Cosganue npesenmauui

Mpe3eHTaums PowerPoint cocTOUT 13 0AHOTO UM HECKONbKMX CNaifioB, Ha KaXAom n3 KoTo[]
PbIX COAePXaTCsi TeKCTOBble w/hiu rpamyeckve AaHHble. He3aBMCUMO OT KO/MM4ecTBa CNaiifos,
KaX[as npeseHTaLMs npecnegyeT OnpefeNneHHyo Leik, Hanpumep o6bsCHeHWe TOro, noyemy Kom[—]
naHnsa obMaHbIBaeT COTHM paboumx pagu Toro, 4tobbl 3anfaTuTb AULIHWIA MUANMOH LON1apoB o]
HOMY 13 pyKOBOAWTENEel, KOTOPbI SSIBHO He CMPaBAsSieTCs CO CBOMMU 3afadyaMu.

[Ipu CO3JaHMM Npe3eHTaLMn Bam HEo6X0AMMO [06aBUTL WM ONPEedennTL Clefylolme YeTbipe
anemeHTa (puc. 11.1).



TeKcT (3aronosok)
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TeKcT (MapKMpOBaHHbIiA CNUCOK)

Puc. 11.1. TunuuHble KOMMNOHEHTbI npeseHTauyun PowerPoint

v" TekcT. OTOGpaxaeTcsi Ha KaxAoM Craiige, Hampumep B BUAe 3arofioBka Wiy Mapkmpo[]
BaHHOIO CrMcKa.

¥ W306paxeHne. 3T0 BCrOMOraTe/lbHble 3NeMeHTbI Claiifa, KOTopble MO3BOMAIT nogqepK ]
HYTb OCHOBHbIE nien. Hanpumep, aT0 MOXET 6bITb gnarpamMma, UNNOCTPUPYIOLLAas CTpYK ]
TYpy A0OX0[0B KOMMaHuu 3a NpoLuesLumnii hMHaHCcoBbIA rog. Kpome TOro, ato MoXeT 6bITb
PUCYHOK UK choTorpacms, Hanpyrmep NOPTPeT AMPeKTopa KoMMaHuu.

¥ Maket. OnpefenseT (ur3nyecKoe pasMeLLieHIe TEKCTa U N306PKEHUI Ha Kaxkaom cnaii[]
Je. Ans Kaxaoro cnaiifa MoXeT ObITb 3afaH COGCTBEHHbIA NPOTOTMM.

v" [lnsaiin. OnpegenseT UBeT (OHa, a TAKXKE BHELLIHWUI BUJ KaX/40r0 Cnaiiga npeseHTauum.

B PowerPoint MOXHO BOCMOMb30BaTbCS CMEAYIOLWMM CNOCO6aMM CO3faHNA NpeseHTaumm.

¥ CosfgaTb NpeseHTaLi0 NPSMO C KNaBUaTypbl, YTO [40BONMbHO YTOMUTENLHOE, A0Nroe, Hya]
HOe 1 u1ccyLLaroLLiee Mo3ri Aeno.

¥ MonpocuTb Koro[HMGYAs M3 COTPYAHMKOB cAenaTb 3Ty paboTy 3a Bac (He BCerja
npuemaemo).

¥ cnonb3osaTb BCTPOEHHbIE B PowerPoint MacTep aBTocogepxaHus AutoContent
Wizard, KOTOpbIi Lar 3a LWarom NpoBefdeT Bac Yepe3 TPYAHOCTW CO3AaHMA Mpe3eHTauun.

¥ cnonb3oBaTh OfMH M3 BCTPOEHHbIX LIAGNOHOB. B 3TOM Clyuae BaM OCTaHETCs TO/bKO
BBECTU B MaKeT craiia CBO NH(OpMaLuIo.
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XOTs HOBYIO NMpe3eHTaLMIO Bbl BCErAa MOXETe CO3/aTb HEMOCPEACTBEHHO C K/aBMaTyphbl, fyylle
no3Bo/MTL PowerPoint BbINONHWTL 3Ty paboTy 3a Bac. ECM Bbl CO34aM MPE3EHTALMI0 C MOMOLLbH
MacTepa aBTOCOAEPXXaHWs UM Ha OCHOBE LIAB/IOHOB, Bbl CMOXKETE BCErfa BHECTW CBOW M3MEHEHMs
B Mpe3eHTaLmto.

MpeacTaB/eHrie 0 MacTepe aBTOCOAEPXaHIIs

UTo6bl MOMOYb BaM MpU pa3paboTKe 3anoMuHaloLelics npeseHTauum, PowerPoint npegnaraet
MacTep aBTOCO/ePXKaHWs, KOTOPbIii MO3BOJISIET COCTaBUThL MPE3EHTALMIO, NPAKTUYECKN He Hanpsiras
W3BUIMH, — MyTb TBOPYECTBA, KOTOPbI/ MPeAnouMTaoT 60MbLINHCTBO Ntoaeid. Ans cosgaHus npel]
3eHTaLUMM C MOMOLLEI0 MAcTepa aBTOCOAePXKaHUs TPeByoTCs CUMTaHHbIE MUHYTbI, MOXeTe paccnall
OUTLCS 1 NPOCTO LUAr 33 LIaroM BBOAMTH CBOW TEKCT.

[lns 3amycka macTepa aBTOCOAEPXKaHWUs BLIMOIHKTE CReaytoLe AelicTBus.

1.

( @ )

Bbi6epute komaHgy File=>New (Dain= Co3gats).

Oto6pasutcst 06nactb 3agay New Presentation (Co3sgaHue npeseHTauumn).
LLLenkHuTe Ha 3Hauke From AutoContent wizard (13 macTepa aBToCoepXKaHus).
Otobpasutca gnanorosoe okHo AutoContent Wizard (MacTep aBTocofepxaHus).
LLlenkHuTe Ha KHonKe Next (Jdanee).

Oto6pasntcst BTopoe avanorosoe okHo AutoContent Wizard (Mactep asTocogepyaHus), B KoL
TOPOM Bbl CMOXETE YCTAHOBMTb TUM CO34aBaeMOoi mpeseHTauun (Hanpumep, Recommending a
Strategy (Mpegnaraem ctpaternto) nam Communicating Bad News (Coobwjaem gypHbie
HOBOCTH)).

BbibepnTe Hambonee NMOAXOAAWMIA BHa ANA CO3[aBaeMoil npeseHTauum (Hanpumep,
Brainstorming Session (Mosrosoii wTypm) mnam Communicating Bad News
(CoobLaem gypHble HOBOCTH)) U BHOBb LWeNKHUTEe Ha KHonke Next (Jdanee).
OTo6pa3nTcs crneayroLlee AManoroBoe OKHO, B KOTOPOM Bac CrpocAT O TOM, KaK Bbl XOTUTe
MCMONb30BaTh Bally Mpe3eHTauuio.

BbibepuTe  momxonsiiee  3HavyeHuMe  nepeknwoyatens  (nanpumep, OnlSéreen
Presentation (IlpesenTauma Ha akpaHe) unn Web Presentation (IMpeseHTauus B
Wurepuere)) U WeNKHUTe Ha KHonke Next (Janee).

Bbl yBUANUTE €lle 04HO avanorosoe okHO AutoContent Wizard (MacTtep aBTOoCOA€Ep)KaHMs), B
KOTOPOM BaM CrieflyeT OmnpeAenuTb Criocob BbIBOAA NPe3eHTaLUMmM 1 yKasaTb, XOTUTE nn Bbl pacne ]
yaTtaTb TE3UCHI.

BBeguTe 3arnaBuve, Balle unvs U 106Y0 JONONHUTENBHYIO MH(OPMaLUO B COOTBETCT ]
BYIOLLMe TEKCTOBbIE MONS U LWeNKHUTE Ha KHonke Next (danee).

HakoHeu, nocnegHee auanorosoe okHo AutoContent Wizard (MacTtep aBToCofepXKaHus)
C006LUMT BaM 06 OKOHYaHMK paboTbl Haf Npe3eHTauueld.

LLlenkHuTe Ha KHonke Finish (FoToBO).
PowerPoint nokaxeT Bawl nepBblii cnaiig B pexume npocmotpa Outline (CtpykTypa) u
BHELUHWIA BUA cnaiiga B JONONHUTENILHOM ManeHbKoM oKoluke (puc. L1.2).

[Mocne co3gaHnsa npeseHTaLUN Bbl BCErga CMOXeTe BHECTU B Hee Heobxoammble M3l
) MEHEHWMA.
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Puc. 1.2, ITpezexmanus, cosgaHHas ¢ NoMoLLblo MacTepa aBTocogep>KaHus

3anonHeHne 6naHkos PowerPoint

BMecTo 1Cno/b30BaHUSA MacTepa asTocorepskanid NPU CO3AAHUMN nipesenTanii Bbl MOXeTe Bbl [
6patb 0ANH 13 LWabNoHOB, BCTPOEHHbIX B PowerPoint, 1 BBeCTU CBOV TeKcT. cnonb3oBaHme BCTpo ]
€eHHbIX WabnoHoB PowerPoint npu co3gaHumn nNpeseHTaLunin He NoTpebyeT OT BaC Ype3MepHbIX ycu [l

NN N COXPaHWT BaLle BPeMSI.
OCHOBHOE OT/IMYME MEXAY MacTepoM aBTOCOAEPXaHWS W BCTPOEHHbIMW wabnoHamu Power[]

Point cocTOMT B TOM, YTO MacTep aBTOCOAEPXaHWsi o6neryaeT Bam MPOLECC CO3AaHNUs HOBOWA mpel]
3eHTalWK, B TO BpemMs Kak wa6ioH PowerPoint npegnaraeT y)e rotosblii MakeT, KOTOpbIii Bbl MO

XXeTe N3SMEHATb (ecnm 3HaeTe, KaK 3TO caenars).
YTtobbl co3patb npe3eHTauno B PowerPoint ¢ ncnons3oBaHuem BCTPOEHHbIX wabnoHos, BbI[]

NOMHWTE Chieny ke 4e/ACTBIS.
1. Boi6epute komanay File>New (®aiin=>Co3snats).
Otkpoetca obnacTb 3aga4y New Presentation (CosgaHvie npeseHTaumu).
2. UlenkHuTe Ha ccbinke On my computer (Ha mMoeM KOMNbIOTEpe) B KaTeropmu
Templates (LLIa6n0HbI).
MosBsuTCA gnanorosoe okHO New Presentation (Co3gaHue npeseHTauuu).

JononHnTenbHble Mpe3eHTauumM MOXHO 3arpysuTtb ¢ Web[yBna komnaHum Microsoft, ans
Yero CHavana HeobxoAuMO IcmicHyT:E Ha cCbinke Templates on 0Office Online
(LWab6noHsbl Ha yane Office Online) B kateropumn Templates (LLIa6noHb).

3. TMepeiignTe Ha BKNagKy Presentations (Iipesentanyn).

Ha aToli BKnagke npefcTaBfieHbl CTaHAapTHble TUMbI Mpe3eHTaumiA, Cpeay KOTOPbIX MOXHO
BblOpaTb MMEHHO Ty, KOTOpas BaM Heobxoguma (puc. 11.3). MpnbansnTenbHO TO e camoe
Bbl leNiasiv U MpW UCMNO0b30BaHMMN MacTepa aBTOCOAePXaHMs.
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4. BblbepuTe OAWH M3 BCTPOEHHbIX LWA6/0HOB, KOTOPbIA TemaTuyeckn 60sblue BCEro
NOAXOANT ANA Ballell Npe3eHTauun, N menknuTe Ha KHonke OK.
PowerPoint nokaxeT nepBbIil cnaing BolbpaHHOTO LWabnoHa, KOTOpbIi Bbl MOXeTe oTpefak[ ]
TUPOBATh M U3MEHUTb B COOTBETCTBUM C BaLLUMU LIENAMMU.

&) .Coo6|:|.;ae;;,u,ypH:|é-»-;-m_i (|
&y ustrmi iypc |
| ¢ Tpocvarp ;

Minoxnaa o xope patior
A | Aorsurinacrpaaa oy
4 "Bl Moszroeoi wrypM
{0200 npoayaym v yenyr
Blofsco npcevra
i AR 06 damBrCoROro CoCTamA

|Ofwee cobpare

OBLWIA A0xNa)

i nnaw npogax

| ELiNogE0amm vTorn npoakTa

‘| 3B Npeanaraem crpateneo

| B Mpogaes NOAYKIAO U yCIyrH

] Cranerin 06 cpramealm

A0NoHL! Ha ane.l:l.)ﬁr.& Cnlre_]

Puc. 71.3. Cnucok docmynweix Npe3eHTaunii B AVaiOrOBOM OKHe
Co3spgatb npeseHTauuo

Co3/1aH1e Npe3eHTaLui Ha OCHOBE CYLLECTBYHOLLEN

XoTs WabnoHbl 3HAYNTELHO YMPOLLAT CO3AaHVe MPe3eHTALWIA, Bbl TAKXKE CMOXETe CIKOHO[]
MUTb HEMA/IO BPEMEHW, CO3/aB NPe3eHTaLMI0 Ha OCHOBE Y)XKe CyLLECTBYIOLLEA. Hanpumep, eciu Bbl
(i KTO[TO Apyroii) cosganv 6e3ynpeyHo BbIFSAASLLYIO MPe3eHTauuto, BaM OCTaeTcs ToMbKo co3[]
JIATE e€ KOMWI0, a3aTeM BHECTW HEO6X0AMMble N3MEHEHUS,

UT06bI CO34aTh KOMMIO MPE3eHTALMN, BbINONHUTE Caeayionte 4eACTBUS.

1. Bbibepute komaHay File=»New (@ajia= Coznats).
OTkpoeTcs 06nacTb 3agad New Presentation (Co3gaHue npeseHTaumm).

2. UWlenkHuTe Ha ccbinke From existing presentation (M3 umetowelica cyuecT ]
BytloLei npeseHTaymm) B kateropum New (CosgaHue).
MosBuTCA amanorosoe okHo New from Existing Presentation (Co3gaHue n3 umetoLeics

npeseHTauum). Bam MOXeT NOHaZ06MTLCA BbIGpaTh ApYrve UCKU WX Nanku, Y4To6bl HaNTK
thaiin npeseHTauymu PowerPoint, KOTOPbIA Bbl XOTUTE NCMOMB30BATb B Ka4eCTBE OCHOBbI HO L[]

BOI Npe3seHTaumu.

3. [llenkuuTe Ha 3HaYKe (halina npeseHTauum, Nocne Yero WeNKHUTE Ha KHonke Create
New (Co3gaTb HOBRIN).
PowerPoint co3gacT Konuto BblibpaHHO Mpe3eHTaUMKU. Tenepb BaM OCTaeTCst TONbKO BHECTU
Heo6X0AVMble N3MEHEHNS N COXPaHUTb MPe3eHTaLMI0 NO4 HOBbIM MMEHEM.

Co3aaHne HOBOIA Npe3eHTaLmm

MoMMMO BCex MPOUMX BapyaHTOB, Y BaC TAKXKE ECTb BOMOXHOCTb CO3AaHUS MPE3EHTALMM MO O4HOMY
cnaiigly. Bnarogapsi 3TOMy Bbl CMOXETe JIErKO HaCTpOWUTb TeKCT, rpadiuky v JopmaTMpoBaHue NMeHHO
TaK, KaK BamM Hy)XHO (KOHEYHO )Xe, Ha 3TO BaM MOTPeBYeTCs HAMHOTO GOJIbLLIE BPEMEHN).
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YT06bI CO3aaTh HOBYIO Nnpe3eHTauuto, BbINOMIHUTE chepytouine ,D,eVICTBI/IFI.

1. Bblibepute komaHgy File=>New (Daiin=Coznars).
OTkpoeTcs obnacTb 3aga4 New Presentation (Co3sgaHue npeseHTaumm).

2. LlenkHuTe Ha ccbinke Blank presentation (Hosas npeseHTauus) B Kateropuu
New (Co3sgaHue).

PowerPoint 0To6pa3nT nycToii cnaiig, 4ns KoToporo B 06n1actu 3agad 6yayT npegcTaBfieHbl
BCe JOCTYMHble MakeTbl (puc. 11.4).

Ceponc  Tokascnaigos o {rpaska Adiobe POF

# Lo Do e = o )

3aronoBok cnariga

Mopaaronosok cnaiaa

3 Emnmemmrnﬂus

Puc. 11.4. O6nacTb 3agay PasveTKka cnaiifa no3BonseT BblOpaTb pasiMyHble Cnocobbl
pasMeLLieHns TeKcTa U rpatmkm

3. Bbibepute makeT cnaiiga B obnacTu zana4 Slide Layout (PasmeTka cnaiga).

PowerPoint co3gacT cnaiig ¢ MCNoMb30BaHNEM YKa3aHHOTO MakeTa. Tenepb MOXHO BBOAWTb
TEKCT, [06aBNATH LBETa, a TAKXKE pa3MeLlaTh rpatinyeckmne nzobpaicciis.

Brecenune uamenenusi € NfLe3CH a0

HesaBMCUMO OT TOro, CO34aBa/v Bbl MPE3eHTaLMI0 C MOMOLLBLID MacTepa aBTOCOAEPKaHUs, C
ncnonb3oBaHMeM LWabnoHa AN Mo ciaiijam, BaM HaBepHSKa NoTpebyeTcst BHECTU U3MEHEHUS B
npeseHTaLmi0. I3MeHeHWe Npe3eHTaLUM CMOXET nojpasyMeBaTb U3MEHeHWE NOPSAKA creaoBaris
cnaiifos, hoHa, fob6aBneHMe HOBbIX CMaioB UM yaaneHue CyLLeCTBYHOLLEro cnanga.

[ns Toro 4to6bl NOMOYL BaM BHOCUTb U3MEHEHUSI B Mpe3eHTauuto (Mam xe A1 TOro, YTO6LI
ewe 6onble 3anyTaTh Bac), PowerPoint npegnaraeT HeCKOMbKO 06nacTeld, Ha KOTOpble pa3feneH
3KpaHNporpammbl.
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¥ O6nacTb cnaiiga. Mo3BoNseT N3MeHSATb TEKCT, rpatdinyecKmne N306paKeHNs, MakeT v av ]
3aliH Ka)xgoro cnaiiga.

¥" O6nacTb cnaiaos. Mo3BONAET U3MEHSATH NOPALOK CNef0BaHUS, YANATb U 106aBNATL HO ]
Bble Cnalifbl; KpoOMe TOro, 34ech 0TO6paXalTcs MMHMATIOPbI BCex cnaingos (puc. 11.5).

A TP R

BknapakaCnavigp! O6nacTb cnainaos

AMETIM & CEAaY

0O6nacTb 3amMeTok

Puc. /1.5 O6nacTb cuaiidos NO3BONSAET MPOCMOTPETb MUHAATIOPHbIE KONUM BCEX CNaiidoB, M3
KOTOpPbIX COCTOMT MpeseHTaums

- v O6nacTb CTPYKTypbl Npe3eHTauummn. Mo3BoONSET N3MEHATL TEKCT M MOPSALOK CNefoBaHUA
i CnangoB, a TakXe yaansaTb 1 406aBNATb HOBbIE cnaigbl B npeseHTaumn (puc. 11.6).

¥" O6nacTb NpuMeyaHuii. 34ecb oTo6paaloTCs NPUMeYaHUsi, KoTopble Bbl AoDaBafseTe K
cnanpgam.

¥ O6nacTb 3afay. 3[ecb 0TOGpaXKalTCA BCE KOMaH/bl, He06X0AMMble ANA BHeceHUst name ]
HEHWA B Npe3eHTaLuIo.

Ecnn Bam MeLLaT KaKHe-TO U3 YKa3aHHbIX Bbllle 061acTeli, 3aKpoiiTe MX, LLENKHYB Ha COOTBETCT ]
BylOLLE/ KHOMKe. UTo6bl CHOBa OTOGPa3WThL 06/acTb 3adady, Bbibepute KomaHgy View=Task Pane
(Brn=0O6nacts 3a4a4) Uan HaxkMmTe KomomHaumio knasuw <Cirl+F1>. UTo6bl 0TO6pa3uTsb Bce 06nacTu,
BbI6epuTe KomaHay View=Normal (Restore Panes) (Bun=>O0u4HEI (BoccTaHOBUTL 001aCcTH)).

MpocMoTp crnaiiga

Mpexge Yem BHOCUTL M3MEHEHWA B Cralif, BaM Heobxoammo Haittu ero. PowerPoint npegoc
TaBNSET YeTblpe cnocoba HanTKU HEOOXOAMMBbIN Cnaiig B Mpe3eHTauum.
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¥ Tlonoca NPOKPYTKM B 06MacTu cnaiiga.
- v cnonb3oBaHwe 06nacTu cnaiifos.
¥" lcnonb3oBaHWe 06/1acTW CTPYKTYPbI NPe3eHTaLuu.
v" Mcnonb3oBaHue npefctasneHus Slide Sorter (CoptuposlUHK cnaifos).

Bknapgka CrpykTypa 06nacTb cnaiifos

PaiickniiYronok |D|06p0
noXasnosarb B
Panckumn Yronok

" Mol genaem mogen i
[\ﬁ‘ cuyact/meee ¢ 2001
rogal”
2 Pacnopsmok ans
« MNogbem
= JapAara
» JaBTpaK
» 3aHATUA
* Megytaums
* OTAbIX

M genask noaeit
cyacrnmses c 2001 ropal”

L, e ]| Eﬂ@ &

... Flnocassarunpnecraeecnaitace

;
!
§

0O6nactb 3aMeToK

Puc. 11.6. O6nacTb CTPYKTYpbl mpesexmanu NO3BOASET COCPEAOTOUMTBCA Ha TekcTe Kaxk[]
Joro cnaiga

lcrionb30BaHIe MONIOC MPOKPYTKY B 0GMACTY Criaiifa

Mcnonb3ys nonockl NpoKpyToK B obnactu Slide (Cnaiig), Bbl CMOXeTe NMPOCMOTPeTL BCto npel]
3eHTaUMIo NocnedoBatenbHO, MO0 OAHOMY cnaiify. UTobbl NPOCMOTPETb Cnaifbl, BbIMNOJHUTE OAHO
13 caenyrouiux gelicTeuin (puc. 11.7).

v TlepeTaliuTe NOA3YHOK BBEPX WU BHM3. MMpu 3ToM PowerPoint GyaeT oTo6paxats psigom
C NOM3YHKOM Heb0/bLLIOe OKHO, B KOTOPOM YKa3blBaeTcs HOMep craifa, KoTopbli 6yaer
0TOOPaXeH Ha 3KpaHe, ecim B 3TOT MOMEHT Bbl OTMYCTUTE KHOMKY MbILLW.

v LLlenkHWTe Haf TeKYLMM CnalifioM WAuM Mof HUM, YTOObl 0TO6PasUTL MpedblayLniA nnm
CnesyoLwmnin cnaiig COOTBETCTBEHHO.

v LlenkHUTe Ha KHonke Previous Slide (Mpegblaywmii cnaiig) wnmu Continuous Slide
(Cnegyrownii cnaiif)) B HYKHeW 4acTy Nofockl NPOKPYTKM.
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_ Uages preowiPocas) - |

Mpeabioywmii cnaiig, |

Cnepytowmii cnaiig,
lMonoca nokpyTkm
Puc. 11.7. Vicnonb3oBaHve obnacTu Crialld gna npocMoTpa cratidos

cnonb3oBaHre 06nacTei CTPYKTYpPbI Npe3eHTaumn n cnaﬁ,u,os
Obnactn Outline (CtpykTtypa) v Slides (Cnalifibl) N03BONSAIOT O4eHb BbICTPO NEPEKNIOYATLCS MENTY
cnangamu. [ins Toro 4tobbl BOCMO/b30BATLCA STUMU 0611aCTAMM, BbIMOMHWUTE CNeaYHOLLIME AeCTBIS.
1. Bbibepute komaHgy View= Normal (Restore Panes) (Bua= OGniunpiii (BOCCTaHOBUThL
0b1acTH)).
PowerPoint oto6pasut o6nactn Outline (CtpykTtypa) v Slides (Cnaiigbl).
2. OTto6pasute o6nacte Outline (CTpykTypa) nnu Slides (Cnaiigpl).

Ecnn Bbl BbiGpann obnactb Outline (CTpykTypa), PowerPoint oTo6pa3uT 3aronoBku cnani]
[OB B Buae CTPyKTypbl. Ecnm ke Bbl Bblbpanu obnactb Slides (Cnaiigbl), PowerPoint otol]
6pasnT MMHMaTIOPbI CNalifoB.

3. LLLenkHUTEe Ha 3aro/IoBKe Wav MUHMaTope cnaija.
PowerPoint 0To6pa3uTt Bbi6paHHbIl cnaiig B ob6nactu Slide (Cnaiig).

/icnonb3oBaHie npegCTaBneHina CopTUPOBILK CnaiiioB

MpeactaneHve Slide Sorter (CopTMPOBLWMK cnaiigoB) 3aMeHsieT obnactb Slide (Cnaiig) o6nactsto
Slide Sorter (CopTMpOBLLVK CNaiioB), B KOTOPOI OTOBpaXatoTCs MUHMATIOPbI BCEX CaiifoB B MpeseH[]
Taumu. YTobbl BOCMO/b30BATLCS ITUM MPECTaBNEHNEM, BbINOHUTE ClefytoLLme AelicTBIS.

1. Buibepute komaHgy View=Slide Sorter (Bun= Copruposuux cnaiifos) unu wenk]
HUTe Ha KHonKe Slide Sorter (CopTUPOBLLMK Clangos).
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PowerPoint oTo6pasuT npeactasneHue Slide Sorter (CopTupoBLUMK cnaligos) (puc. 11.8).
2. ABaxKAbl LLeNKHUTE Ha cnaife, KOTOPbIA peLunan npocMoTpeTb.
PowerPoint oTo6pa3nT BbibpaHHbIV cnaidg B o6nactu Slide (Cnaiig).

Llenw mo zro-u}n
IWTYPME

_ Nprovcuome Nogeepeume NansHe wuxe
Mpasuna GATORATG HTYPMI Wrorom
-

feaamn
"

MG B0 Wity

PexvmM COpTUPOBLUVK Ciaiinos O6nacte COpTMPOBLUYK Cnaingos

Puc. 11.8. TMpeacTasneqve Slide Sorter (COpTUPOBLMK ClaiifioB) YNpowaeT OpraHu3aupo craii-
[0B B npeseHTauumn

[lo6aBneHne cnanga

Hanbonee npocTtoii crnocob BHECEHWSI U3MEHEHWI B Mpe3eHTaLmio — fo6aBieHne HOBOro cnaiiga.
Mpwy aTom N5 cnaliga 6yaeT MCMO/b30BaThCS TOT XKe AM3aliH, YTO W ANs BCeX OCTaNlbHbIX, OAHAKO BaM
BCE paBHO NMOHaZ06UTCA 406aBUTL TEKCT MK rpadrKy, a TaKXKe ONpeaenMTb MaKeT HOBOTO craiija.

Mpwn go6aBneHUM HOBOrO craiaa PowerPoint BCTaBASET ero nocne ciaiiia, KOTopblid B HacTos [

Lee BpeMs npeactaeneH B obnactv Slide (Cnaiig). YTtobbl 06aBUTL cnaiig, BbIMONHUTE crnegytol]
e aeicTBms.

1. Bbl6epuTe cnaiifi, BOCNOAb30BABLUNCH O4HUM U3 METOLOB, ONHCAHHLIX Bbile, B pasge ]
ne "MpocmoTp cnaiiga”.

PowerPoint BCTaBUT HOBbIVA cnaiig nocne Toro, KOTopblii Bbl BbIGPaNy Npu BbINOAHEHUM Hall
CTOSILIErO NYHKTA.

Ecnn Bbl WENKHeTe MpaBoi kHOIKOH MblWKW B o6nactu Outline (CtpykTypa) nnm Slides
(Cnaligbl), Ha 3KpaHe 0TO6pa3nTCA MEHHO, M3 KOTOPOro Anst 406aBieHNs HOBOro cnaliga cnel]
nyeT BblopaTtb komaHgy New Slide (Cosmatb cnaiig). Pa6otas ¢ o6nacteto Outline
(CTpykTypa), TakXe MOXHO NOABECTW yKa3aTeNb MbIlUW K Craigy, nocne KoToporo Heobxo [

188 Yactb V. Co3gaHne npeseHTaumii ¢ nomollbio PowerPoint



AMMO BCTaBWUTb Cnalif, Nocne 4Yero Haxartb kiasuuly <Enter>, EcAn ykasatens Mbiwn pac]
MONOXWUTb Haf CNaiioM, HOBBIN cnaing 6yaeT pasmelieH Hag HUM.

2. BbinonHute komaHay Insert=>New Slide (Berapka= Cozpate cnaig), Haxmute kom [l
Ounanmio knasuw <Ctrl+M> nnu wenkHnTe Ha kHonke New Slide (Co3gaTb cnaiig)
naHenn MHCTpymeHToB Formatting (dPopmaTupoBaHue).

PowerPoint 406aBUT HOBbI cnaiig.
3. Bblbepute Komanay Format=Slide Layout (Popmar=Pazuerxa cnaiiga).
PowerPoint otobpasuTt obnacts 3agay Slide Layout (PasmeTka cnaiiga) (cm. puc. 11.4).
4. LllenkHUTe Ha mojaxoasuen MakeTe cnanga.
PowerPoint 0T06pa3nT cnaiig ¢ UICNOAb30BaHMEM BbIGPAHHOIO BaMy MaKeTa.

Ypanenve cnainpa

MHorga BaM MOXeT MOHagobutbesa yaanuTh Craind, KoTopblil 60nbLUIe He HyXeH. YTobbl yaanuTb
cnaig, BbINOMHWTE CRefytoLLme feicTBUA.

1. BbibepuTe cnaig, BOCNOAb30BaBLUNCL OAHUM U3 METOLOB, ONUCaHHbIX Bbllle, B pa3ge ]
ne "IpocmoTp caaiina’.
PowerPoint 0To6pa3nT BbIGpaHHbIV cnaig,.

2. Bblbepute komaHgy Edit=Delete Slide (ITpagka= ¥ panurs cnang).
PowerPoint yganut Bbi6paHHbIN cnaing,.

Bocnonb3oBaBwuck obnacteto Outline (CtpykTypa), obnacteto Slides (Cnaiigbl) nnm npegl]
crasienden Slide Sorter (COpTMPOBWMK CnaiifioB), Tak)Xe MOXHO LIEeNKHYTb Ha cnaiifie npaBoid
KHOMKOM MbIWN W M3 MOSIBMBLUErOCH KOHTEKCTHOrO MeHI BblbpaTb KomaHgy Delete Slide
(Ypganutb cnaig).

Ecnun Bbl MO OWMbKe yaanunu He TOT cnaing, HaxmuTe KoMbuHaumio kKnasuw <Ctrl+Z> nnan
LeNKHUTe Ha KHonke Undo (OTMeHUTb).

U3meHeHne nopsaaka cnenoBaHng cnavuaoe
Kpome Toro, MHorga MoxeT NOHafo6WUTLCS MepeMecTUTb Craiifi Ha HOBOe MecTo, uYToGbl mpel]

3eHTaLMA Beirnagena Goiee wurepecHo. g U3MeHeHMA NopsaaKa CneaoBaHna ciaiinos MoXHo nell
Mnosib30BaTb
v npencrasienne Slide Sorter (Copruposiiuk cnaigos);

¥ o6nacTb Slides (Cnaiigpl);
¥"06nacTtb Outline (CTpykTypa).

YT0o6bl N3MEHWTL NOPSLOK CNefOBaHNA CNaikfoB, BbINONHNTE CeAytoLLme AeliCTBIS.

1. BbINONHUTE OfHY W3 CNEAYHOLUX OnepaLuii.

= Bblbepute komaHay View=:Slide Sorter (Bun= COPTUMPOBLYMK CNaingoB) UNW LLENKHUTE
Ha KHonke Slide Sorter (CopTMPOBLLMK CNaingos).

= Ortob6pasnte o6nacTb Slides (Cnaiigpl).
= Orobpazute obnacts Outline (CTpykTypa).

2. LenkHuTe Ha cnalige, KOTOPbIi HEO6X0AUMO NEepemMecTUTb, MOC/e Yero yaep>xXueanTe
HAKATOH NIEBYIO KHOMKY MbILLN.

PowerPoint BblfeNUT BbIGPaHHBbIV cnaiig.
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3. MepemecTuTe Mbiwb (OTANYCTUTE NEBYI0 KHOMKY MbILWN, KaK TOMIbKO IMHNS OKa>XKeTCs
B HY>XHOM MeCTe).

[MosABUTCA ropn3oHTanbHaa UNU BEPTUKaNbHasA NMHUA, NOKasblBatoLLlan, Kyga PowerPoint
nepemMecTunT CﬂaVI,ﬂ, nocne 10ro, Kak Bbl OTNYCTUTE NeBYO KHOMKY MbILLW.

Pegakimupobanue recia ha cialige

TeKCT MOXeT 6bITb NpeACcTaBeH B BUAE 3aro/loBKa UM HYMEPOBaHHOTO cnmncka. Ha Kaxaom
cnange MOXeT MPUCYTCTBOBaTb TOMbKO OAWH 3arofioBOK, OAHAKO KOMMYECTBO CMMCKOB Heorpall
HWYEHHO. VI3MeHATb TekeT Ha cnaige MoXHo, pabotas ¢ ob6nactbio Slide (Crnaiin) unm Outline

(CtpykTypa).

PenakTtnpoBaHue Tekcta

PowerPoint COXpaHAET TEKCT B TEKCTOBOM 6noke. Ytobbl M3MEHUTHL TEKCT, BbINO/IHUTE cneld
Jytouime aencTeus.

1. BbibepuTe cnaiif, TEKCT KOTOPOH Bbl PeLUNAIN N3MEHUTb.

Bocnonb3yitecb 04HUM M3 OMUCaHHbIX B pasgene "MNpocmoTp cnalifa” MeTogoB s otol ]
6paxeHns cnaiifa B obnactu Slide (Cnaiig). Ecnn Bbl XOTWTe M3MEHUTL TEKCT B 0611acCTy
Outline (CtpyxTypa), cHayana otobpasunte 3Ty 06/1acTb.

2. LllenkHnTe Ha TeKcTe, B KOTOprVI HEO6X0ANMO BHECTW U3MEHEHUS.

PowerPoint BblennT TEKCTOBbIN 610K, B KOTOPOM COAEPXUTCA HEOOXOAMMbIN TeKCT, a Tak[]
Xe oTobpa3nT [-o6pasHuiii Kypcop.

3. BBeanTe HOBbI TEKCT Miu BOCMONb3yinTech KnaBuwen <Backspace> nnun <Delete>
ANA yganeHus no6oro cyiuecTeYOLEero TeKCTa.

TakXe MOXHO BblfeNnTb TEKCT C MOMOLLbIO MbILLK, MOC/E Yero yaanuTb ero, Haxas kKnasu [
wy <Delete>.

BbigenuTe no6oii TeKCT, (hopMaTnpoBaHne KOTOPOro HeO6X0ANMO H3IMEHHTE.
BbibepuTe komaHay Format=Font (Dopmar= LLpudT).

OT06pasuTca gruanorosoe okHo Font (LUpunT), B KOTOPOM MOXHO BbIGpaTh Apyrol Wwpndr,
a TaK>xe N3MeHWUTb ero pasMep WM HayepTaHue.

Bmecto guanorosoro okHa Font (LpudT) ans Bbibopa 4pyroro wpugta U U3MeHeHUs ero
napameTpoB MOXHO WCMO/Mb30BaTb COOTBETCTBYIOLLME KHOMKMW MaHenM WHCTPYMEHTOB
Formatting (®opmatnpoBaHue) (puc. 11.9).

lNepemeLLeHne N U3MEHEHNE pPa3MEPOB TEKCTOBOIO 6roka

BMeCTO TOr0 UTO6bI M3MEHSITh TEKCT B TEKCTOBOM 6/10Ke, Bbl MOXETE MepemMecTuTb ero Ha Apy [
roe MeCTO UM HEMHOTO M3MEHUTb cr'o pa3Mep, YToGbl B HEM MOMELLAOCh Gosblie (MAU MeHbLLE)
TekcTa. 151 USMeHeHUs TeKCTOBOrO 6/10Ka BbIMOIHUTE CeAytoLLMe feicTBuS.

1. BblbepuTe cnaiifi, TeKCTOBbI 670K KOTOPOrO Bbl PELUUIN U3MEHUTD.

Bocnonb3yiiTecb 04HMM M3 OMMUCaHHbIX B pasgene "lMNpocmoTp cnalifa” mMeTofoB Ans otol ]
6paxeHus cnaiiga B o6nactu Slide (Cnaiig).

2. LllenKHWTe Ha TEKCTOBOM G/10KE, KOTOPbIV Bbl PELUUIN NU3MEHUTD.
PowerPoint Bble/IMT TEKCTOBbINA 610K, MO KPasiM KOTOPOro 0TO6Pa3siTCsl MapKepbil.
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Puc. 17.9. MaHenb wuxcmpymenmos PopmMamuposadue npedrazaeni HECKONMbKO Cnoco6oB
(hopmMaTUpoBaHUs TeKcTa

3. BrinmosuuTe OgHY U3 CIeIy0IIKX onepawuii.

= [N nepeMeLLeHNst TEKCTOBOMO G/10Ka MoABeauTe yKasaTe/lb MbILKM K ero Kpato Takum 061
pa3oM, uToBbl yKasaTefb MPEBPATW/ICH B HeThIDexXHANPABICHHYIO CTPenKy. [lepeTalmre
yKasaTe/lb MbILLIM, YTO6bI NEepeMeCcTUTb TEKCTOBbI 6/10K.

= [1nA U3MeHeHWsi pa3MepoB TEKCTOBOTO 6/10Ka MOJBEAMTE YKa3aTe/b MbILLW K OfHOMY U3 ero
MapKepoB TakMM 06pa3oM, 4ToGbl yKazaTenb MPEBPATWACS B AByHarnpaBieHHYI0 CTPenky,
MepeTalyWTe yKasaTeNlb MbllUW, YTOObI M3MEHWUTL pa3Mepbl TEKCTOBOTO 6G/0Ka COOTBETCT ]

BYIOLLIMM 06pa3oMm. :

[lo6aBneHe TEKCTOBOro 6/10Ka

YT06bI 06aBMTb Ha CNaifj HOBbI TEKCTORLLI 6/0K, BbIMONHUTE CIEAYIOLIME JeACTBUS.

1. BriGepute cnaiifj, Ha KOTOPbIA Bbl pelwnnmn ao0akuTh TeKCTOBbIA 610K,

Bocnonb3yitTecb OAHMM M3 OMWCaHHbIX B pasfene "MMpocmoTp cnaiiga” meTogoB Ans otol ]
6paxeHuna cnaiiga B obnactu Slide (Cnaiig).

2. Bbibepute komaHay Insert=Text Box (Berapka= TekeTorslil 610K).
YKazaTefb MbILUV NPUMET BUJ HanpaBieHHON BHWU3 CTPENKU.
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3. lMepemecTuTe MbiWb (NP 3TOM NpelBaApUTEILHO HOKMUTE KHONKY MbIWKW) U Hapu [l
CyiTe TEKCTOBbIN 6/10K.

4. OTnycTUTe KHOMKY MbILLN.
PowerPoint 0T06pa3nT TeKCTOBbIV 610K, B KOTOPOM MOXHO BBOAWTb TEKCT.

Dodabrenne sauemon crangas

O6nacTb Notes (3ameTkn) Mo3BONsET [00aBNATH 3aMETKU K /I060OMY cnaingy. 3amMeTKy MOXHO
ncnonb3oBatb NP nNpoeseaeHUN I'IpGBGHT&LWIVI, a MOXXHO pacnpocTpaHATb B BMAe Te3NCOB, KOTOPbIE
MOTYT 0Ka3aTbCsi 04eHb MOME3HbIMU ANsi ayAUTOPUMN.

TeKCT 3aMeTOK Ha camoM cravije He OTobpaaeTcsi. 3aMeTKM MO3BONAIOT MPUCOEAUHATH K
cnaiifam BcrnomoratenbHbIli TekcT.

UT06bl 406aBWTb 3aMETKM K Cnaidy, BbINOMHNUTE clieayioLue AeicTBIA,

1. BbibepnTe HeO6XOAMMbIN cnaiig,.

[nsi 3TOro MOXXHO BOCMO/b30BaTLCS NOOLIM U3 METOLOB, ONUCaHHbIX B pasgene "lMpocmoTp
cnainpgos".

2. LenkHuTe B 06/1aCTV 3aMeTOK 1 BBEANTE HEOOXOAMMbIN TEKCT.

Ecnm o6nactb Notes (3ameTKM) He oToBpaxkaeTcs, BblGepute KomaHay View=Normal
(Restore Panes) (Bun= O0smmsiii (BOCCTaHOBUTb 06/1aCTU».

Coxpanenne npesenmauus

EC/M TONbKO BaM He HPaBUTCS MOCTOSIHHO CO3/4aBaTh MPEe3eHTaLUumn ¢ Hyns, 06s3aTenbHO coxpall
HsAATEe NoNy4YeHHble pesynbTathl paborTil Kpome toro, Bam Cneayet NepuogmMyuecky coxpaHsTb npel]
3€HTAaLMI0 BO BPEMS BHECEHUS B HEe U3MEHEHMWIA.

CoxpaHeHne npeseHTaumn

YUT06bl COXPaHUTL Mpe3eHTaLMIo, HAXXMUTE KOM6UHauuo kKnasuw <Cirl+S> nnu sblibepuTe kol
maHgy File=Save (®aiin=Coxpanuts). VICNonb3yiiTe KOMaHy COXpPaHEHWs Kak MOXHO ualle,
yTo6bl Jaxe B cnyvae c60f C 3NEKTPOCHabXeHVWeM Man B paboTe KOMMbIOTEPA Bbl He NoTepsili
LieHHeMWmne faHHble.

UTto6bl COXpaHMTbL haiin nof ApYrMM UMeHeM, BbibepuTe KoMaHgy File=Save As (Daiin=
CoxpaHuTb KakK); Npy 3TOM BaM TakXe CrefyeT yKa3aTtb Aipyroe uvs.

YnakoBka npe3seHTaumii PowerPoint

BONbLIMHCTBO NONb30BaTENEN CO34al0T Mpe3eHTauuy PowerPoint Ha MepcoHanbHbIX KOMMbo [l
Tepax, KOTOpbIe NO3BOMAKOT HACTPOUTL MpeseHTaLun 1 BHECTU B HUX U3MeHeHUs. 3aTeM nonb3osall
TeNM yNakKoBbIBAIOT Mpe3eHTaLumn 4na nepeMeLLeHns B MePeHOCHOM KoMMbloTep.

[ns ynpolieHns aToro npouecca B chcrar PowerPoint BxoguT cneumanbHblii mactep Pack and
Go (MacTep ynakoBKW), KOTOPbIi yMeeT 06beuHATbL BCe (hainbl npeseHTauun. 3TO NO3BOMSET BaM
n3bexarb CMTyaummn, Korga Bbl ocozHaets, YTo 3abblin Hanbornee BaXKHbIN thalin npeseHTaumm B gol]
MaLLHEM KOMIMbIOTEpPE, pacnonoxeHHoM B 5000 KusomeTtpax OT Bac.

UTo6bl BOCNO/Lb30BATLCA MacTepOM YMakOBKW, 3arpysvte npeseHtaumto PowerPoint u Bbinon [
HWUTe crnegytoLime feicTBIS.
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1. BbiGepute komaHgy File=>Package for CD (®aiin=>TloaroToButs 1S KOMOAKT-IHCKA...),

Orto6pasmnTcs gnanorosoe okHo Package for CD (YnakoBKa /1 3aNMUCU Ha KOMIAKT-1HCK)
(puc.11.10).

KOrbApon 442 M M 1A 0% 513 KPR~ G, 123700 Y M0 GYART.
BECTROMISECTH M KO RIOTEDE B opaae Mool Widows 98 -

oo § 1 HOMHpOBETE ndw!-.ln‘r.[

Puc. 11.10. [nanoroBoe OKHO YnakoBka [/

3anncn Ha KOMIIakm-0ucK no3BonseT coxpa-

HUTbL npesesmayuio PowerPoint HA komnakm-

ducke, NOCNE YEro Bbl CMOXKETE MoKasaThb npel:l
3eHTaUMio0 Ha Mo6oM KommbioTepe, padoTarn]
Lem nog ynpasneHnem Microsoft Windows

2. BseauTe Ha3BaHMe KomnakT[Ahcka B TekcToBoM none Name the CD (HassaHue kom[_]
nakT[ghcka) (Heobs3aTenbHO).

HassaHve KomnakT [ACKa NO3BONAWT MPOLLE UAEHTU(MNLMPOBATL NPe3eHTaLMIo, KOTOPYO Bbl
Ha HeM COXpaHWIKU, YTO O4YeHb YA06HO B TOM Cry4ae, eCv y Bac NOf PyKOW okaxeTca Hel ]
CKO/bKO KOMMaKT [ANCKOB C npeseHTaumaAMu.

3. BcTaBbTe NycTOl keMnakT-1ucK B 3anucbiBarowmini npusog CDRW.
Ecnun y Bac HeT 3anucbiBatolero npueoga CDIRW, LienkHMTe Ha KHonke Copy to Folder
(Konuposartb B nasky).

4. LWlenkHute Ha KHonke Copy to CD (KonupoBaTb Ha KOMNaKT [ANCK).

PowerPoint ckonmpyeT npeseHTaumMio 1 BCe Heobxogumble dainbl Ha KomnakT[ghck. Mocne
3TOr0 Ha 3KpaHe 0TOOPA3UTCH AMANOroBOe OKHO C MNPeasioXeHUeM CKonmposatb Ty e call
Myt0 npeseHTauuio PowerPoint Ha gpyroli KomnakT[ahck.

5. Illeaxnute Ha KHonke No (HeT), a 3atem Ha kHonke Close (3akpbITb), 4TO6bl 3al]
KpbITb Ananorosoe okHO Package for CD (¥ nakoBka gns 3anucy Ha KomnakT [GUCK).

|_|OJ'IyLIEHHbII7I KOMMaKT [AUCK Tenepb rotoB A/1f UCNOJIb30BaHMA Ha APYroM KOMMbIOTEPE.

Ecnu Bbl BCTaBUTE KOMMAKT[AUCK C Mpe3eHTalUmMiAi B COOTBETCTBYIOLLMIA NPUBOZL Ha ApYromM kom[]
MblOTePe, a 3TO HM K YeMy He NpuBeaeT, 3amycTute aiin pptview. exe, coxpaHeHHbI Ha KoMl
nakT [AWcKe, Korga Ha aKpaHe 0TOGPasnTCS AMaoroBOe OKHO, B KOTOPOM BaM CrEAYeT LUENKHYTb Ha
3HauKe (haiina npeseHTaL MM, COXpaHeHHOT0 Ha KOMMAKT [AMCKe.

Tlewars npesenmavun

Mocne TOro Kak Bbl 406UAMCL TPeGYeMOro BHELUHEro BMAa NpeseHTaumu, pacnevatarite pesyns ]
TaTbl Ballero TSXKKOro Tpyda, 4Tobbl MMeTb Nepef COOOM Te3wcbl [OKMafa WKW MOBECUTL Ballle
npouv3BefieHne NCKYCCTB Ha Jocke 06bsBeHWI B odmce. [Ins TOro 4To6bl BbIBECTW MPE3eHTaLMI0 Ha
neyatb, BbIMOMHUTE CReaytoLLee.
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1. Bbl6epute komaHay File=Print (Daiin=Ileuars).
OTo6pasnTcs guanorosoe okHo Print (Meyats).
2. LWlenkHute B none Print What (IMeyartatsb) 1 BbibepnTe OAWH U3 cIeay0iux BapuaHToB.
= Slides (Cnaligbl). Ha cTpaHMue meyaTaeTcsi OAWMH Chalif, YTO MO3BONSET YBUAETb Kak
TEKCT, TaK M M306padKeHUs, NpeacTaB/ieHHble Ha cnavige.
< Handouts (Bblgaun). Ha kaxgoli cTpaHuLe nevyataeTcs HECKOMbKO MWHMWATIOPHbIX
n306paxKeHnii cnaifoBs, YTO NO3BONSET 3PUTENAM B3ATb BblAAHHYKO KOMWUIO ¢ CO6Ol M
N3yunTb AOMa.
< Notes Pages (3ameTku). NeyataroTcsa TOMbKO 3aMeTKM K CraiifjaM. DTU 3aMeTKM MOXHO
pa3faTb 3pHTENAM, @ MOXHO MCNOMb30BaTb NPU MPOBELEHNN MPe3eHTaLMN.
< Outline View (Ctpyktypy). lNeuataeTca CTpyKTypa Mpe3eHTauuu, 4to no3sonseT ysul]
[eTb CTPYKTYPY BCel IpeseHTalmH, HO 6e3 rpadmyecknx niobpaxeHuii.

Bbl TakKe MOXeTe OrpaHM4YUTL 06/1acTb MevaTn onpefeneHHbIMU HOMepaMmn Cnaingos, Bbl[]
6pas nepeknwouatens Current Slide (TekywwmiA cnaiig) wam 3anonHus none Slides
(Cnaiigbl) B pasgene Print Range (AuanasoH nevarw).

3. LlenkHuTte Ha kHonke OK.

Ecnn Bbl WlenkHeTe Ha KHonke Preview (MpocmoTp), TO yBuanTe, Kak OygeT BbirnsgeTs npel]
3eHTauMsa elle Jo TOro, KaK OTpaBMTb €e Ha nevatb.
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[naBa 12

[lobaBeHue LiBeTa N KapTUHOK
B Mpe3eHTauuu

B s#ou ziabe. ..

v Kak pasykpacuTb cnaifpi
v" Bbl6op La6noHa

v" [lo6aBneHne KapTUHOK

[aHHbIX, 33 UCKMIOYEHMEM TeKCTa. HeCMOTPS Ha MOJHYH YHKLMOHANBHOCTb, MOJ06HbIE
« " & pe3eHTaUMM KaXyTCS OCTAaTOYHO CKyuHbIMU. Mo 3TOi npuumHe PowerPoint npegoctas ]
NsieT BaM BO3MOXHOCTb [06aBNATh Ha Claiifbl rpagnyeckme n3obpaxkeHus, 6naroaaps vemy npul]
BNeKaTeNbHOCTb MPE3eHTaLMMN C TOUKW 3PEHUS 3puTeneli 3HaUMTENbHO MOBbILIAETCS.

¥ (a MpocTeiilieM ypoBHe MpeseHTaumsi PowerPoint MOXET He coaepXaTb HUKaKUX [pyrux

S LgeT 1 rpaduueckne N306paKeHNs NO3BONSKOT 3HAYUTENLHO NOBLICUTL MPHEIEKATEN k-
HOCTb Npe3eHTauuun, 04HaKo ecinm ux ByaeT CAULWIKOM MHOFO, Bbl pUcCKyeTe "3aTMuTb"
K ./ CMbIC/IOBYIO Harpy3Ky, KOTOPYO HecyT ee cravifpl.

Usumenenue ubermol Ha caaligax

LiBeT MOXeT Npuaath cnaiifiaMm BOCXUTUTENbHbIN Breninii BUA. Bbl MOXeTe NPUMEHSTb LIBET K
[BYM OCHOBHbIM 3/1eMeHTaM cnanga.

[ ¥ io6oii TekcT, KOTOPbIN 0TOBP@KAETCA Ha cnalife, B TOM YMC/E W 3ar0NOBOK.

[ v ®oH cnaiiga.

l13meHeHWe LiBeTa TekcTa
OO6bI4HO TEKCT 0TOOPaXKaeTCH YePHbIM LiBETOM, OffHAKO Bbl MOXETe U3MEHWUTb ero Ha KpacHbIN,
XXENTBIA nAn N60oi Apyroi. UTobbl M3MEHUTL LIBET TEKCTA, BbINOMHUTE CedyoLme AeicTBuIA.
1. LLLenKHWTe Ha TEKCTOBOM 6/10Ke, LiBET TeKCTa B KOTOPOM XOTUTE U3MEHUTD.
Cogepxumoe 610Ka OyaeT 3aK/IHOYEHO B PamKy.
2. BblgenuTe yparMeHT TeKCTa, LBET KOTOPOro pPeLumnIn N3MeHUTb.
PowerPoint BbIfeINT TEKCT.

"™ | |BeT TekcTa, KOTOPbIi MCMONb30BaNCA NOCNeHUM, Bbl YBUAUTE Ha KHoMke Font Color
M ) (Liser TekcTa). EC/M Bbl XOTUTE MCMONb30BATL NPEANOXKEHHBIIA LIBET, WENKHITE Ha 3TOM
y ./ KHOMKe, a He Ha pacronoXeHHOM PSFOM C Heli KHOMKE CO CTPE/KOIA.

3. LenkHWUTe Ha KHOMKE CO CTPE/KOWA.



MosButca MeHto (puc, 12.1). Ecnn Bbl yBUAENN HEOOXOAUMbIN LBET, LWENKHUTE Ha HeM
(B 9TOM Cnyyae MOXHO NPOCTO NPOMYCTUTL MN. 4 1 5).

KHonka LigeT wpudTa

1 [E] Npenmywecrsa

=0

| 2[m| 0630p

sl 111

[T

Opyrve upera...

VIHOPVPOBaHUS

Ypoku Paiickoro ¥ronea

| MoBecTka AHA
« 0630p
= L{en MO3roBoro LTypma
« lMpaswna
=[poBegerse MO3roBoro
wTypMa
*lonesegerme utoros
« [anbHeime wiaru

« Kparkuii 0630p Tembl
cobpaHua
e [losecTva gHS

= Oxungaemble

pesynsTaTH

e FSawem« ®Cnaany

Puc. 12.1. Mocne Wenyka Ha KHOMKe CO CTPENKol, HanpaBneHHoW BHU3, pacnonosxcenHoi cnpasa oT
KHOMKM LiBeT TekcTa, 0T0o6pasnTCs MeHI0, M3 KOTOPOro MOXKHO BblIGpaTb HEO6XOAUMbIN LiBET

CRBET

BmecTo wenyka Ha kHonke Text Color (LIBeT TekcTa) Bbl MOXeTe BblOpaTb KOMaHOy
Format=Font (®opmar=IllpudT), 4T06LI O0OTOBPA3UTL [AMANOroBoe OKHO Font
(WpwndhT), nocne Yero Bocnonb3oBaTbest cnvckom Color (LigeT). Momumo Bbi6opa LiBeTa,
gnanorosoe okHO Font (LLUpudT) Takxke no3sonseT Bbibpath LWPUPT, ero pasmep u cnel
LunansHble 3hheKTbl 0TOBPaKeHUS.

4. UWlenkHnTe Ha KHonke More Colors (Jpyrve uBeta).

Mossutca guanoroBoe okHo Colors (LiBeTa), B KOTOPOM Bbl YBUMAMTE BCE AOCTYMHble
uBeta (puc. 12.2),

5. BblbepuTe NoAXOASALLMIA LBET U LWeNKHUTE Ha kKHonke OK.
BbleneHHbIl TeKCT 6yaeT 0To6paXkeH BbIGPaHHbLIM LIBETOM.

lA3meHeHve LBeTa (hoHa

Benblii UBeT (hoHa cnalifoB NpuAaeT Npe3eHTaLuM HECKObKO cepblii BUA. Bbl MOXeTe 406aBUTb
K MPe3eHTaLMy HEMHOTO HHIHBHIYAILHOCTH, €CIM U3MEHUTE LBET (hoHa.

(\U“Hﬂ?

Ecnn Bbl M3MeHseTe LBeT TekCTa U (hoHa, ybeauTeCcb B TOM, 4YTO Bbi6paHHble LiBeTa
He C/AMLIKOM MNOXOXW. BpsAg nu crtomT oTobpaxaTb HaAMWUCb XXeNToro LBeta Ha
KpacHOM (OoHe.
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UT06bl U3MEHUTL LIBET JOHA, BbIMOMHUTE CeAytoLme AelicTBUS.

1. OTobpasuTe cnaiig, UBeT (hoHa KOTOPOro XOTUTE U3MEHUTb.
Bam MOXeT NoHafobuTLCA BbIAENNTb CRaiif, IieiKHys Ha NaHenu CTPyKTypbl. Bbl moxe [
Te NPOMYCTUTb 3TOT MYHKT, €C/IM XOTUTE U3MEHWTb LIBET CMaiifoB BCeld Npe3eHTaLun.

Er o
ooF Ecnu Bbl HaxkmeTe Knasuwly <Ctrl> 1 6ygeTe WienKaTb Ha OTAeNbHbIX Cnaiigax, To cmol]

XeTe M3MEeHUTb LBeT (PoHa BblbpaHHbIX CMaingoB, a He TONbKO TeKYLLEero uam Bcex cnani]
[0B Mpe3eHTauuu.

2. Bblbepute komaHgy Format=Background (@opmar=don) unun wenkHute npall
BO/ KHOMKO MbILIN 1 BblGEPUTE U3 KOHTEKCTHOIO MEH KOMaHay PoH.

Oto6pasutca auanorosoe okHo Background (®oH) (puc. 12.3).

Cnucok 3asimBka hoHa

Pue. 12.2. Juanozosoe okHo LigeTa Puc. 12.3. [wnanorosoe OkHO PoH nol]
3BONAET M3MEHUTb yeem (hoHa ans Tel
KyLUero cnaiifa nnv Beeil npesenmanyuu

3. LUenkHute B cnucke Background Fill (3anueka ¢oHa).
MosBMTCA pacKpbIBaKOLLLEECH MEHHO.
4. LWWenkHuTe Ha kHonke More Colors (Opyrue useta).

MosBuTca amanorosoe okHO Colors (Ligeta), B KOTOPOM Bbl YBUAWUTE BCE [OCTYMHbIe
ugeta (cm. puc. 12.2).

5. BblbepnTe NOAXOAAWNIA LBET 1 LEeNKHUTE Ha KHonke OK.
BblAeNeHHbI cnaing 0TobpasuTcs ¢ 1UCMoAb30BaHMEM BbIGpaHHOTO LiBeTa (PoHa.

6. LLlenkHuTe Ha kHonke Apply (MpumeHUTb) (4TOGbI NTpHMEeHHTE BblOPaHHbIA LBET
TONbKO K Tekywemy cnaiigy) wam Apply to All (MpumeHnTb Ko Bcem) (4TO6bI
NPVMEHNTb BblOpaHHbI/ LBET KO BCEM Cnalifiam mpe3eHTaluu).

PowerPoint NpUMEHUT HOBbI LIBET (hOHA K BbIAENEHHOMY Criaiify v KO BCei MpeseHTaumu.

cosE] Ecnn BblbpaHHbI/A UBET (hoHa BaM He MOHPaBW/CH, HaXMWUTE KOMOWHALMIO KNaBuLl
<Ctrl+Z>.
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/Acnonb30BaHiie LIBETOBOW CXEMbI

Mop6op LBETOB TeKCTa, hOHA W APYrvX 3NEMEHTOB /19 KaXAO0ro cnainja npeseHTaumMm MOXeT
0KasaTbCs AOCTaTO4HO gonrmm npoueccoM. K cyactbio, PowerPoint npegniaraeT focTaTouMHO 601611
LLIOE KOJINYECTBO LIBETOBBIX CXEM, COIEPIKAIIHX HEMNMIOXO NOJO6PAHHbIE 3/IEMEHTHI.

YT06bI BbIGpaTh LBETOBYHO CXEMY, BbIMOMHUTE CNEAYHOLLNE LeCTBUS.

cOBET

1. OToGpasuTe chiaiij, LBETOBYH CXEMY KOTOPOrO Bbl PeLIMIM W3MEHWTb, BOCMO/b30[]

BaBLUMCb OAHWUM U3 METOAOB, ONMCAHHbIX B pasgene "MpocmoTp caaiina’ rnasbl 11.
MNponycTnTe 3TOT MYHKT, €CAN XOTUTe M3MEHUTb LiBETOBYIO CXeMy Cnaiifos Bcei npel]
3eHTaumn.

Ecnn Bbl HaxXMeTe Knasuwy <Cirl> n 6ygeTe Wwenkatb Ha OTAENbHbIX cnaigax, To cMol]
YKETE U3MEHUTb LIBETOBYIO CXEMY BbIGpaHHbIX CNailaoB, a He TOMIbKO TEKYLLErO UM BCEX
CnaiigoB npeseHTaLuu.

BobibepuTe komaHgy Format=Slide Design (©opmar= Odopmaenne cnainga) nnm
LeSIKHATe NpaBolii KHOMKOM MbIWKW U BbiOEpPUTE M3 KOHTEKCTHOrO MeHH KOMaHAay
Slide Design (OdopmneHne cnanga).

OTobpasnTca obnacTb 3agay Slide Design ([Au3aiiH cnaiiga).

LLLenkHUTe Ha ccbinke Color Schemes (LiBeTOBblE CXEMBbI).

B o6nactu 3agay Slide Design (AusaitH cnaliga) oTo6passTcs AOCTYMHbIE LIBETOBbIE
cxembl (puc. 12.4).

3aronoBok cnaiga

Mogaaronopok cnanga

Puc, 12,4, LiBeTOBble CXeMbl, KOTOpPbIE MOXKHO MPUMEHATb K craigam

4. HaBemnTe yKasaTe/lb MbllIY Ha LEETOBYIO CXEMY, KOTOPYIO XOTUTE NPUMEHUTD.

[MoaBnTCA KHOMKa co CTpEI'IKOVI, Hal'lpaBJ'IeHHOVI BHU3.
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5.

6.

[lenxnnre HA KHOMKe CO CTPENKOIA, HanpaBieHHOW BHU3.
[MosBUTCS MEHI0.

LLlenkHuTe Ha KHonke Apply to AH Slides (IMpyMeHNTbL KO BCeM chaiiiant) Un
Apply to Selected Slides (IMprMeHNTb K BbIAENEHHbIM cnaingam).

BbiGpaHHas LBeToBas cxema GydeT NpuMeHeHa K cnaigam.

Bbibop ¢hoHOBOrO y30pa

MoMUMO MCMoMb30BaHMA CMJIOLIHOIO LBeTa (poHa cnaingos, PowerPoint Takke npesocTaBnsieT
BO3MOXHOCTb BblOOpa LIBETOBbIX PaAMEHTOB 1 Y30POB, TaKMX KaK Mpamop, AEPEBO WM LUTPUXOBKA.
YT06bI BbIOpaTh (DOHOBbIV Y30p, BbIMNOAHUTE clieayviolike AeCTBUSA,

1.

cRQBET

CQBET

OTo6pasunTe caaiijl, (hOH KOTOPOro BhI PeLnIN U3MEHUTbL, BOCNO/Ib30BaBLUNCH Of[]
HUM 13 METOAO0B, ONMUCaHHbIX B pasgene "lMpocmoTp cnainga™ rnasbl 11.

BaM MOXeT NMoHafo6bUTLCS BblAENUTL CNaiif, WenKHYB Ha naHenu CTpyKTypbl. Bbl Moxe [
Te NPOIYCTUTE 3TOT MYHKT, €C/IM XOTUTE U3MEHWUTHL LBET CNaifloB BCell NpeseHTaLyu.

Ecnu Bbl HaxkmeTe Knasumwy <Cirl> 1 6yaeTe WeNKaTb Ha OTAENbHbIX Claigax, To cMol]
YKETe U3MEHUTb LBET hoHa Bbl6PaHHbIX CNaiifloB, a He TONbKO TEKYLLEro UM Bcex cnaill
[I0B Npe3eHTaLuu.

Bbibepute komaHay Format=»Background (@opmar=®ou) unm meaxuure npall

BO KHOMKOWM MbIWKN N BblbEpUTE M3 KOHTEKCTHOrO MeHK KomaHay Background

(PoH).

OTo6pasunTca guanorosoe okHo Background (doH) (cm. puc. 12.3).

LLLenkHute B cnucke Background Fill (3anveka ¢oHa).

MosBuTCA MEH!0.

Bbibepute kKomaHgy Fill Effects (Cnocobbl 3an1nBKM).

OTo6pasmntcs gunanorosoe okHO Fill Effects (Cnoco6bl 3annBkn) (puc. 12.5).

MepelignTe Ha OfHY W3 CAEIYHIINY BKNAJO0K.

e Gradient (FpagneHTHas). Bbibepnte OAUH MAN HECKOMbKO LBETOB, ONpPeaenstoLmx
rpajueHT.

<  Texture (TekcTypa). BbibepuTe y30pbl, (hopMUpytOLLME TEKCTYPY.

=  Pattern (¥Y30p). BbibepuTe NOAXOAALLMIA Y30p.

*  Picture (PucyHok). BbibepuTe 1060/ NOAXOAALLMIA PUCYHOK.

BbibepnTe Hy>KHble BapMaHTbl, MOC/E Yero LefKHNTe Ha kHonke OK.

Bbl6bpaHHbIi hoH 0TOGpasnTCsA B Aranorosom okHe Background (doH).

LLlenkHUTe Ha KHOoMKe MpuMeHUTb (4TO6bI MPUMEHNTbL BblGpaHHbIA (DOH TO/IbKO
K TeKylwiemy cnaigy) nam NMpumeHuTb KO BCeM (YTOOblI MPUMEHUTL BblOpaHHbI
hoH KO BCEM cnaigam npeseHTauunu).

HoBblIli hoH GyAeT NpMMeHeH K BbljeleHHOMY CNaiy Uan Ko BCeil Mpe3eHTaLuu.
Ecnu BbI6paHHbI hoH Bam He MOHPABUACS, HAXXMUTE KOMOMHaLMIO Knasnw <Cirl+Z>,
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Pue. 12.5. JJuanozoeoe 0OKHO Crnocobbl 3a/IMBKN

Bbibop Au3aiiHa cnanga

Ecnu Bbl He XOTUTe Nofgéupath y30psl U LBeTa ANA CnaifoB npeseHTauun, ncnonb3ylite rotol]
Bble BapuaHTbl Au3aiiHa cnavigos. Mo Mepe HEO6X0AMMOCTH Bbl CMOXETE BHECTU B HUX M3MEHEHWS.
UTto6bl M3MEHUTL AU3aiiH CNaiifoB NpeseHTaLuu, BbIMOMHUTE CRedytoLLme AeicTBrS.

1. OTo6pasuTte cnaiif, u3aliH KOTOPOro Bbl peiuuiid U3MEHUTb, Bocnoiszosasmmucs 04[]
HUM U3 METOA0B, onMcanuLix B pasgene "MpocmoTp caaiina™ rnaebl 11.
[ponyctute 3T0T NYHKT, €CA XOTUTE U3MEHUTb AU3aliH CNaiigoB BCei NpeseHTaLmm.

-2 Ecnn Bbl HaxmeTe knasuwy <Ctrl> 1 6ygeTe mieaxarts Ha OTAENbHBIX cnaigax, To cmol]
XKETe M3MEHWTb AM3aliH BblOPaHHbIX CHaiioB, a He TObKO TEKYLLEro WM BCEX CnaigoB
npeseHTaLmn.

2. Bbi6epuTte komaHgy Format=Slide Design (@opmar=Odopmaenne cnainga) wnu
LLeNIKHUTE NPaBoii KHOMKOW MbIWK W BblGEPUTE M3 KOHTEKCTHOTO MEHI0 KOMaHay
OcdhopmneHue cnaiga.

Oto6pasmutca o6nacTb 3agay Slide Design (Au3aiiH cnaiiga).
3. LLlenkHuTe Ha gu3aliHe, KOTOPbI/ pewwmnam NCNobL30BaThb.
PowerPoint npvMeHUT BbIGpaHHbI BaMu fn3aiiH.

S Ecnu BblGpaHHbIA AM3aiiH Bav He MOHPaBUACA, HaXMWUTE KOMOMHALMIO KiaBuLL
<Cul+Z>.
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Dodabrenne pucyniol k ciatigan

MOCKO/bKY OAVH PUCYHOK MOPOIA CTOWT ThICAUM CNOB (2 UMTaTb ThICAUY CIOB Ha OfHOM Cnaiige
BPSiA M KTO [HIM6Y b 3aX04eT), BaM MOXET MOHaA06UTbCA 406aBUTL Ha Cnaiif 13o6paxeHue.

[lobasfieHne AuarpaMmbi

[ns Toro 4to6bl MPOM3BECTM BMEYaTNeHNE Ha 3puTeNei, Bbl MOXeTe [06aBUTbL Ha cnaiig avall
rpamMmy (Bpszm KTo IO NOAMET, 4TO MMEHHO OHa 3HAUUT).

1. OrobpaznTe cnaiifi, Ha KOTOPbINA Bbl PeLINAN LO6ABUTb Auarpammy.

[ns aToro Bocnonb3yiTech Of4HWMM M3 METOA0B, OMMCaHHbLIX B pasgene "lMpocmoTp cnanga”
rnasbl 11.

2. BblbepuTe komauay Insert=Chart (Beraska= {uarpamma).

Oto0bpa3artca rucrorpamma, a Takxke oTaensHoe okHO Datasheet (Tabnmua gaHHbIX), B k0[]

TOpoM OyayT nMpeAcTaBfeHbl [aHHble, Ha OCHOBE KOTOPbIX MOCTPOEHa Auarpamma
(puc. 12.6).

OkHO Tabnmua AaHHbIX

i?g&iﬁnm Mﬂcrﬁfj ‘Dq:ul‘r Cgoan  Jasee Quapeea O Opesa FeesqTe BOMTCE - o8 x
Y ol B3] oA 1Y 5% o L aal oy {0 =i ;

N = 1
% ] I—

Puc. 12.6. Mpn po6aBneHn auarpaMmbl B Craiif npeseHTauMnM Bam npefocTaenseTcs Bo3[]
MO>KHOCTb BHECTUW U3MEHEHUS B wucioabie AaHHbIe B OKHe Tabnuua AaHHbIX

3. LenkHuTe B 0kHe Datasheet (Tabnvua faHHbIX) U BBeAUTE HEOOXO0AMMbIE YAC/IOBbIE
JaHHble Y HAANUCK a5 Anarpammsl.

4. Bblbepute komaHay Chart=>Chart Type (Iunarpanva= Tungnarpammbl).
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Oto6pasutca gnanorosoe okHo Chart Type (Tun guarpammbl), MAEHTUYHOE OKHY, C nomo[]
LLIbKO KOTOPOrO Bbl BbIGMpanu TMn guarpammsl B Excel.

5. BbibepnTe HEO6XOAMMbIM TUMN THarpavMMbi, & 3aTEM €ro Buf, NOCae Yero WejkH1UTe Ha
kHonke OK.
OTo6pasuTca guarpaMma B COOTBETCTBUM C 3aflaHHbIMW BAMU YACNOBLIMW 3HAYEHNAMM.

coler UTOGbI M3MEHUTL YMCNa, HA OCHOBE KOTOPbIX CTPOUTCS AuarpaMma, ABadKAbl MIENKHUTE
Ha fmarpamme, 4To6bl 0TO6pa3nTL OKHO Datasheet (Tabnuua gaHHbIX), U BHECTU B HEM
BCE HEOOXOAMMbIe N3MEHEHNS.

[lo6aBneHne pPUCyHKOB

ECMM Ha XXeCTKOM [JMCKe Ballero KOMrbioTepa ecTb rpaduueckne U3oGpaxkeHusl, KOTopble Bbl
XOTWTe BCTAaBUTb Ha Cnaiid, BbIMOMHUTE ClieayIolHe JeCTBUS.

1. OTo6pa3nTe cnaig, Ha KOTOpbIli Bbl pELUNAN 100aBHTE PUCYHOK.
[ns 3TOoro BOCMo/nb3yinTeCch OAHMM U3 METOAOB, OMMCaHHbIX B pasgene "lMpocMoTp cnaiga”
rnasbl 11.

2. Bblbepute komaHgy Insert=Picture (Berapka= PucyHOK).

OT06pPa3nTCA MEHIO, 13 KOTOPOTO Bbl CMOXETE BblOpaTb OAVH N3 MCTOYHMKOB N306paXKeHNs,
Takoli Kak Clip Art (KapTuHkun) unn From File (U3 dalina). B 3aBMcumMocTu 0T BbIGpaHHOIO
BaMW BapuaHTa PowerPoint BbIMOMHUT TO UK MHOe felicTBue. Hanpumep, ecnn skt Bbibepe [
Te komaHgy From File (U3 chaiina), oTobpasmTcs gnanorosoe okHo Insert Picture (BcTaBka
pucyHka). Ecnu xe Bbl BblbepeTe komaHay Clip Art (KapTuHkn), oTo6pasutcs obnactb 3all
fay Clip Art (BcTaBKa KapTUHKMN).

MepemelLEeHe WK 3MEHeHe pa3MepoB M300paxeHns Ha cnaiiae

Mocne Toro Kak Bbl A06aBKTe rpadyeckoe N306pakeHVe Ha Cnaig, BaMm MOXeT NOHago6uTbCA
MepemMecTnTb, N3MEHWUTL pasMepbl UK Jaxe yaanuTb ero. [ns Toro 4tobbl 370 cAenatb, BbINOAHUTE
cnenyroune JencTBus.

1. OTobpasnTe cnaif, KOTOpbIi cojiep:#uT He0OXOANMbIA PUCYHOK.

[na aToro BOCNoNb3yinTech OAHUM 13 METOAOB, ONUCaHHbIX B pasgene “llpocmorp cnanga”
rnasbl 11.
2. LenkHUTe Ha pUCYHKe, KOTOPbIA Bbl PELUNIN U3MEHUTD.
PucyHOK 6yfeT BblgenieH, a Takxke 0To6pasaTcs MapKepbl MO yrnaM paMmKu BblAeNneHus,
3. BbINOHWTE OAHO W3 CIeAVIoiHY AeNCTBUNA.
= [OnanepeMemienus M300paXeHMA HaBeaWTe yKasaTeNb MbIWW Ha 1306paxeHne, YTobbl OH
NPVHAN BUJ YEThIpeXHANpParIesHoli cTpenky. ocne 3Toro nepetalimTte ykasatesb.

e  [na u3MeHeHWsi pasMepoB M30GPaKEHWs! MOABeAMTe yKasaTeNb MbIUM K Mapkepy n3meHe[ ]
HWSI pa3MepoB; MOC/e 3TOTO LIZNKHKUTE W MepeTalyTe yKasaTelb MbllK. [s nosopoTa
1306paXKeHMs HaBeAMTE yKasaTeNlb MbILM Ha MapKep MOBOPOTA W rEpeTaniite B HYXXHOM
HanpasneHuu.

YnyullieHe BHELIHErO BMAA PUCYHKA

Mocne po6aBneHms PUCyHKa uvnn gunarpammbl Ha Cﬂal7l,q BaM MOXET MOHafobuTbCca A06aBUTL
rpaHuuy nan N3MeEHUTb BHELLHWIA BN PUCYHKa.

YacTb IV. Co3gaHne npeseHTaumii ¢ nomollbio PowerPoint
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1. LLLenKHWTE Ha M306paXKeHU UNKN fuarpamme, KOTOPble HY)KHO U3MEHUTb.

Bokpyr o6beKTa 0TO6pa3AaTcs MapKepbl.

2. Bblbepute komangy Format=>Object (Dopmar= O6bLEKT) WM WEJKHATE MpaBoi
KHOMKOW MbIlWK 1 BblGEpUTe M3 KOHTEKCTHOTO MeHI KomaHgy Format Object
(dopmaT 06bEKTA).

[lossuTes gpanoroBoe okHO Format Object (Popmat 06bekTa) (puc. 12.7).

Bali
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Puc. 12.7. AuanoroBoe okHo dopmat obbexma

3. lMepeilgnTe Ha Of4HY U3 cAeayH LMY BKIaLOK.
< Colors and Lines (Lgeta v nuHun). Jiotasnexye rpaHUL, U QOHOBBIX LIBETOB.
= Size (Pa3mep). OnpepeneHmne BbICOTbI U LUNPUHBI PUCYHKA.
= Position (IMonoxxeHue). 3agaHvie NONOXeHWS PUCYHKa Ha criange.
< Picture (PrcyHok). HacTpoiika spKoCTV M KOHTPacTHOCTU PUCYHKa.

4. BHecuTte BCe HEOOXOAMMbIe U3MEHEHUS B PUCYHOK U LLENKHUTE Ha KHonke OK.
PowerPoint 0To6pa3nT n3o6paxeHne o BCEMN BHECEHHBIMW N3MEHEHUAMMU.

YoaneHme pucyHka

ECnv Bbl PELUNIN YAUIUTb PUCYHOK U3 CMaiifa, BbINOMHUTE CRENYIOIHE AeNCTBUS.
1. LLLeNKHUTe Ha PUCYHKe WY AnarpammMe, KOTOpbIe PEWWN YaanuTb.

BoKpyr BblAeneHHOro 06bekTa 0T06passaTcs MapKepbl.
2. HaxmuTe knasuuwy <Delete>.
PowerPoint yaanuT Bblfe/leHHbIA 06beKT.

oBET UT06bI BOCCTAHOBUTL PUCYHOK, KOTOPLIA Bbl Cy4YaliHO yAanuauM, Haxmute Komo6uHall
umto knasuw <Ctrl+Z>.
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[naBa 13

[leMoHcTpauma npe3eHtaumm PowerPoint

3 avroi aafe. ..

¥" Pa3paboTKa MJaBHbIX MNepexofoB
¥" TMoaroToBKa Mpe3eHTaLMn K JeMOHCTPaLmn

¥ TMpoBefeHVe NpeseHTaLum

4 OCne TOro Kax BECO3fANM C MomoLbto Microsoft PowerPoint Loy ¢ nokasom cnaiigos,

& &  Bbl rOTOBbl K My6ANYHON AeMOHCTPaLMM Ballero TBOPEHUS W YXKe NpeABKyLuaeTe Bo3[]
& & rjacu BocxuweHns Baweid ayauTopum. MocKonbky NepBoe BrieyaTneHMe oT AOKNaja
rMOpoV BaKHEEe, YeM ero cofepkaHue (MMeHHO 3a 3TO BaM W NAaTWT AeHbrn Ball wed), Microsoft
PowerPoint npegocTaBnsieT B Balle PacropskKeHMe HeCKONbKO 3PMEKTOB lepexoios MNPU CMeHe
CnaiifioB, BK/OYas BbICOKOXYA0XECTBEHHbIE aHUMALMOHHbIE MEPEXOfbl, 3BYKOBOE COMPOBOXAEHWE
1 GeryLyto CTPOKY TeKCTa, YTO CAeNaeT Bally Cnaifbl 3anOMWHAOLMMUCS U BNEYaTASIOWUMMU.

WH
$2%H  Hu B KOeM Cilydae Hesb3sl 3a6blBaTh 3aMedaTesibHyl0 MOroBOpKy O TOM, YTO Jlyyllee —

(| ) Bpar xopoluero. Ecnm Bbl fob6aBuTe K cnaiifam npeseHTauum CAWLIKOM MHOFO cneunans ]
W&/ HbIx ahthekTOB, NpeseHTaLMs OyAeT CAULLIKOM 6POCKON. Bblbupaiite Takue cnewvanbHble
30hheKTbI, KOTOPbIE HE OTBNEKYT 3pUTENE OT OCHOBHOW MAen Npe3eHTauumn.

fmﬁad’aﬁfm nAGEHELX ;w/zéwoq*aé’

HasepHoe, KaX[oMy MpUXOAUIOCH YBNeKaTbCs MO3HaBaTeNbHOW, BAOXHOBEHHOW nekuweli ¢ fel]
MOHCTpaLueli NHTEPECHbIX U MH(OPMATUBHbBIX CNaioB, MPUKOBbIBAKLNX BHUMaHWE ayauTOPUN.
B Takux cnyyasx nNpuxogmuTCs TONbKO COXaeTb, YTO BPEMS NIETUT Tak GbICTpO.

YTobbl EMOHCTPaLMS CnaiifoB NPOXOAMAa NHTepecHo, PowerPoint npegnaraet Bam cneLyanbHble
ahthekTbl Mepexofa Mexay cnainfamu. Baw cnaiif MOXeT pacTBOPATbCA Ha 3KpaHe B CredytoLLem
cnalifie, BbineTaTb C 3KpaHa, MOABAATLCA CHW3Y 3KpaHa W 3aKpbiBaTb COOOW MpeablayLmnii cnaing um
paspbiBaTbCA MOMOJiaM, OTKPbIBas Mo COO0N CrefytoLwuiA cnaig,

Microsoft PowerPoint nossonseT yctaHaBnMBaTb ABa TUMa NEpPexodos AN Crainaos.

v OheKTbl NpY CMeHe, KOTOpble OMPEAENsOT, KaK [JO/KEH BbITSAeTb cnaidg npu nossl]
NIEHUM Ha 3KpPaHe.

T

. v AHVUMaLus TekcTa, KOTopas OnpefensieT cnoco6 MosBNeHUs TeKcTa Ha cnaige.

Pa3paboTtka 3h(hekToB NpY CMEHE Craiiaos

ShtheKT Npu CMeHe cnaiifoB onpenenict, Kak MMEHHO Cnaig nosenseTcs Ha akpaHe. [ina Toro
YTOObI YCTAHOBUTbL 3(hDEKT Mepexofa M300paKeHUsT AN KXAOro craifa B Balleid MpeseHTauuu,
BbIMOJIHUTE CredytoLLiee.

1. BblbepuTe neobxoaumblii CNaing, BOCMONb30BABLUMCL OfHUM W3 METOLOB, ONMCAHHELX
B pa3aene "lMpocmoTp cnaga” rnaebl 11

BblbpaHHbI/i Bamu cnaiif HemeaneHHO oTobpasutca B obnacTu Slide (Cnaiipg).



<97 & EC/M BaM HeoBXOMMO BbIAENNTL HECKO/bKO CNalios, LUENKalTe Ha HUX B 06/1acTui
Slides(Cnaiifbl),yaep>xmBasHaxaToliknasuy<Ctrl>.

2. Bblbepute KomaHay Slide Show=Slide Transition (IMoka3 caaiinos= Cmena
cnangos).
OTkpoeTtca o6bnactb 3agay Slide Transition (Moka3 cnaiinos=Cnmena cnaingos)
(puc. 13.2).

B - .}fﬁmwﬁn—a‘;’m "

- ) o S, O Al 3 CTREN - - A v =

sl & Obopmerim 0D yHom . provedt Pocow) |~ L

Puc, 13.1. Oénacms3ana4 CMmeHa cnaiios

3. LlenkHute B enucke Apply to selected slides (MpymeHUTb K BblgeneHHbIM cnainl]
4am) 1 BblbepuTe Hy#HbIIT 3((eKT.

PowerPoint NpoaeMOHCTPUPYET BblGpaHHbIN 3htheKT B MO/ AEMOHCTPALMMN 3DGEKTOB.

4. BblbepnTe CKOpOCTb Nepexofa W3 packpeigatmerocs cnncka Speed (CkopocTs), Tall
Kyto Kak Slow (MeganeHHo), Medium (CpegHe) nnu Fast (BbICTpo).
MoHabntogainTe sN0NeNPOCMOTPa3aN3MEHEHNEM CKOPOCTM MEPEXOLOB.

5. Ecau Bbl XOTWUTe, 4YTOObl NOABMEHUe cnalifa colposoXianock 3BYKOBbIM 3(hheKToM,
LeNKHUTE Ha packpbiBatolwemcs cnucke Sound (3ByK) W BblbepuTe noaxoaawuii 3sy [l
KOBOW K/mM.

YcTtaHoBuTe (naxok Loop until next sound (HenpepbIBHO), ecan XoTUTe, YT06bI BbIGpaH [
HOe 3BYKOBOE CONPOBOXAEH e MPOAOMKANOCH A0 TEX MOP, NOKa Bbl HE NepeiijeTe K HOBOMY
Cnaingy c pyrum 3ByKOBbIM 3P(EKTOM.

206 YacTb IV. Co3gaHue npeseHTauuidi ¢ nomolsio PowerPoint



MoaxoamTe € OCTOPOKHOCTEIO K UCMOMb30BAHUIO 3TON onuun. TMOCTOSHHbIA 3BYKOBO
( ) (hoH BO BpeMs AEMOHCTpaLUN CnaiioB MOXET pa3apaxarb Bally ayauTOpuiO.

6. B rpynne napameTpoB Advance slide (CmeHa cnaifoB) ycranosire cnocob nHnl]
LMMpOBaHMA Nnepexoja oT OAHOTO cnainfa K cienyruiemy.

YcraHosuTe dnaxxok On mouse click (Mo wenuky), ecnn xotute, Y4To6bl Nepexos npol]
WCXOAMN MOCAe LWenyKa KHOMKOWM Mblwu. Wnm yctaHoBuTe hnaxkok Automatically after
(ABTomaTumyecku nocne) u B none Seconds (CeKyHA) YCTaHOBMTE YMCNO CeKyHA, Mo ucl]
TeyeHMMN KOTopbIX PowerPoint aBTOMaTMUeCKW NepeigeT K clenyioiiemy cnangy.

7. WlenkHuTe Ha kHonke Apply to All Slides (MpuMeHnTb KO BCeM cnaigam), 4Tobbl
YCTaHOBUTL 3TK 3hpeKTbl cpasy Ana Bcex cnairigos npeseHTauun. (MponycTtute
3TOT MYHKT, €CAW Bbl BbIAENAN HECKOMbKO CMaiifioB, YAepXnBas HadKaToW k.ia-
Buwy <Ctrl>, npu Bbigenexnum n. 1.

LLLenkHuTe Ha KHonke Play (MpocmoTp), 4Tobbl YBUAETH CMEHY CNainjoB B AeliCTBUN.

8. MosTopute Nn. 1715 KaXKLOro cnaiga B npeseHTaumu, Nocae Yero MeJKHUTe Ha
kHonke Close (3akpbITb), 4TOObl 3aKpbiTb 06nacTb 3agay Slide Transition
(CwmeHa cnainfos).

AHMMaLMS TeKCTa Ha cnange

Mpes aHMMaumm TekcTa COCTOMT B TOM, YTOObl B Hayasle MOKasaTb Ha 3KpaHe crnaig 6e3 TekcTa
WK TO/bKO C HEKOTOPOW YacTblo TEKCTA, a 3aTeM, LLe/IKaA MbILb, NMOCMef0BaTeNbHO BbIBECTU Ha
3KpaH 0CTaNlbHOM CKPbITbIA TEKCT. TaKMe PeXXMCCePCKME HAX0LKM MO3BONAT BaM BbI3BATb BHUMaHMe
ayguTopumn K cnaiigam. Mo KpaiiHeil mepe 3puTeny 3ax0TAT MOCMOTPETb, YTO ele HOBOro u Hell
06bIYHOT0 Bbl NPUAYMaNK.

oWHE,

> AHUMaLUA TEKCTa MPUMEHSAETCSH KO BCeMy TEKCTOBOMY 6/10Ky, HE3aBUCMMO OT TOro, uaeT

' peyb 06 OAHOM CfOBe WM HECKOMbKMX ab3auax. Ecnv Bam HeobX0oaMM YHUWKaNbHbIA

Kh_/ aHVMaLMOHHbIA 3(h(eKT ANA KaXA0ro €/oBa, CTPOKM MM ab3aua, ANA KaXLoro ns aTunx
00bEKTOB HEOOXOAMMO CO31aTh OTAEMbHbIA TEKCTOBbIA 610K, BOCMO/b30BaBLLMCL KO[]
MaHgoli Insert=>Texi Box (Berarka= Hanmucs).

UT06bl YCTAaHOBUTL 3(h(EKTbI aHUMALMK TeKCTa ANns psfa cnaliioB B NMpe3eHTaLuW, MOBTOpPUTE
cnefytolme fefcTBUS ANs KaXA0ro craiija.

1. Brifiepnte HEO6XO4MMBIWA Cnaiig, BOCNONb30BaBLUMCH OAHUM U3 METOAOB, ONHCAHHLIX
B pasgene “IIpocmoTrp caaiga™ rnasbl 11.
Bbi6paHHbI BaMy cnaiig HeMefeHHO oTobpasuTcsa B o6nactu Slide (Cnaiig).

2. LllenkHuTe Ha waanHucH B cnaige.
Bbi6paHHas Bamu Hagnwch 6yfeT BbldeneHa paMKoi.

3. Bui6epute komaHgy Slide Show=Custom Animation (Mokas ¢ 2iixos= Hacrpoiixa
aHumaymm).

Oto6pasnTca obnactb 3aga4 Custom Animation (HacTpoiika aHumawmm).
4. UlenkHuTe Ha KHonke Add Effect (Jo6aBuTb adhdekT).
MNoABuTCA MeH!H.
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5. Beilepure OQVH U3 CNefyowWwmux 3/1eMeHTOB.
<= Entrance (Bxog). Ykax#uTe, KakK TEKCT OyfeTnoasIAThea Ha cnange.

= Emphasis (BblgeneHne). Ykaxnte cnocob BblaeneHns TeKCTa, Hanpumep nocTeneHHoe
yBE/IMYeHe pasmepa LpudiTa.

= Exit(Bbixog). Ykasxure, Kak TeKCT 6yAeT ncuesatb Co craiija.

= Motion Paths (IMyTn nepemelyeHns). YKaxXuTe HarnpasieHve nepeMeLLleHns TekcTa, Kol
TOpbIVi NOSABASETCA UN UCHE3aeT.

Mpy BblIBOpe OfHOrO M3 YyKa3aHHbIX 3/1EMEHTOB, Hanpumep Entrance (Bxog) wnu
Emphasis (BblgeneHne), Ha aKpaHe OTOGPaXAETCA e11le OfHO MEHIO, B KOTOPOM CTaHOBAT[]
CS IOCTYNHLIME JOMONHUTENLHEIE NapameTpbl (puc. 13.2).

00 oty Do Qg Botan | oo

Palickunii Yronok nonb3yeTcs
NOCTOSIHHbLIM YCNEXOM Ha
npoTskeHnn 50 rneT.

«B Hawem o6lectse He ADMHHD Guith
HUKaKUX OTPULATENBHLIX Mbicnen» (3
BbICTYI/IEHMSIHALLIEr0 PYKOBOANTE A

Puc. 13.2. Mocne wwenuka Ha KHonke [Jobasumes athdeKT 1 BbiGopa aneMeHTa Bxod MOXKHO
BblOpaTb OnpefeneHHbIN 3ththeKT nepexoga Ansa cnaiiga

6. BblbepnTe HEOOXOANMBIA BapuaHT.

PowerPoint mokaXeT, KakK MMeHHO TeKCT OyfeT NosBnATbCA Ha akpaHe. 1o mepe go6asneHus
3hheKTOB NpOrpamMmma aBToMaTnyecku HymepyeT nx. B obnactu 3agay Custom Animation
(HacTporika annmanun) TakKe npefgcTaBeHbl TeKCToBble nons Start (Havano), Direction
(Hanpasnenue) n Speed (CKopocTb), € MOMOLLBIO KOTOPbIX MOXHO MOBAUATb Ha Mosy4eH ]
HbI 3adhchekT (puc. 13.3).

7. LUlenkaiiTe B TeKcToBbIX nonsax Start (Hauano), Direction (Hanpasnexue) n Speed
(CkopocTb) 1 BbIGMpainTe N3 HUX HEO6XOANMbIE 3HAYEHNS NMAPaAMETPOR,

8. [losTopsaiite nn. 4 11 g0 Tex Mop, NOKa He MOMYYMTe HY>XHYI MOC/AeA0BaTe/lbHOCTb
3heKTOB.
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i [ 19 B azronoeos 1 paiwes
| 2°3 I 8 e obuecToe H...
% fliapaa +

. BameTkvKcnaiigy

Pue. 13.3. PowerPoint HymepyeT apekTbl, 6narofaps yemy Bbl CMOXKETE Nerko udemmugu-
yuposams éce Nepexofbl

9.

10.

LLLenkHnTe Ha KHonke Play (MpocmoTp).

PowerPoint npofeMOHCTpUpYeT BCe Bbl6paHHble 3PGEKTHI.

3akpoiiTe o6nacTb 3agay Custom Animation (HacTpoiika aHuMaumm).

YpaneHue nepexoaos

DthheKTbl MePexofoB MOTYT 6bITb MPOCTO MPEKPACHbI, HO M OHU MOTYT HaCKY4MTb.
UT06bl y4anuTb athheKT CMEeHbI KaapoB, BbIMOMNHUTE Clieayolke eACTBIS.

1.

BbibepuTe He06XOAMMBIN Cnalifi, BOCMOAb30BaBLUMNCL OfHUM U3 METOAOB, OMUCAHHbIX
B pasgene "MpocmoTp caaiina’ rnaebl 11.

Bbi6paHHbIi BaMu cnaiig HeMefneHHO oTobpa3nTtea B o6nactu Slide (Cnaiig).

Bbli6epute Komangy Slide Show=Slide Transition (Mokas caaiinos=Cmena CNaingos).
OTkpoeTca o6nacTb 3agay Slide Transition (Moka3 cnaiinoe=Cnmena cnaiigos) (cm.
puc. 13.1).

Bbibepute BapuaHT No Transition (HeT) B cnucke Apply to selected slides
(MpuMeHUTb K BbifeNeHHbIM cnainjam).

LenkHuTe Ha kHonke Apply to Ail Slides (MpumeHuTb KO BCceM caaiinam).
(MponycTute 3TOT LWar, ec/iv X0TUTe yaaauThL 3(EKT TONbKO 415 TEKyLLero cnanga.)

5. 3akpoliTe o6nacTb 3aaa4u Slide Transition (CmeHa cnaiifos).

YT06bI yaannTh 3pheKT aHMMaLMmM TEKCTA, BbIMOMHUTE ClIeIyIoe JeACTBUS.

I'naga 13. [leMOHCTpaums npeaentauun PowerPoint 209



6. BblbepnTe HEOOXOAUMbINA cnaiif, BOCNOMNb30BABLUNCL O4HUM M3 METOLOB, OMMCAaHHbIX
B pasgene “IlpocvoTp caaina’ rnasbl 11.
BbibpaHHbIA BaMy cnaig HeMegleHHO oTobpasmTcst B obnactu Slide (Cnaing).

7. Bbibepute komaHgy Slide Show=Custom Animation (IMoka3 eaaiiios= Hacrpoiika
AHMMALIHH ).

Otobpasmtcs obnacTb 3agad Custom Animation (HacTtpoiika aHumaumu). PowerPoint oto[]
6pasnT Homep cnaviga psAaoM C TEKCTOBbIM OG/0KOM, ANt KOTOPOro 3afjaH aHWMaLMOHHbIN
ahpekT.

8. LLlenkHMTe Ha Hagnucu.
Hagnucb 6yfeT 3akiloyeHa B paMKy.

9. LWlenkHuTe Ha KHoNKe Remove (YaanuTs).
PowerPoint yganuT agekT.

10. 3akpoiTe obnacTb 3agay Custom Animation (HacTpoiika aHumauunm).

O6nacTb 3aga4 Custom Animation (HacTpolika aHMMaLMmn) Uc4esHeT.

Jlogeoriobra nhesenizanun k nydiuinoi
GeMOHCHh QLU

Bbl ycnewHo 3aKOHYMIN paboTy Haj, Balliei npeseHTaUueld U roToBbl OLLAPalLNTbL €0 HUYETO He
[o03peRaonyo Nyénnky. Ana MakcMManbHOro yao6eTea JeMOHCTPpaLMK cnaiifoB BO Bpems AOK[]
naja uam npu aBTOMaTMYecKol AeMOHCTpaLumn cnaijoB Ha MOHMUTOpPax nosb3oBateneli PowerPoint
npegnaraet psg AONOMHUTENbHbIX 3/1EMEHTOB, KOTOPbIE MOXHO BCTPOUTbL B MPE3EHTALMIO.

[lo6aBneHne KHOMOK

B 60/1bLUIMHCTBE Npe3eHTaL WA cnaigbl MOHOTOHHO CefytoT OAWH 3a LPYTMM B OLHOM M TOM Xe
nopsgke. B Lenom psge cnyyaeB 3T0 COBEPLUEHHO HOPManbHO, OfHAKO WHOTAA 3pUTENSM SIBHO He
[OCTaeT BalMX KOMMEHTapUeB.

BmecTo TOro 4To6bl 3acTaBifTb MpeArnonaraeMoro Mosb3oBaTens mnocnegoBatesbHO npocmarl]
puBaTh BCe Crnaiifbl, Bbl MOXeTe YCTaHOBUTL B cralifie KOMaHAHble KHOMKM, C [OMOLLBI KOTOPbIX
Ha 3KpaH 6YyAyT BbI3bIBaTLCA B MPOM3BOMLHOM MOPAAKe NePBbIA, MOCAeAHWNA, ciemyroiuumii uan wecl]
TON cnaiifg OT TeKyLLero.

[Jo6aBneHme KHOMOK (KOTOpbIE Ha3bIBAKTCS 2unepceblikamil), TO3BONSIOLLMX B XOAe AEMOHCTRaLMM B
NpoV3BO/ILHOM MOPsiKe NePeXoAUTL OT Craiida K craiigy, npegoctasnsier Bam (M komy [HUGYAb apyromy,
KTO Oy[eT UCMoNb30BaTh Ballly MPe3eHTaLMI0) HeOrpaHNYEHHYO CBOOOAY AEeCTBUIA M OMepaTMBHYHO THG-
KOCTb, YTO CAeNaeT BaLlly MPe3eHTaLMIO eLLe 6osiee MPUB/EKATENLHOIA.

Cos,anme rMMNEPCCLIIOK Ha apyrue CﬂaVI,qu
[ns TOro uTo6bl Pa3MeCTUTb Ha cnaiige KOMaHAHbIe KHOMKM, BbIMOMHUTE CedytoLLee.
1. Bblbepute HeOOXOAMMbINM CNaing, BOCHONBI0BABIIHCE OHUM U3 METOAOB, ONUCAHHbIX
B pasgene “MpocmoTp chaaiina™ rnaebl 11.
BbibpaHHbI Bamu cnaiig HemeaneHHO oTobpasuTtes B obnactu Slide (Cnaiig).

2. BbiGepute komaHgy Slide Show=Action Buttons (Mokas cnaiinos= Yupagiasiomne
KHOMKW).

OTKpOETCA MEHIO Pa3/IMYHbIX KHOMOK (puc. 13.4).
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Puc. 13.4. Vnpaeiaiougue KHOMKMN

cRaBET

¢OBET

Mpy HaBeAeHWM yKasaTenst MbILIW HA MEHIO OH NPEBPAILASTCS B METBIPEXHANPABICHHYIO
cTpenky. Takum 06pasoM, Bbl CMOXETE NeperaiiiTs MEHIO B NMo6yto 061acTb IKpaHa,
rie OHO GyfeT 0TOGpPaXaTbCsl MOCTOSIHHO.

LLLeNIKHUTE HA OAHOI W3 KHOMOK.
YKasaTe/lb MbILIW NPUMET BUJ KPecTUKa.

MomMecTuTe yKasaTeflb MbilIW B MECTO, FA4e Bbl XOTUTE Pacio/ioKHTE KOMAHLHYHO
KHOINKY, HOKMUTE KHOMKY MbIlUM W MepeTalmTe yKasaTenb, onpegenve Tpebye[]
Mblli pasmMep KHOMKU. OTNYCTUTE KHOMKY MBIIMIH.

OTob6pasnTcs gnanorosoe okHo Action Settings (HacTtpoiika gelictaus) (puc. 13.5).

Yeranoeute nepekntoyatens Hyperlink to (MepeliTn no runepccbiike), 3aTem
LeNIKHUTE Ha pacKpbiBalLWweMcss cnucke u BblbepuTe 3HauveHue Next Slide
(Cnepyrowumii cnaiig) nnu Last Slide Viewed (MocnefHuii nokasaHHbIl caaii).

Mpy BbIGOPe ONpefeneHHOro 3HauYeHUs Npy BbIMONHeHWUW N. 5, Hanpumep Next Slide
(Cnepyrownin cnaiif), ybeautecb B TOM, YTO OHO COOTBETCTBYET KHOMKe, KOTOPYHO Bbl
BblIGpasv Npu BbIMOHEHMM M. 3. Hanpumep, eciu Bbl BbIGPaIM KHOMKY, KOTOpas BbIris [
[WT Kak KHOMKa BOCNpPOW3BefeHNs, BPSAA N el creflyeT HasHayaTb Takoe feiicTBMe, Kak
nepexof K npefblgyliemy cnaiigy, ecnv TonbKO Bbl He CTaBWTe Neped coboi Lenb nonl]
HOCTbIO 3anyTaTb 3puTene.

6. LenkHuTe Ha KHONKe OK.

UTo6bl NpoBepuTb PaboTy KHOMKM, Bbibepute KomaHgy View=Slide Show (Bua=Iloxas

CnaiifoB) NN HaXXMUTE KnaBuy <F5>.

Mnaea 13. leMOHCTpaLms npe3eHTauum PowerPoint
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Pue, 13.5. QnanoroBoe oKHO HacTpoiika
nencTems

¢OBEy Mocne co3gaHNsa KHOMKM MOXET BO3HUKHYTb HEO6XOAMMOCTb U3MEHUTb Caing, Nepexog
K KOTOPOMY MHULMUPYET LLENYOK Ha KHOMKe. [ns 3TOro wmenkHMTe Ha KHOMKe NpaBoi
KHOMKOW MbILK, nocne Yero Bbibepute komaHgy Edit Hyperlink (3meHuTb runepccbin ]
Ky), 4T06bl 0TOGpa3vTL Amanorosoe OKHO Action Settings (HacTpoiika p[elicTBus),
B KOTOPOM MOXHO BblOpaThb HOBEII Claig.

YnaneHue runepcchiiok
B Kakoli[Tb MOMEHT MOXET MOHaf00bMTbCS YaanuTb TMNEPCCbINKX C Ballero cnaiga. 3710 genall
€TCA CNnefyroL MM crocobom.
1. BblbepuTe HEO6XOAMMbIN Cnaiif, BOCNONb30BaBLUNCH OAHUM H3 METOAO0B, ONMUCAHHbIX
B pasgene “IIpocmoTtp cnaliga” rnasbl 11.
Bbi6paHHbIA BaMy craiig Hemea/eHHO 0TobpasuTea B obnactu Slide (Cnaiig).
2. LLenkHWTe Ha rMnepccbliike, KOTOPYIO Bbl X0THTE YAQUTD.
BbibpaHHas BaMu runepccblika 6yaeT BblgeneHa.

3. Haxmute knasuwy <Delete> wunu Bbibepute komaHgy Edit=Clear (Ilpasxa=
OUnNCTUTB).

PowerPoint yganut runepccbInky.

PelunTe, Kak Bbl XOTUTE npeactasnTb Bally Npe3eHTalnio

BonbLUMHCTBO Ntofeit ucrnonb3yroT PowerPoint 415t co3gaHnst NpeseHTaLuiA, KOTOpPbIe OHW NIaHUPYHT
JAEMOHCTpMpOBaTh Kakou[Td rpynne 3puteneii. Ho MOXHO pa3paboTaTb M aBTOMATMYecKyto mpeseHTal ]
L0, KOTOPO GyfieT CaMOCTOSATENIbHO YMpaBAAaTL NpeAnosiaraeMblii Monb3oBartess. Hanpuwvep, B xonne
My3esi CTOMT KOMMbIOTEP, HA KOTOPOM MOCETUTENN MOTYT MPOCMAaTPUBaTh MPEe3eHTaLMIo My3es, Co3aaH[]
Hyto ¢ nomoLupto PowerPoint, cogepyalliyro n306paxeHnst Hanbosee NprMedaTesbHbIX IKCNOHATOB.

1. BriGepute komaHgy Slide Show=Set Up Show (Mokas caaiinos= Hacrpoiika npe [
JeHTANMH).

OrtobpasnTcs ananorosoe okHo Set Up Show (Hactpoiika npeseHTaumm) (puc. 13.6).
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Puc. /3.6. nanoroBoe OKHO HacTpolika npe3eHTaymmn
Nno3Bo/seT HaCTPOWUTb NapaMeTpbl Nokasa npeseHTaumm

2. YCTaHOBMTE OfMH U3 caelyruiux nepeknoyaTenei.
<« Presented by a speaker (full screen) (Ynpaensiemblii foknaguymkom (MOAHbIA aK[]
pa)). Cnaiifibl [eMOHCTPUPYIOTCA Ha BECb 3KPaH, MX MOKa30M MOXKHO YNpaBasTb ¢ nomo ]
LLbHO MbILLW UW KITABHATYbL
e Browsed by an individual (window) (YnpaBnsembiii nosnb3oBatenem (okHo)).
Cnainfbl AEMOHCTPMPYIOTCA B OKHE, BCE MEHIO 1 MaHenu MHCTpyMeHTOB PowerPoint BUAHbI
Ha aKpaHe. Noka3oM cralifloB MOXHO YNpPaBsiTh C MOMOLLbIO MbILLW U KaBUATYPbI.
= Browsed at a kiosk (full screen) (ABTomaTtnuyeckuii (NoNHbIA 3kpan)). Cnaligbl ge ]
MOHCTPUPYHOTCA BO BECb IKPaH; UX MOKA30M MOXHO YNpaBnsiTb TONbKO C NMOMOLLb0 Mbl[]
LUK, NO3TOMY He 3a0yAbTe 406aBUTbL Ha Cralifibl CCbIKM Ha Apyrue cnaiifbl.
3. YcTaHoBUTE OfMH NN HECKOMBKO CJIENYHIIHY (DNAXKKOB.
= Loop contiguous until "Esc’ (HenpepbIBHbIN uukg 40 HaXKaTus KAaBULLIN
<Esc>). [Noka3 cnainfoB NOBTOPAETCS HEMPEPLIBHO A0 Tex Mop, NoKa He GyaeT HaxaTa
rnapkma <Esc>.
¢« Show without narration (6e3 pe4yeBoro conpoBoXkaeHus). Cnaligbl AeMOHCTPUPYOTCA
6e3 peyeBOro COMpOBOXAEHWS, KOTOPOE MOXHO 6bIf10 6bl 3anmMcaTh C MOMOLLbI0 KOMaHAbI
Slide Show=Record Narration (Moka3 craiiioe=3eyKoszanucs); KomaHga Record
Narration (3Byko3anucb) No3BonseT 406aBWTb K CraiijaM peyeBoe CONpOBOIEHHE C 110~
MOLIEIO MUKPODOHa.
« Show without animation (Be3 aHumauunun). YpanawTca Bce apdeKTsl Npu CMeHe n
aHUMaLMA TeKcTa, CO34aHHbIe BAMU paHbLLe.
4. B rpynne Advance slides (CmeHa cnaingoB) ycTaHOBUTe nepeksoyatenis Manually
(BpyuHyto) nnm Using timing, if present (Mo BpemeHn).
5. LWenkHuTe Ha KHonke OK.

Mnasa 13. JemoHcTpauus npesexTauum PowerPoint 213



Ecnv npw BbINoNHeHWW N. 2 Bbl Bbl6pann nepeknoyatens Browsed at a kiosk (full
screen) (ABTOMaTMYeCcKMA (MOMHBIA 2KpaH)), a NPW BbINOAHEHMM M. 4 — nepekoyall
Tenb Using timing, if present (Mo BpemeHn), BbibepuTe KomaHay Slide Show= Slide
Transition (Moka3 cnaiior=CMmena cnaigos), mocne vero ybeamtech B ToM, 4TO ycTall
HoBNeH naxxok Automatically After (ABTomatnyeckn nocne). B npotnsHom cnydae as[]
TOMaTnyecKasi CMeHa cnainfjoB 6yeT HEBO3MOXKHaA.

Penetyums AeMOHCTpauyn cnaiios

Mpexae yeM NpeAcTaBMThL Ballly NMPe3eHTaLMI0 Ha BaXKHOI AeNOBOI BCTpede, Bam creyeT mpol]
BEPUTb U OTPENeTMPOBaTb LEMOHCTPaLUMIO cnaiifoB. Tak Bbl CMOXeETe BOBPEMSI 06HapYXWTb OLWMG ]
KN 1 pasgpaxarolime cneuseKTbl, CMOXeTe OTPeLaKTUPOBaTb UX U He AOMYCTUTb, YTOGbI 3TU
YRYLEeHUs HaBpPeaUNN BaLlei npe3eHTaLuu.

S MoMuUMo MpoBepku Toro, Kak CMOTPATCA 3hheKTbl MPW CMeHe 1 aHUMaLus TekcTa, asall
XAbl NpoBepbTe Opdiorpadinio B KaXAom cralife npeseHTaumuM. Huuto He MOXeT 6biTb
CTpaLlHee OLLIMGKN B Ha3BaHUM KOMMAHUN.

[ns Toro 4tobbl NPOBEPWTL JEMOHCTPALMIO, BbIMOAHWTE CredytoLLee.

1. Bbl6epute komaHgy Slide Show=-View Show (Moka3 cnaiinoe= Hauats Nokas) unm Hall
XMUTe Knasuy <rF5>,
PowerPoint nokaxeT Ball Nep.blid cnaiig,.

2. YT06bl YBMAETb NpeAblAyLWniA cnaing, HaXxXKMuTe UKW KNaBuULly cO CTpenikoi, Hanpas[_]
NIEHHO BNEBO, UM KNaBULLY CO CTPeNIKOW, Hanpas/ieHHON BBepX.

3. HaxmuTe knasumwy <Esc>, 4yTobbl 3aBeEpPLUNTb NOKa3 cnaiigos.

214 YacTb IV. Co3pgaHune npeseHTauuii ¢ nomolpto PowerPoint
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5 sumoii wacki. ..

Nocne HEeCKOMbKMX pabounx AHeld ctTolisl y 60MbLUMHCTBA NoAel MoKpbIBaloTCs |
TOHHAMHE 3aMUCOK, OTYETOB U Apyrux 6ymar. Microsoft Outiook nomoxxeT Bam col]
[iepXaTb BallM paboyme CTo/bl MOCTOAHHO YUCTBIMU U OMNPSTHLIMU.

: Microsoft Outlook NoAcKaxeT, KakK 3aHeCTV B Balll paboumid MiaH BaXXHbIE LEN0BbIE
BCTPEYN M MEPOMPUATMS, COXPaHUTb MMEeHa U afgpeca HyXXHbIX JiHOAEH, OpraHM30BaTb

| 3MIEKTPOHHYHO MOYTY TaK, YTOBbI BCSA BalLa MEpPenicka HaxoAunacs B ofHoM MecTe. Toraa

| BaM He MPUAETCA Yacamm UCKaTb M0 BCeMy MCKY Kakoe-HUDYIlh BaXKHOE COOGLLEHve, OT

| KOTOPOrO0, BO3MOXHO, 38BUCAT BalLie 6y/yLLee 1 Kapbepa.

' Outlook NOMOXeET fepxaTb MOA PYKOW BCE BalliM fIMYHbIE 3amUCU, TaK uYTO Bbl |
CMOXKETE MOCBATUTL CE6S PELLIEHUIO HElCTBHTENLHO BawHLIX fAen. W KTo 3Hact, pas
_Outlook caenaeT BaLLl pabounii ieHb CTOMb HPOIYKTHEHEIM, MOYKET, Y Bac MoyumnTcs |

[laXKe YacoK B3APEMHYTH?



[naBa 14

OpraHu3auus BaLleit 3/1IEKTPOHHON MOYThl

B ssmoii waake. ..

¥" HacTtpolika napameTpoB 3/1eKTPOHHOM nouTkl B Outlook
v Co3sfjaHne afpecHOn KHUMM
¥" Kak HanucaTb 1 0TNpaBuUTh coobLicHNe Mo 9NeKTPOHHO nouTe

v" Kak npoyecTb coobiensne U OTBETUTb Ha HEro

NeKTpOHHAS NOYTA CTaNa YPe3BblYaliHo NOMYNAPHLIM CPEACTBOM 06LLeHus. Celtyac npakru-

UECKM KaXKfbliA YeNnoBeK MO/b3yeTCs yCyraMu 37eKTPOHHOW MoYTbl, a MHOTMe WMEKT Hel]

CKO/IbKO afipecoB 3MEKTPOHHOM NouTbl. HO ecny Bbl UCMOMb3yeTe HECKOMbKO afipecos, TO
BalLla 3M1eKTPOHHas KOPPECMOHAEHLMS OKAXKETCS paccesiHHOl Mo MHOMMM MmarkaM Ha )XecTKoM auvc ]
Ke 1 BaM NoTpebyeTcs mMacca BpeMeHM, uTo6bl HaliTu MpuLleALve CerogHs NMUcbMa U BCMOMHWUTD,
KOMY Bbl Y)X€ OTBETHIIH.

Outlook NOMOXET BaM He TO/MbKO HamucaTb, OTMPaBUTL Y NPOUYNUTATb 3NEKTPOHHOE MHCEMO, HO
TaKXe MO3BOMNT 06bEANHUTL BCE BalUM MOYTOBbIE ALMKM B Internet B 06WMIA LEHTPabHbIV NouTo ]
Bblii ALWMK. [03TOMY, KOrfa BamM HY>XHO MPOCMOTPETb KOPPECMOHAEHLMIO U OTMPaBUTb OTBETHI, Bbl
CMOXEeTe CAenaTb BCe 3TO B OAHOW MporpaMme.

O ToM, Kak a(heKTUBHO GOPOTLCS C HEXenaTenbHOM MouToi, Bbl y3HaeTe B rnase 20.

Hacmpoura Outlook gas padoset
C SLEKHhORHOU NO4HOU

Mpu unHctannaymm Microsoft Office 2003 nporpamma Outlook npocmaTpuBaeT opraHM3aumio
CBSI3W C MOYTOBbIMK cnyx6amm Internet Ha Ballem KOMMbIOTEPE M aBTOMaTUYECKWM HacTpauBaeT
eVUHYI0 MOYTOBYIO cucTeMy. HO Bbl MOXeTe yxxe nocne umHctannaumm Microsoft Office 2003 BHe[d
CTW HEOOXOLUMbIE N3MEHEHWS.

Mpyn HacTpoiKe y4eTHOIM 3anmmcu 3MeKTPOHHOM nouThl Ans Outlook Heobxopumo pacnonaratb
cBefieHMsAMM O mapameTpax npoTokona POP3 umau SMTP, KoTopblii ucnonb3yetca ana ycraHosne [
HWSA coeguHeHWs ¢ Internet. Eciv Bbl He MMeeTe HW Masleiillero npeacrasneHus o6 atux napamet[]
pax, obpatuTech 3a MOMOLLbIO K CBOEMY MOCTaBLUMKY ycnyr Internet unn noobualitecs ¢ 6onee ocl]
BeOM/IEHHLIMUPY3bAMU.

[lo6aBneHve y4eTHON 3anmcy 3NeKTPOHHOI nouTbl B Outlook

UT06bI J06aBUTL YUETHYIO 3aMUCb 3NEKTPOHHOW nouThbl B Outlook, BrimonuuTe cregytoLLee.

1. Bbi6epute komaHay Tools=Options (Ceppuc=Ilapaverper).
Oto6pasntcs guanoroBoe okHo Options (MapameTpbl).



2. Mepegnte Ha BKNagky Mail Setup (HacTpoiika noyThbl).
Bbl yBugmnTe BKnagky Mail Setup (Hactpoiika noytsl), mokasaHHyto Ha puc. 14.1.
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uc. /4.1. Bknagka HacTpolika nMo4Tbl AManoroBoro okHa MapameTpbl No3BonseT ykasaTb

yyeTHbIe 3anncu, KoTopble OyayT wcnonszosamscs NpU paboTe ¢ Outlook

3. LenkHuTe Ha KHonMKe EMail Accounts (YueTHble 3anucu).

OTo6pasnTca ananorosoe okHo E[Mail Accounts (Y4eTHble 3anvcK 3NEKTPOHHOWM MOYThI).

4. BblbepuTte nepekntoyatens Add a New E[Mail Account (Jo6aBuTb HOBYI YUYETHYIO

3A1MCEL 3/IEKTPOHHOW NOYThI) U wmeakuuTe Ha KHonke Next (Janee).

B guanoroBom okHe EMail Accounts (Y4YeTHble 3anuCK 3/1EKTPOHHOM MOYThl) BaM 6yaeT
npeanoXeHo ykasatb TUN cepeepa (puc. 14.2).

Ecnu Bbl nofkntovaetecb K Internet, UCNonb3ys KOMMYTUPYeMOe COefiHeHWe, Bblbepute
nepekntoyarens POP3. Ecin Bam Heobxogumo nogknountecs K Web [Chyx6e, Takoil Kak
Hotmail nan Yahoo!, BbibepuTe nepekniovatens HTTP. MpokoHcynbTUpyiTech y cneumal]
nmcTa, YTobbl y3HaTb, KaK UMEHHO HE06X0AUMO 3afiaBaTb NapameTpbl NOAK/YEHUS B TOW
WAV UHOV cUTyauuu.

5. BbiGepuTe TUN cepeepa, Hanpumep POP3, nocne Yero wenkHuTe Ha KHonke Next (Janee).

B 3aBMCMMOCTM OT BbIGPAHHOTO BapMaHTa MOSBUTCS TO WX MHOE OKHO, B KOTOPOM Bam cie[]
AyeT BBECTW psifi CBEAEHWIA.

6. Bpennte Heo6XoAMMYO MHGOpPMALKIO.

= Your Name (Baule ums). BeeanTe cBoe NosIHOE UMSI.

< Elmail address (Agpec an. nouTbl). BeegnTe CBOI agpec 3N1eKTPOHHOM NOHTEL, KOTOPbIA
BaM 0/XeH NpeAocTasnThb Internet (mposaiigep, Hanpumep ivanov@abe . com.
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Pue. 14.2. IIpu nacTpolike napamMeTpoB yueTHol 3anvcn 06s3aTebHO YKadKuTe Tun cepsepa

Incoming mail server (CepBep Bxoasiieii no4Tsi). BeeguTte nmsa cepeepa BXOASLLNX
CO06LLEHWI, HanpuMeppop . prodigy . net.

= Outgoing mail server (Cepsep ncxogsilein noutsl). Beegute nmsa cepeepa ncxoas ]
LMX coobLueHnin (SMTPICépsepa), HanpumMep smtp . prodigy. net

= User Name (Mma nojas3osatens). OT0 Ha3BaHMe Balleli y4yeTHOW 3ammcu unm nepsast
YyaCTb afjpeca 3MIEKTPOHHOM MOYThl, HamnpuMmep petrov, ecnm afgpec WMeeT BUA
petrov@pochta.ru.

Password ([MNaponb). VIMeHHO Maponb No3BOASET BaM MOY4YUTb AOCTYN K YUYETHOW 3amnmcu.

MoXHO LienkHyTb Ha KHomnke Test Account Settings (MpoBepka HacTpoikK y4eTHON 3al]
nvcm), 4Tobbl y6eanTLCSA B TOM, YTO BCe CBeAeHWS 06 y4eTHOI 3anuncu 3agaHbl BepHO. OgHall
eJIMHCTEeHHAN JOMYLEeHHas ownbKa He NO3BOAWUT BaM paboTaTb C 3/1EKTPOHHOW MOYTONA.

7. WlenkHunTe Ha KHonke Next (Jdanee).

[TosgBuTCA elie OAHO AWANOroBOe OKHO, KOTOpoe coobuiuT BaM 06 YCMewHOM Cco3faHuu
YYeTHOI 3anucu.

8. LlenkHuTe Ha KHomnke Finish (FoToBo).
CHoBa nosBuTCA guanorosoe okHo Options (MapameTpsl).
9. LlenkHuTe Ha KHonKe OK.

YpaneHne yyeTHol 3annch aneKTpoHHO nouTkl 13 Outlook

Ecnn Bbl Nepewunv B Apyryld opraHu3aumio UanM cMeHUnu nposaiigepa ycnyr Internet, mMoxeT
0Ka3aTbCsl, YTO CTapblli NOYTOBLIA AWMK BaM YXXe He Hy>eH. BMecTo Toro uytobbl 3arpomoxaarb
nporpammy Outlook ycTapeBWUMMM [aHHbIMW W 3acTaBNATb €€ KaX[blii pa3 obpalarbcs K
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"MepTBOMY" MOYTOBOMY SILLMKY, Nlydlle yAanuTb ero. UTobbl yaaiuTb YYETHYH 3anucb 3/1eKTPOH[]
Hol nouTbl 13 Outlook, BLINOMHWTE CReaytoLLee.

1.

Bribepure KoMaHgy Tools=Options (Cepsuc=TlapameTpbl).

OTo6pasnTcs Ananorosoe okHo Options (MapameTpbl) (cM. puc. 14.1).

MepeingnTe Ha BKNagKy Mail Setup (HacTpoiika nouThl).

Bbl yBuamnTe BKNagky Mail Setup (Hactpoiika noutbl)

LLLenkHnTe Ha KHonke E[Mail Accounts (Y4eTHble 3anucu).

OTKpoeTca ananorosoe okHo E[Mail Accounts (Y4eTHble 3aMMCK 3MEKTPOHHOW MOYTbI).

Bbi6epuTe nepekntoyatens View or Change Existing EMail Accounts (IMpocMoTpeTb
AN W3MEHWUTb mmeroummecss YYeTHble 3anuCy 3NeKTPOHHOM MOYTbl) W LUENKHUTE Ha
kHonke Next (Janee).

OT06pa3nNTCA CNNCOK YYeTHbIX 3anuceit (puc. 14.3).
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Puc. 14.3. CNnCOK NMEIOLLMXCS YU THbIX 3anmceid

5. LLenkHUTe Ha y4eTHOM 3anucu, nocie Yero LWeKHUTE Ha KHoMKe Remove (YaanuTh).
B nosBuBLLEMCA ANaNI0rOBOM OKHE BaM CrieflyeT MOATBEPAUTD YAaneHue.
BmecTo TOro 4tobbl yAanATb YYETHYH 3amucb, MOXHO LUeNKHYTb Ha KHomke Change
(V13MeHNTL), MOC/Ee Yero U3MEHUTL NMapaMeTpPbl cylecTBYIOLIEH YYeTHOM 3anmcn 3NeKTpoH [l
HOW NoYTbI.

6. LlenkHuTe Ha KHonke Yes (Ja).
LLLenkHnTe Ha KHonKke Finish (FoToBo).
MosiBuTCA Ananorosoe okHo Options (MapameTpbl).

8. LlenkHute Ha KHonke OK.
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CoxpaHeHne 37eKTpoHHbIX aapecos B Outlook

Camoe CTpaHHOe B 3/IeKTPOHHbIX agpecax — MX HeOoObIYHbIA BUA, KakK 6yATO KowKa npol]
Wwacb Mo KnaBmaType KOMMbOTepa B Balle oTcyTcTBMEe. OBbIYHO 3MEKTPOHHBLIV agpec B Inter[]
net cofepXuT 6yKBbl, pa3geneHHble TOUKaMW, U 3TOT CTPaHHbIA CMELHOW 3Ha4YoK ®, Hanpul]
mepbothekat@aol.com.

BBeguTte x0TA 6bl OAMH HeBepHbIA cuMBO/, U Outlook He cMOXeT OTMpaBUTb COOGLLEHME MO
HY>XHOMY MapLupyTy. [ns Toro 4tobbl YNpocTUThL paboTy Ha KommnbioTepe, Outlook npegocTtaBnsiet
BO3MOXHOCTb COXPaHATb MMeHa 1 afpeca 3MeKTPOHHOM MoYTbl B agpecHoi kuure. Bnarogaps atol]
My BaM He06X04MMO BBECTW MPaBU/bHbIA afpec 3MeKTPOHHOM NOYTbl BCEro 0AuH pa3. Mocne aToro
Heob6X04UMbIW afipec MOXHO Bbl6MpPaTh, LLeNKas Ha COOTBETCTBYIOLLEM UMEHWN B afpeCHOM KHUre.

Outlook npegocTaBnsieT ABa CNocoba COXPaHEHWST aapPecoB 3/1EKTPOHHOM MOYThI.

¥" BBOf, afpeca 3M1eKTPOHHOM MOYThI BPYUHYHO.
¥" KonupoBaHue afpeca 31eKTPOHHOM MOoYTbl U3 MONYYEHHOTO COOBLLEHNA.

BBog aapecos anekrporoi noutbl B Outlook

Ecnm Bbl NONMyYMNN COOBLLEHME OT YeNoBEKa, aapec 7eKTPOHHON MoYTbl KOTOPOro BaM MOXET
NMoHafo6uThes B Byayluem, 06si3aTeNlbHO COXpaHuTe ero. [ins COXpaHeHUs agpeca 3/eKTPOHHOM
noutsbl B Outlook BbIMOHUTE ClieAytoLMe SeAcTBUS.

1. Bblibepute komaniy Tools= Address Book (Cepeuc= AapecHas KHUTa) uim Haxmm ]
Te komGunauuo Knasuw <Ctrl+Shift+B>.
MosiBnTcA gnanorosoe okKHO Address Book (AfpecHas KHUra).

2. WenkHute na kHonke New Entry (CospaHune agpeca) wnan BblbepuTe KOMaHgy
File=>New Entry (®aiin=>Co3aaTs agpec).

MosButca ananorosoe okHO New Entry (Co3gaHue agpeca) (puc. 14.4).

Puc. 14.4. [uarozosoe OKHO Co3aaHue

agpeca Mo3BOMSIET YKasaTb, e VMEHHO
HEobX0AMMO  COXpPaHUTb afpec AeKmpor-
HOl NoyThI

3. LUlenkHuTe Ha KHonke OK.
MossuTCa Ananorosoe okHo Contact (KoHTakT) (puc. 14.5).

4. YKaxXunte nma H agpec 3I'IEKTpOHHOI‘/JI NOoYTbl Ye/10BEKA B COOTBETCTBYHOLWNX TEKCTOBbIX
noJanx.
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Puc. 14.5. B gnanorosoM okHe KOHTaKT cnegyeT ykKasaTb WUMA W ajpec
9NeKTPOHHOW NOYTbI YenoBeKa, a TaKkxKe JAOMONHUTENbHbIE CBEAEHUS O HEM

5. LWenkHnTe Ha KHonke Save and Close (CoxpaHuUTb M 3aKpPbITh).
Outlook 0T06pa3nT HOBLIM 3nemeHT B okHe Address Book (AgpecHas KHUra).
6. Bbibepute komaHgy File=Close (@aiia=Jaxpuits).

KonmpoBaHue aapecoB 13 COOOGLLEHNIA 3MEKTPOHHOI NOYTH

Ecnmn Bbl NOAY4MAUN COO6LLEHNE 3M1eKTPOHHOM NOYTHI OT YenoBeka, CBeAEeHUs O KOTOpoM B agl]
pecHoi kHure Outlook OTCYTCTBYIOT, HO KOTOPble MOTYT MOHAA06MUTLCA BaM B OyAyLlem, HaMHOro
NpoLLe COXpaHUTb afpec 3MEeKTPOHHOW MOYTbl B afpecHON KHWre mporpammbl, YeM KaXXAablid pa3
BBOAMTb €r0 BPYYHYIO.

UTo6bl COXpaHUTb afpec 13 MOAYYEHHOrO COOGLLUEHWS 3MEKTPOHHOM NOuTbl, BbINOAHWTE cnel]

Jytolme aeicTeus.

1. BblbepuTe komaHgy Go=Mail (ITepexoa=>Iloura) UAM HaAXMUTe wkombunauuw kKnall
Buw <Ctrl+1=.
OTkpoeTtcs nanka Inbox (Bxogswme).

2. LLenkHuTe Ha COO6LLEHNMN 3NEKTPOHHON NOYTHI.
CoobLieHmne byaeT NpescTaBneHo B OTAENMbHOM OKHe.

3. LLlenKHWTe NpaBoil KHOMNKOM MbIWW HA UMEHWN DTTIpaBHTE IS COOOLLEHNS.
OT06pa3nTCA KOHTEKCTHOE MEHIO, NpeacTaBieHHoe Ha pyuc. 14.6.

4. BbibepnTte komaHay Add to Outlook Contacts (Jo6aBuTb B KOHTakTbl Outlook).
MosBuTCS gnanorosoe okHO Contact (KoHTakT) (puc. 14.7).

5. YKaXuTe BCe HEOOXOANMbIE JOMOMHUTENbHbIE CBEAEHWS, MOC/E YEro LWeNKHUTE Ha
KHonke Save and Close (CoxpannTe N 3aKpbITh).

Outlook coxpaHuT ceefieHnsi 06 oTrpasuTeNie NcbMa B nanke Contacts (KoHTaKTbl).
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Puc. 14.6. Tocne wWenyka npasoii KHOMKON MbILUM Ha UMEHW OTTPaBNTENS CBEAEHNS O HEM MOXKHO
n[06aBNTb B aApecHyo KHury Outlook

Puc. 14.7. B duanoczogosm 0KHe KOHTaKT MOXKHO BBECTU [OMONHUTENbHbIE
CBefleHNsl 0 KOHTAaKTe, a He mobxo ero UMS UMK aapec aNeKTPOHHOI NoyTbl

FnaBa 14. OpraHu3aups Baiuei 3NeKTPOHHON NOYTbl
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Cosganue coodmenust SAeKImpoRROU hO4HLbL

Outlook npepnaraet fgsa cnocoba HanMcaHUs COOOLLEHNS 3NEKTPOHHON MOYTbI: B peXuMe
NpSAMOro NOAKMYeHns K Internet 1 B aBBTOHOMHOM peXuMe, Korja coeguHeHuve ¢ Internet ot[]
cyTCTBYeT.

[ns Toro 4to6bl HanucaTb TEKCT COO6LLEHWS, BaM Heob6s3aTeNbHO CHayana yctaHasnueaTb col]
eAnHeHue ¢ Internet, ofHaKko BaM He 060MTUCH 6e3 3TOro, ecn HeobXoAMMO ero OTMpPaBUTb.

[na TOro YTobbl CO3faTh 3MEKTPOHHOE MUCLMO, BbINOMHUTE CledytoLLee.

1. Bblibepute komaHgy Go=Mail (Ilepexon=TIlouTta) nam HaxmuTe komMOuHauuw knall
U <Ctrl+I>.
Otkpoetcs o6nactb Mail (Mouta).

2. LWenkHute Ha kHonke New {(Coznats), BblbepuTe KomaHgy Actions=New Mail
Message (Jeiicteua=Co3nats COO6LIEHUE) UAN HaXKMUTE KOMOMHALMIO KNaBuLl
<Ctrl+N>.

OTo6pasnTcs gnanoroBoe okHo Message (CoobLueHue) (puc. 14.8).

[OuanoroBoe OKHO Message (CooG6LUeHME) Ha camoM fefne siBAseTcs OKHoM Microsoft
Word. Bnarogaps aToMy MpW HanucaHWy COOGLUEHMS Bbl CMOXETE WCMO/b30BaTh Bee cpenl ]
ctBa Word, Takue Kak NpoBepKa NpaBonucaHus, Tabamusl ¥ Makpochi

KHonka [lo6aBunTb chaiin

Homoesms Ll -0 Bl 3| vl e
;al'._nel. ==

o

Pwie vk |

Puc. 14.8. Co3gaHue 3MeKTPOHHOTO nuckAaia B AMAN0r0BOM OKHe Coo6LLeHMe

3. Bmenure 3NeKTPOHHbIA agpec B TeKkcToBOM none To (Komy).

Ecnu Bbl X0TUTe NOCNaTh MMCbMO NO axpecy, KOTOPbIA COXpaHeH B BalLei agpecHO KHure,
LenKHNTe Ha kKHomke To (Komy), a 3aTeM Ha UMeHW agpecarta. Ecnm Bbl He Hawwm uvs ag]
pecaTa B afpecHOI KHWre, BBEAUTE €ro 3MEKTPOHHBIV agpec B none To (Komy), nocne yero
LeIKHUTe Ha KHonke OK.

UT06bl OTNPABUTL 3TO Xe coobiierne ele HeCKO/IbKUM afjpecaTaM, LeKHUTE Ha KHOMKe
To (Komy), a 3aTemM ABaXzbl LLEeNKHUTE Ha UMeHW HEOBXOAMMOro afpecata.

[nsa Toro 4tobbl OTOCNATL KONUW MUCbMA €LLe HECKO/bKUM aapecataM, LUeKHUTe Ha KHom [l
ke CC (Konus). Outlook 0TKpOeT AnanoroBoe OKHO, B KOTOPOM Bbl CMOXeETE Bbl6paTh anek[]
TPOHHbIE aApeca Ntofeld, KOTOPbIM XOTUTE HanpaBUTb KOMMMW MUCbMA. Bbl Takke MoxeTe
BNMCaTb AONONHUTENbHbIE 3NIEKTPOHHbIE agpeca B none CC (Konus).
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XoTs coobuienne MOXHO OTNPaBUTL HECKONIbKUM afipecaTaM Kak C momolsio KHOMKWM To
(Komy), TaKk 1 ¢ momomeio KHONkU CC (Konus), Mcnonb3oBaHue nocnegHeinl KHOMKN faet
BO3MOXHOCTb COOBLUMTL afpecary, YTO OH MOXEeT He OTBeYaTb Ha MosyYeHHOe COOOLLEHMe.

4. B Texctosom none Subject (Tema) ykaxkuTte Temy nucoma.
Hanpumep, Cexpersini NNaH YCTPaHEeHUA rpasuTammy Ha 3eme.

5. BBeauTe TekCT nucbma B 6OMbLIOM TEKCTOBOM MOJfe BHWU3Y [AMasIOr0BOr0 OKHa
Message (CoobLeHue).

Ecnn Bam Heob6Xxo4MmMo BMeCTe C COOOLLIEHMEM OTNPaBUTL (Paiin, He BbINMOIHANTE N. 6 NPsAMO
celiyac. BMeCTo 3TOro BbIMOMHWTE AEMCTBUA M3 CMEAYHOLEro pasgena, a TofbKO 3aTtem Bbi[]
nonHsiTe n. 6.

Bbl MOXeTe npoBepuTb opdiorpadmio nucbMa. BbibepuTe Ans 3Toro KomaHgy Tools=
Spelling and Grammar (Cepsrc= Oporpadms) Ui HaXMuUTe Krasuwy <F7>.

6. LLlenkHnTe Ha KHoNnKe Send (OTnpasuTb).

Ecnm Bbl NOAKNtoYeHb! K Internet, Outlook HemefneHHO OTMPaBWT Balle cooblleHe. B npol]
TMBHOM C/ly4yae MporpamMma COXpaHuUT Balle nM1cbMo B Manke Outbox (McxogsLme).

BnoxeHune (haiinos B COOBLLEHIE 3MEKTPOHHOIN MOYTbI

BwmecTo TOro 4tobbl oTrpasaaTE MPOCTOE TEKCTOBOE COOGLLEHNE, Bbl TAKKe MOXETe OTnpasuTh rpall
(hryecKvie COOBLLIEHNSA, MPOrPaMMbl, JOKYMEHTbI TEKCTOBbIX MPOLIECCOPOB, (haiinbl NobbIX APYrX TUMOB.

Crapaiitecb He OTNpaBnsTb (akinbl pa3Mepom 60nbLIe OAHOr0 MerabanTta. Yem 6osblue pasmep
(haiina, TeM 6OfblUe BPeMeHU MOTPaTUT NofyyaTesb Ha ero 3arpysky. [ns coxatusa gainos soc]
nonb3yinTech crneuuanbHo nporpaMmmoit, Hanpumep WinZip (www.winzip. com).

UTo6bl BNOXNTL (Daiin B COOBLLEHME 3/1IEKTPOHHOW MOYTbI, BbIMOMHMTE CReaytoLme LeACTBIS.

1. CospgaiiTe co06LIEHNE 3nexTpoHHOI Mo4Thl, BbINOAHMB NN. 161H3 pasgena "Co3paHue
COOOLLEHNS 3NEKTPOHHOM MOYThI".

2. Bblbepute kKomaHgy Inseri=File (Berapka=Maiin) nan WenkHWTe Ha KHonke Insert
File (Jo6aBnTb thaiin) naHenn NHCTPYMEHTOB.

MosBuTca granoroBoe okHo Insert File (Bctaska thaiina).
3. LWWenkHuTe Ha daiize, KOTOPbI PELLXIN BNOXKUTb B COO6LLEHME.

Bam MOXeT MOHagobuTbCA NepeT Ha APYrow XECTKWI GUCK WX B LPYTYH0 Manky, yYTobbl
HaTW HY)XXHbI chaiin.

4. LWWlenkHuTe Ha KHonke Insert (BcTaBuThb).

Outlook oTo6pasnT 3Ha4OK 1M Ha3BaHWe haiina B TeKCTOBOM none Attach (BnoxeHwue), pac]
NoN0XXEHHOM NpPAMO Mo4 TeKCToBbIM MoneM Subject (Tema). Balwe coobuieHne rotoBo K
OTNpaBkKe.

Bbl MOXETe BNOXWTb HECKOMbKO (haiAnoB, Ans Yero BbIMOMHAWTEe nn. 2—4 ana kaxgoro ol
MOHUTENBHOTO (halina.

5. LLlenkHuTe Ha KHonke Send (OTnpaBsuTh).
Outlook Hemep/ileHHO OTMNPaBUT Ballle COO6LLEHNMe.

/icnonb3oBaHne nanku Vicxoasupe

Moka Bbl He ycTaHOBWTE coeAnHeHMe ¢ Internet, Outlook 6yneT coxpaHsTb Bce co0bLLeHMs, Kol
Topble He 6blan 0TMpaBfeHbl, B Nanke Outbox (Mcxogawpe).
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ﬂpOCMOTp N pefakTnpoBaHe 3MEKTPOHHLIX MNCEM B Marke |/|CXO,£I,HLLI,I/Ie
Ans TOro u4ToGbl MNPOCMOTPETh coobiieHns, BPEMEHHO XpaHsawwecs B nalike Outbox
(Ncxopswme), BbINOHWUTE ChedytoLLee.
1. BblbepuTe komaHgy Go=Mail ([lepexoa=1Iloura) NN HaXMUTE KOMOMHauuo Knall
BuWw <Ctrl+I>.
Otkpoetca o6nactb Mail (Mouta).

2. LUlenkHuTe Ha 3Hauyke Outbox (Ncxopsawwe) B rpynne All Mail Folders (Bce noutol]
Bble Nanku).

Outlook 0T06pa3nT CNNCOK COOBLLEHWIA, KOTOPbIE A0 CMX MOP He OblAn OTMPaBEHbI.

3. [Baxnpl WeNKHNTE Ha COOBLLEHNM, KOTOPOE Bbl XOTUTE DTKPBLITE.
Ortobpasutcst okHo Message (Coo6LLUeHWE), B KOTOPOM MOXHO W3MEHWUTb TEKCT COOOLLEHMS.

4. Bolbepute komaHgy File=>Close (®aiin=3akpeits), YTOObI CHOBA COXpPaHUTbL CO06[]
LeHmne B nanke Outbox (Mcxogauive).

YTo6bl OTNPaBWTb COObLLEHMe, xpauniieecs B nanke Outbox (Mcxogawe), BbINOAHWUTE UHCT ]
PYKUUW, NPUBEAEHHbIE B CIEAYOLLEM pa3zere.

OTnpaBKa 3M1eKTPOHHbIX MCeM U3 nankun icxoasLume

CoobueHns xpaHaTcs B nanke Outbox (VcxoasAwye) 4o Tex nop, Noka Bbl He BbIMOMHWTE O4HO
N3 CNeLyoLWnX AenCTBUNA.

v" OTnpaBKa COOBLLEHUI BPYUHYHO.

v" Hactpoiika Outlook ans aBTOMaTMUYeCKOl OTMPaBKM COOGLLEHWI nocne MOAKMHYEHUs K
Internet.

[ns Toro 4yto6bl OTNPaBUTL CO0GLLIEHMS, BpEMEHHO XpaHsaLmeca B narnke Outbox (Mcxogsawme),
BbINOMHUTE CreaytoLLiee.

1. Bbibepute komaHgy Go=Mail (Ilepexon=Tlowra) WM HAOKMUTE KOM6UHaLMIO Knall
Buw <Ctrl+1>.

Otkpoetcs obnacte Mail (Mouta).

2. LWenkHnTe Ha 3Hayke Outbox (Mcxogsawme) B rpynne All Mail Folders (Bce nouto[]
Bble Mmarnku).

Outlook 0T06pa3UT CMMCOK COOBLLEHWI, KOTOPbIE 40 CMX MOP He Gblan OTMPaBNEHbI.
3. LLlenkHnTe Ha COO6LLEHUN, KOTOPOE Bbl XOTUTE 0THPABHT.

[ns Toro 4to6bl BblbpaTh HECKO/bKO COOOLLEHNI, LENKaliTe Ha KaX/A0M U3 HUX, YAepXKmnBas
HaxxaTol KnaBmwy <Cirl>. UT06bl BbleNMTL HEPa3PbIBHYH PYMNMY COOBLUEHWIA, LLENKHNTE
Ha MepBOM COOOLIEHHH, HKMUTE KnaBuwy <Shift>, Nocne Yero LWEeAKHUTE Ha NOCNeAHEM
COO06LLEHNI, KOTOPOE HEO06X0AMMO OTMPaBUTD.

4. BblbepuTe komaHgy Tools=Send/Recieve=>Receive All (Cepeuc=Ornpaeurs/
nonyunTe= Jocrasurs nouty) (unu Send All (OTnpasuTh Bee)) UAnM HaxkmMuTe Knall
BULWY <F9>,

Ecnv nogknouveHve K Internet He yCTaHOB/MIEHO, HAa 9KpaHe 0TO6pasvTCA Amanorosoe ok[]
HO, B KOTOpPOM BaM 6ydeT NpefnoXeHO yKasaTb CBOWM WMMS MO/b30BaTeNs W Naponb Ans
yyeTHoli 3anucy Internet, nocne yero Outlook CMOXeT yCTaHOBWTb COeAMHeHMe U oThpal]l
BUTb COOBLLEHNS.
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Ecnn otnpaska coobLUeHHi BPYYHYHO KaKETCS BaM C/IULLIKOM YTOMWTENbHO, 3acTasBbTe npol]
rpamMmmy oTrnpaBnsaTh cooblIeH A aBTOMATUYECKU. [19 3TOTO BbIMOMHUTE ClENYIOLIHE AECTBUS,
1. Bbl6epuTe komaHgy Tools=Options (Cepeuc=apamerpsl).
MosiBuTCA Ananorosoe okHo Options (MapameTtpsbl) (cm. puc. 14.1).
2. TMepeiignTe Ha BKNaaKy Mall Setup (HacTpoiika noyThl).

3. YcTaHoBuTe hnaxkok Send Immediately When Connected (HemegneHHasa otnpas[]
Ka npyu Hanuuum nogknouenus) B rpynne Send/Recelve (OTnpaska u nonyyeHue).
(Ecnun chnaxKok y>ke ycTaHOB/eH, NPOMYCTUTE 3TOT MYHKT.)

4. LWenkHuTe Ha KHonke OK.

Tenepb Outlook OygeT aBTOMATMYECKW OTNPaBAATL COO6LWEeHMs u3 nanku Outbox
(MNcxopaime) npu NoaKYeHUN K Internet.

Tloryuenue \ wienue coodmenusi

Ecnu y Bac ecTb y4eTHasi 3anuch Internet, Bbl MoXeTe MCMo/b3oBaTh Outlook ans uteHns u ynol]
PSA0UEHNS COOBLLEHWIA.

MonyyeHre COOOLLEHNIA

[nsi Toro 4to6bl MONYYNTL CBEXYH KOPPECTIOHAEHLMIO, BbIMOHUTE CreayHoLLee.

1. Bbibepute KomaHay Go=Mail (Ilepexon= MouTa) UM HaXMUTE Kombumanuo Knall
Buw <Ctrl+1>.
OTkpoeTcs o6nacte Mail (Mouta).

2.Bbl6epuTe komaHay Tools= Send/Receive (Ceppuc= OTnpaBuTh/nofyunTts),
OTKpOETCS MeHI0, CoAepXKalliee CMCOK BCEX HACTPOEHHbIX BaMK YUeTHbIX 3anuceli Internet.

UT0bbl MOMNY4YMUTb COOGLLEHUSI AN BCEX YYETHbIX 3anmceli, Bblbepute KomaHgy Send/
Receive All (Bce yyeTHble 3anumcm).

3. LLLenKkHUTE Ha NOYTOBOM SILLMKE, NOYTY B KOTOPOM Bbl XOTUTE NPOBEPUTD.
Bcsi HoBasi KoppecnoHAeHUMs OyaeT coxpaHeHa B nanke Inbox (Bxogsiyme).

YTeHre CoOo6LLEHMIA

[ns Toro 4To6bl 03HAKOMMUTLCSA C COfEPXKAHMEM HOBbIX COOGLLEHWIA, NpuULLeAWLNX Ha Baw agl]
pec, BbINOMHWTE CNefytoLLiee.

1. BbiGepute komaHgy Go=Mail ([lepexox=Ilowra) UAnM HaXmuTe KOM6MHaUMIO Knall
Buw <Ctrl+I>.
OTkpoeTca obnacte Mail (IMouTa).

2. UlenkHnTe Ha 3Hauke Inbox {(Bxoanmme) B rpynne All Mall Folders (Bce noutoBble
nankn).

OT06pa3nTcsi CNMCOK COOOLLEHWI, KOTOpble coXpaHeHbl B Manke Inbox (Bxogswiye).
Bce coobLyeHnsa 6yayT pasgeneHbl Mo KaTeropusim CornacHo Tomy, Kak fJaBHO OHY 6binv nol]
NyYeHbl. 3aroN0BKM HENPOYMTaHHbIX COOBLLEHNI 0TOBPKAIOTCS MOMYXKMPHBIM.

3. LLlenkHuTe Ha coobmieHnH, KOTOPOe XOTUTE NPOUYNTaTh.
B rnpasoil 4yacTM 3KpaHa OTKPOETCS TEKCT COO0OLLEHMS.
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4. Tlocne TOro Kak Bbl MpoYTeTe OAHO coobiense, WeNKHUTE Ha A4pYroM.

Ec/n HeobX0AMMO OTBETWUTb Ha cooBiieHHe, BbIMOMHWUTE UHCTPYKLUMUW, MPUBEAEHHbIE B Clle-
AyloLleM pasgerne.

OTnpaska OTBeTa Ha CoobLLeHMe

YacTo HY)XHO OTBETUTb Ha CO06LleHMe, KoTopoe Bbl nomyuunun. Outlook ynpowiaeTt 3toT npol]
Liecc, MOCKOMbKY aBTOMaTUYECKN OMnpeensieT afgpec, Mo KOTOPOMY cliefyeT HanpasuTb OTBeT.

[nsa Toro uto6bl faTh OTBET HA MOJlyYeHHOEe COOOLLEHWE, BbIMONHUTE CredytoLLee.

1. BbinonHuTe nu. 1[3IH3 npeablayLiero pasgena ““renne cOOGLEHWNIA".

2. BuiGepure kKomaHgy Actions= Reply (Jeiicteua= OTBETHTL), HXXMUTE KOMOGUHALMIO
Knasunw <Ctrl+R> nnv wenkHuTe Ha KHomnke Reply (OTBETUTL) NAHENN MHCTPYMEHTOB.

Ecnnm Heo6xoaMMo OTBETWUTbL BCEM adpecaTtaM, MOYYMBLUMM WCXOLHOE COOOLLeHWe, BbibepuTe
komaHgy Actions= Reply to All (JlgiicTua= OTBeTHTE BCEM), HKMUTE KOMOBUHALMIO K/TaBMLL
<Ctrl+Shift+R>nnm wenkHuTe Ha kHornke Reply to All (OTBeTUTL BCeM) NaHENH NHCTPYMEHTOB.

OT06pasuTca guanorosoe okHo Message (CoobLUeHME), copepKallee KOMUK MCXOAHOro
COO06LLEHNS, a TaKXKe afpec 3NeKTPOHHOW MoYThI aBTopa COOBLLEHUS.

3. BBeauTe TEKCT OTBETAa Ha CO0OLLEeHNE 1 miekHuTE Ha KHoMNKe Send (OTnpasnTb).

[epechiika Co0BLLEHNS

UTo6bl Mepecnatb CO0GLLEHNE KOMY [TD, BbIMO/HUTE CrELyHOLLEe.

1. BbinonHuTe nn. 13113 npeapigyLiero pasgena “UreHune coobiesunii™.,

2. BblbepuTe KomaHgy Actions= Forward ([eiicreun= [epeciarts), HaXMUTE KOM6Y ]
Hauuto knaBuw <Ctrl+F> unn wenkHWTe Ha KHonke Forward (Mepecnatb) naHenu

WHCTPYMEHTOB.
OTKpoeTcs guanorosoe okHo Message (CoobLueHre), cofepKallee KOMUK MCXOAHOTrO
CO06LLEeHNS.

3. BBeguTe agpec 3/eKTPOHHOM NOYTbI YesioBeKa, KOTOPOMY Bbl XOTWUTE nepecnaTb col ]
o6LLeHNe.

Ecnm Bbl x0TWUTE MocnaTb MUCbMO MO afpecy, KOTOPbI COXpaHeH B Ballei afpecHol KHure,
LeNKHUTE Ha KHonke To (Komy), a 3aTem Ha MMeHU agpecata. Ecnm Bbl He Hawm uvs agpecal]
Ta B afjpecHO KHUTe, BBEAUTE €ro 3/1IEKTPOHHBIN aapec B nose To (Komy).

4. OonuwunTte OT cebs NpMMeYaHune K NMCbMY, KOTOPOE Bbl XOTUTE MepeciaaTh.

5. LWenkHnTe Ha KHonke Send (OTNpaBuTb).

Yqasenue cimaporx coodumenuii

CTonT BaM HeHajonro 3abbiTh O HaBefeHWUM Mopsfka, W Bawa nanka Inbox (Bxogswwe) nepel]
rpy3unTcst CTapbiMy NMUCbMamu, KOTOpble BaM 60/bLUe He HY>XHbl. UTo6bl MONycTy He 3aHMMaTb apal]
roLleHHOEe NPOCTPaHCTBO Ha >KECTKOM [UCKe, NyYLle NPOBOAWTE BPpeMs OT BPEMEHMW YMCTKY B Ballei
nanke Bxopsuime.

MomnmMo nanku Inbox (Bxogslume), HEHY>XHble BaM COODLLEHUSI MOTYT COLepXaTbCA B Marke
Sent Items (OTnpaBfieHHbIE), B KOTOPOW XPaHATCA KOMWU BCEX OTMPaBAEHHbIX BaMU 3EKTPOHHbIX
nucem. XoTs B AyLUe Bbl CTOPOHHUK y4eTa OTNpaBKW NnuceM, NOTPe6HOCTb yaaiuTb XOTA 6bl HeKo [l
TOpble 13 OTMPaB/EHHbIX COOOLLEHNIA 06513aTe/TbHO BO3HUKHET.
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YnaneHve coobLeHns

[na Toro 4yto6bl oumcTuTb nNankm Inbox (Bxogawwme) n Sent Items (OTnpasneHHble) oT Hell
HY>XHbIX M1CEM, BbIMONHUTE CNeAytoLLee.

1. Bblbepute komaHgy Go=>Mail (Ilepexon=>louTa) UM HaXMUTE KOMGMHauulo Knald
BULW <Ctrl+I>.
Otkpoetca nanka Mail (Mouta).

2. LlenkHuTe Ha manke, cogep)aleli coobLieHns, KOTopble HEO6X0AMMO YyAanuTb, Hall
npumMep, Ha nanke Inbox (Bxogsuiue).

OT106pasnTCs [OMOMHUTENbHAsE 06/1acTb, B KOTOPOI MepevncieHbl Bce cO06LLeHMs, copepl]
alLmecs B HaCTOsALLEN narke.

3. LWenkHuTe Ha cooObLLEeHNIN, KOTOPOe HeoGxoiuMo YAaIuTb.

[ns Toro 4tobbl yAannTb HECKObKO COOOLLEHWI, LIeNnKanTe Ha KaX40M U3 HUX, YAepXnBas
HaaTol knapniry <Ctrl>. UT00bl YanMTb HEPA3PbIBHYO rPYNMy COOOLLEHWI, LWEeNKHUTE Ha
MepBOM COOBLLEHMN, HaXXMUTe KnaBuwy <Shift>, nocne 4ero WenKHWTE Ha NOcieaHeM co-
006LLeHNN, KOTOpoe HeOBX0ANMO YAaNUTb.

4. Bblbepute komaHgy Edit=>Delete (lpasxa= ¥uanurts), HaxxmuTte knasuwy <Delete>
Unn WenkH1Te Ha kHonke Delete (Y gannTb) naHenn MHCTPYMEHTOB.

Outlook yaanuT BblgeneHHble coobueHus.
Ypansaa coobuweHuns, Outlook nomewaet mx B nanky Deleted Items (YganeHHble). Takum 061

pa3oMm, Bbl Nnony4yaete ﬂOCﬂe,qHVIVI LHaHC BOCCTaHOBUTb C006LLI|EHVIFI, npexpae 4emM OHM OKOHYaTe/lbHO
6y,qu yAaneHbl, 0 4YeM Bbl y3HaeTe U3 C/eayrollero pasaena.

BoccTtaHoB/EHME YAaNIEHHBIX COOOLLIEHNIA

Ecnu Bbl yganunu cooblueHne 13 nanku Inbox (Bxonsuike), a NOTOM BAPYT PELUUN, YTO OHO
BaM elle MpPUroamMTCs, y Bac eCTb eLle BO3MOXHOCTb BOCCTAHOBWTbL €ro. Bce, uTo ans atoro Hyx [
HO, — 3TO M3Bneyb ero u3 nanku Deleted Items (YganeHHble).

[na Toro utobbl BepHYTb coobLyeHune 13 nanku Deleted Items (YganeHHble), BbinonHUTe cnel]

LytoLLiee.
1. Bbi6epute komaHay Go=>Mail (ITepexon=Ilo4rTa) U wasmuTe KOMOMHaALMIO Knall
Buw <CtrL+I>.
Otkpoetca nanka Mail (Mouta).

2. LlenkHuTe Ha 3Hauyke Deleted Items (Y pganeHHble) B rpynne All Mail Folders (Bce
NOYTOBLIE NANKW).

OT06pasnTCA CAMCOK COOGLLEHWNIA, KOTOpble CcOXpaHeHbl B nanke Deleted Items
(YoaneHHsble).

3. LLenkHuTe Ha nMcbMe, KOTOPOE Bbl XOTUTE BOCCTAHOBUTD.

Ecnn Bbl XOTWUTE BOCCTAHOBWUTbL HECKOJIbKO MUCEM, LUENKHUTE MbILIbI0 Ha KaXA0M U3 HUX,
yaepXuBas Haxatoli knasumwy <Ctrl>.

4. Bbibepute komaHgy Edit=>Move to Folder (Ilpapxa=IlepemecTduTs B nanky) wum
HakmMuTe Kom6uHauuto knasuw <Ctrl+Shift+V>.

OTKpoeTcs gnanorosoe okHO Move Items (IMepemecTTb aneMeHTbl) (puc. 14.9).
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5. LLlenkHuTe Ha nanke Inbox (Bxogslme) B Amamm
JIOrOBOM OKHe U Ha KHonke OK. e m
MuceMo nosiBuTcs B nanke Inbox (Bxopswme) B | # ?MW L...?.‘....J ]
CBOEM MepBOHaYa/IbHOM Buge. (BMecTo manku | %W e
Inbox (Bxogsawime) npw >xenaHuu Bbl MOXETE | E?QT% @
BbIGPaTh APYryto nanky.) & vieonmue '
b 15 kanernaps
i 43 KoHTakTb!
U Hexenatenshas nouta
YpnaneHue coobLLeHns HaBceraa | B
% W YIane-se
flo Tex nop moka Bbl He ypanute cooliuedne U3 | .
nanku Deleted Items (YpaaneHHble), €ro euie MOXHO | 5
OyZeT BepHYTb M npounTatb. Kpome Toro, ato npotmel 1} e . ISR

HOE COOBLUEHME BCE ELe CUANT Ha KECTKOM aucke 1 3all -
HMMaeT MecTo, MOoKa Bbl NMO/IHOCTLIO HE YAanuTe ero. Puc. 14.9. [Owvanorosoe 0kKHO [lepemec[]
TUTb 3NEMEHTbI noseoiien eocemano-
[locne Toro Kak Bbl yganuTe COOGLUEHWE M3 ManKW  gums COOBLLEHNS M3 MANKU YaaneHHble 1
Deleted ltems (YpaneHHble), Bbl y>Ke HUKOrAa He cMO [ COXpaHWTb UX B Apyroii nanke
JETE ero0 BOCCTAHOBUTL. [o3TOMy nogymaiiTe NULLIHWIA
pa3, AeNCTBMTENBHO N Bbl 3TOTO XOTUTE.

[ns Toro 4ToGbl HaBCeraa yaanTb COOBLLEHVE, BbIMOMHUTE CreaytoLLee.

1. Bbl6epute komaHgy Go=Mail (Ilepexoa=TIlouTa) nnn HaxXmnTe KOMGUHaUMIO Knall
Byuw <Ctrl+1>,
Otkpoerca nanka Mail (Mouta).

2. LUlenkHute Ha 3Hauke Deleted Items (YganeHHbie) B rpynne All Mail Folders (Bce
NnoyTOBble NankKm).

OTo6pa3nTCcA  CMMCOK COO6GLLUEHWI, KOTOpble COXpaHeHbl B nanke Deleted Items
(YpaneHHble).

3. LLLenkHuTe Ha coobieHnn, KOTOPOe Bbl XOTUTE YAANTb.

Ecnn Bbl XOTUTE YAaIUTb HECKOMbKO COOGLLEHWIA, LLENMKHUTE MbILLIbIO HAa K&XAOM U3 HUX,
yAepXXuBas HaxxaTol knasuwy <Ctrl>.

4. Bbi6epute komaHay Edit=Delete (Ilpasxa=¥YaanuTs), nammure KOM6UHauuo knall
W <Ctrl+D> nnun wenkHnTe Ha KHonke Delete (Y gannTb) naHenm MHCTPYMEHTOB.

OTKpOEeTCS ANanoroBoe OKHO C MPOCLO0I NOATBEPANUTD YaaneHue.
5. LlenkHuTe Ha KHonke Yes (Ja).
MomatumTe BaLLeMy MMCcbMy Py4YKOiA.
Ecnn Bam Hekorfa pa3bmparbes ¢ KaXAbIM MACbMOM W Bbl XOTUTE MOIHOCTbIO OYMCTUTL Nanky

Deleted Items (Ynanenusie), Bbibepute komaHgy Tools=>Empty "Deleted Items" Folder
(CepByc = OuncTHTE NankKy "YaaneHHbIe").
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[NaBa 15

[TnaHnpoBaHne 3aaad
1 COXpaHeHue afpecos

B swzoli saabe. ..

¥" CoxpaHeHWe VMeH U afjpecos
v" CucTeMaTM3aLya UMEH MO KaTeropusim

¥ IMnaHvpoBaHue 3agau

utlook nomMoXeT BaM He TO/IbKO BHECTW B CBOI pabounii nnaH mMeponpusTie U He 3abbiTb

06 3TOM, HO K pa3paboTaTb MaH TEKyLMX U oYepefHbIX 3agady (6narogaps aToMmy Bbl €3]

KOHOMHTE AeHbIM Ha NOKYMNKe HacTOMbHOIO AHEBHMKA), a TakXKe COXpPaHUTb 1 cucTematv (]
3MpoBaTh HMEHA, agpeca, TenetoHHbIe HOMepa ¥ APYryl0 BaXHYH MH(OPMaLMIO 0 NIOAsX, OT KoToL[]
pbiX, BO3MOXHO, 3aB1CUT BaLla Kapbepa.

Ohzanusauusa chucka agpecol

MHorve Ny HocAT Npu cebe BU3UTKM, YTOObI pasfaBaTb UX CBOMM MOTEHLUMANbHBIM eN10BbIM
napTHepam. Busntku 06bI4HO CKaablBaloT B CreunasibHble He60/MbLUMe BpaaoiIHecs WKaPUmMKu,
KOTOpbIe CTOAT Ha Paboumx CTo/Max, HO Bbl MOXETE XpaHUTb MHOPMaLWI0 06 MMeHax NapTHEpPoB U
WX afipecax B CBOEM KOMMbIOTepe ¢ NOMOLLbIO nporpammbl Outlook. C nomousto Outlook Bbl Mo [
XeTe OGbICTPO KOMMPOBaTb M NepefasaTb MHAOPMALMIO O BaXHbIX NapTHepPax W afpeca yupexaeHui
CBOMM KOAMeram U BMECTO FPOMO3LKOr0 flMKa C BUUTKaMMW pa3MecTUTb Ha CBOEM CTO/e ropasgo
60nee aKKypaTHbI 1 yA06HbI B paboTe MOHUTOP KOMMbLOTEPA.

CoxpaHeHne afipecos
[ns Toro 4To6bl COXPaHUTL MMEHa W afpeca HY>XHbIX Ntofel, 3anyctnte nporpammy Outlook, a
3aTeM criedyvite TakKuM WHCTPYKLUAM.
1. Buibepure KomaHgy Go=Contacts (Ilepexon=Kourakrer) UM HaXXMUTe Kom6uHa [l
umo Knasuw <Ctrl+3>.
OtkpoeTcs o6nactb Contacts (KOHTaKTbl).

2. Bblbepute komaHgy Actions=>New Contact ([leiictsua= Co3naTs KOHTAKT) naun Hal ]
XMUTe KOMBUHaLmMo knasuw <Ctrl+N>.

OTkpoeTcs gmnanorosoe okHo Contact (KoHTakT) (puc. 15.1).

3. B COOTBETCTBYHOLLME TEKCTOBbIE MOMA BHECUTE UMS, aapec, HOMep TenedioHa 1 N6y
ApYryto nHhopmaLmio, KOTOPYH Bbl XOTUTE COXPaHMUTb.
Mpy BBOAE Ha3BaHW YUPM U yUpexaeHWiA NpPUAEPXXMBanTeCh ONpeLeneHHOro BbIGpaHHOTO
BaMK CTaHjapTa. Tak, ecivM B OAHOM ciydyae Bbl Hanwuwete W3gaTenbctBo [Auanektunl]
Ka, a B Apyrom cnyvae — npocto [uanekTtuka, Outlook pewwmT, 4TO peub WMAET O ABYX
pasHbIX OpraHu3aumsXx.



Puc. 15.1. BBOg urghopmaruu B duanrozosom OKHe KOHTaKT

oo Mocne wenyka Ha kHornke Full Name (MonHoe nms) oTo6pasnTCs AManoroBoe OKHO
Check Full Name (IMpoBepka NOAHOrO MMeHK), FAe MOXHO YKa3aTb UM 4o6aBnTb 061
patwieHune (Hanpumep, 4plvnu IH), hamunmio, MMs, 0THECTBO U, €C/IU HYXXHO, NpumMe [
YyaHua (Hanpumep, Maaawmii nam 1l).

Mocne wenyka Ha KHomnke Address (Agpec) oTobpasuTtca gmanoroBoe okHO Check
Address (IMpoBepka afpeca), rae Bbl MOXeETe YKas3aTb Ha3BaHWe ynuubl, ropog, o6[]
NacTb, NOYTOBbIA UHAEKC U CTPaHY.

= B none nog kHonkoi Address (Agpec) Bbl MOXeTe yKaszaTb A1s OAHOro nuua Hel ]
CKOJIbKO afIpecoB, Hanpumep paboumnii n fomallHW agpec.

= dnaxok This is the mailing address (CunTaTb NOYTOBLIM aPECOM) MO3BOUT BaM

OTMETUTb afpec, KOTOpbIn 6yAeT UCMONb30BaTbCA KaK MOYTOBbIA MPU OTCbINKE
KOpPpPecnoHgeHUuUn.
< T[locnemen4ka Ha KHOMKE C M306paXKeHEM OTKPbITOM KHUMM, KOTOpasi HaxoOAUTCS creBa
ot nonsa E [mail (3. nouTa), 0TKPOETCH CMMCOK 3N1EKTPOHHbIX a1Pecon, KOTOPbIE Bbl BHO-
CW/IN paHbLLE.
= [ocne wenyka Ha 3Hauke Add Picture (Jo6asneHve coTorpadmm) Bbl cMOXeTe fobal ]
BUTb LGpoBYHO (hoTorpachnio YesioBeKa, ecnv npeasapuTeisHO COXpaHUIN ee Ha XecT ]
KOM IMCKe KOMMbHoTepa.
4. 3aBepwumB BBOA WHopmauun, wWenkHUTe Ha KHonke Save and Close
(CoxpaHnTb 1 3aKpbITb).
M,
o2 3anonHATL Bee JOCTYMHbIE NONs Heobs3aTesbHO. Hanpumep, MOXHO YKa3aTb TOfbKO UMS
N HoMep TenedpoHa YenoBeka. BBOAWTL CBefieHMs, KOTOpble BaM HUKOrAa He notpebyroT ]
Csl, HE HYXHO.
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MpoCMOTpP MHApoPMALIN C Pa3HbIX TOYEK 3PEHNS

CoxpaHeHue 1 NpoCMOTP MHGOPMALIM — 3TO HEOOXOAMMbIE M MPOCTbIE 3/1EMEHTbI PaboTbl C BaLlei
6a30i1 gaHHbIX. HO TONbKO paam 3TOro MOXHO 6bL10 M HE 0TKa3bIBATLCA OT MPYBLIYHOTO LKaduuKa ¢ By ]
3MTKaMW Ha paboyem cTone. B felicTBUTENbHOCTM BCA adiderrueHoCTE M MPEUMYLLECTBA PaboTbl ¢ KoM [l
MbOTEPHOM Nporpammoii Outlook NposiBAsKOTCSA NpW COPTMPOBKE AaHHLIX 1 OTOBPaXKEHWUN NX B TaKOM
BULE, YTOObI MaKCMMa/IbHO BbICTPO NOMYYMTL HEOBX0AMMYO MHAopMmaLmio. B Outlook ecTb cemb pasHo [l
BMAHOCTEN NpeacTaBneHns NHgopmaLmm.

F
| ¥ Address Cards (AgpecHble KapTouku). MoKa3blBaeT MMeHa (OTCOPTMPOBaHHbIE MO
i ancgasmTy no hammnunam), agpeca, HoMepa Tened)oHOB U aapeca 3NEKTPOHHOW mouThI.

v" Detailed Address Cards (IMogpo6Hble afpecHble KapToukm). MoKasblBaeT BCO MH [
(hopmaluio, HaNPUMEP Ha3BaHWe opraHun3auum, HoMep akca, 3aH1MMaeMyHo O/MKHOCTb.

. v Phone List (Cnucok Tenedonor). MokasbiBaeT MMeHa U HoMmepa TeNiethoHOB (BKOYas
pabounii, gomMalHNA 1 MOOWAbHBIV TenedhoH, a Takxe akc). [ 06nervyeHms npocMoTpa
JaHHble opraHnN3oBaHbl B BUfe Tabauubl.

¥ By Category (Mo kaTeropusim). MoKasblBaeT 3anucy B COOTBETCTBUM C OMpeaesieHHbIMU
Kateropusimmn, Hanpumep Business (fena), Hot Contacts (BakHble KOHTaKThbl), Key
Customer (BaxHble KneHTbl) 1 Suppliers (MocTaBLwmKm).

-
<N

By Company (o opraHu3aumsam). Moka3biBaeT 3anucy B COOTBETCTBUM C MNpuHagnex[]
HOCTbHO K TOI MU MHOIA opraHM3aumm (faHHoe NpefcTaBeHre UCNONb3yeTes ANs MoucKa
BO MHOXECTBE 3aMyWCe Jikil, OTHOCALMXCS K OfHOIA OpraHm3aumn).

| ¥ By Location (Mo mectononoxeHuto). CopTvpyeT 3anucyM No cTpaHam, ropogaMm v o6[]
B
nacTam.

v By FollowMp Flag (Mo otmeTke "K mecmosanenunio'). OTOGpaXaeT 3anucu B cooT]
BETCTBMM C OTMETKaMM K WCMOSIHEHWIO, KOTOPblE MOXHO YCTaHOBWTb, HaXaB KoMGUHal]
umo knasuw <Crtrl+Shift+G> nnu Bbibpas komaHgy Actions=Follow-Up (Heiictena=

§{  OTMeTWTb K UCMOHEHUIO).

UT06bl BbIOpaTh APYroe MpeAcTaBleHWe CBeAeHWI O KoHTakTax, LOCTATOYHO BbIOGpaTb ApYroin
nepeknoyvatens B Kateropum Current View (Tekywee npegctasneHue) obnactm Contacts
(KoHTaKTbl), pacrnofoXeHHOW y f1eBOr0 Kpasi OKHa mporpammbl (puc. 15.2). Kpome Toro, MOXHO
BbIGpaTb KomaHay View=Arrange By=Current View (Bun= Vnopsagounuts no= Texyuee npeg]
CTaBneHWe), Nnocne Yero Bbl6paTh HYXXHOE NpeacTaBneHne, Takoe kak Phone List (Cnncok Tenecol]
HoB) nnn By Category (o kateropusm).

Mownck 3anuncen

Mocne Toro Kak Bbl Havanm paboTtate ¢ Microsoft Outlook, MOXeT BOSHMKHYTH Takas CUTyauus,
KOrfja BaM CPOYHO MOTpebyeTca HaiTy onpefeneHHble cBefeHNs. s Toro YTobbl HaTK cBeaeHNs
06 onpegeneHHol 3anucu B Outlook, BbINONHWTE CNEAytOLLMe AeNCTBUA.

1. Bbi6epute komaHgy Go=rContacts (Iepexoa= KoHTakTsl) UM HOXXMUTE KOMOMW [
Hauuto knasuw <Ctrl+3>.
Otkpoetca 06nactb Contacts (KoHTaKTblI).
oORET Ecnv npu BbinonHeHun n. 1 Bbl6path KomaHgy Go=Mail (ITepexon= Mouta) nmm Hall

XaTb KOMOMHaumio knasuw <Ctrl+1>, Bbl CMOXeTe MPOBECTU MOWCK cpean oTrnpasuTe ]
Neil NAK NosyyaTtenein COOBLLEHWIA.
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Puc. 15.2. OTobpa>keHne caederuii 0 KOHTakTax Outlook no kaTeropuam

oMty

2. Bblbepute komaHgy Tools=Find=Find (Cepsuc=Halitn=Halitu), Haxmute

KoM6uHaunto knasuw <Ctrl+E> nnun wenkHute Ha kHonke Find (HaiTn) nanean
WNHCTPYMEHTOB.

MossuTcs TekcTtoBoe nose Look for (MpocMoTpeTs), NoOKasaHHOe Ha puc. 15.3.

BeeauTte knoyesyto pasy (UM, haMnnmns u t..); KOTOPYHO Bbl XOTUTE OTbICKATb.
UTo6bl YCKOPUTL MOUCK, MCMONb3yiTe (pasbl KaK MOXHO 60blnx pasmepoB. Hall
npvmep, BMecTo BykBbl @ B Mone Ans NOMCKa 3anuceii o nnuax, Yss haMmunus HaumHa 'l

eTcst ¢ BykBbl @, nyylle MCMNonb3oBaTh 6osee creuHdrueckyio 3anncb, X0Ta Obl, Hall
npumep, “pas.

0653aTeNlbHO YKaXunTe UMsA 6e3 omubok, NOCKONLKY B NPOTMBHOM crydae Outlook He
YAcTCs HaliT He06XOAVMbIE CBEAEHUS.

. LLlenkHuTe Ha kHonke Find (HaiiTu).

Outlook 0TOGPA3MT 3anmcK, COOTBETCTBYIOLLME YCTAHOBNEHHLIM BaMK KpuTepusiM. Uto[]
6bl NPOCMOTPETb OTAE/bHYIO 3aMWCh, LENKHWUTE Ha Hell JBaXabl.

LLLenkHnTe Ha kHonke Clear (OuncTuTb).
Outlook cHOBa 0TOOPA3WT CMMCOK KOHTAKTOB.

PacnpefeneHie afpecos no Kateropusm

Ecnu Bbl 04eHb 3aHATON YenoBeK (MM CTPACTHO KO//EKLMOHMPYeTe BCe afpeca U NMeHa, Kakue
BaM TO/bKO YAanoch HaiTh), TO Ball cnucokK agpecoB B Outlook oueHb 6GbICTPO 3anonHUTCS K cTall
HeT 60/1bLUOI MP06EMOIT HAATK HYXHBbIA agpec.
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Morne MpocmotpeTs [Mone Vickats B

OlMoppobe anpecHblerkay

. 3 ok,
| O Crmcox TenedoHoB [| 3nrou POy
| — — _—
| O Mo rkaTeropua Anesicosest |0 =]
O Mo OpraHAaMAM [Lomaureei: +30
Cotoesdi; +380 ...

O Mo MeCTONOAOKEHTD
|| O Mo otmeTke " werorers

OTHPETE 06LLME KOHTaKTbI.
i HACTPOMTE Tekyiee MPEACTA

Puc. /5.3, Mpe>kae Yem BbINOMHATb MOUCK UMEHW U afpeca 2.aexmpornxoi NOYThI, CNeyeT yKasaTb
06nacTb noucka

B TakoM Cryyae BaM He OGOMTMCh 6e3 CUCTEMATM3ALM 3aruceid MyTeM MPUCBOEHUS UM PasHbIX
KaTeropwii. Torga, ecnv Bam MnoTpebyeTcss MPOCMOTPEThb afipeca, OTHOCALUMECS K OMpefeneHHol
rpynne, Bbl CMOXeTe daTb KoMaHgy Outlook oTcopTvpoBaTh BCe 3anmncy No Kateropusim.

Onpe,qeneHme KaTeropw‘/'l [ KOHTaKTOB
Mpexge yem yTo[Td TpeboBaTh OT Outlook, BaM NPUAETCA onpenennTs KaTeropym ans scex 3ald
nuceii. [las TOoro 4tobbl caenatb 310, ybeauTech BHadane, YTo Bbl paboTaeTe ¢ mankoi Contacts

(KOoHTaKTbl), a 3aTeM BbINOMHWTE ClegytoLLee.
1. Bblbepute komaHgy Go=>Contacts (Ilepexon= KoHTakTsl) UM HAOXXMUTE KOMGUHA ]
umio knaesuw <Ctrl+3>.
Otkpoetcs nanka Contacts (KoHTaKTblI).
LLlenkHMTe Ha 3anucu, 418 KOTOPOoi neoGxonumo ONPefennTb KaTeropuio.
Bbibepute komaHgy Edit= Categories (Ilpapka= KaTteropmu).
OTo6pasntca ,u,mandrosoe okHO Contacts (KoHTakTbl) (puc. 15.4).
4. OTMeTbTe BCE KaTeropuu, K KOTOPbIM OTHOCUTCA Balia 3afkch, 3aTEM LUEKHUTE Ha

KHonke OK.
BosbLIoe KONMYecTBO KOHTAKTOB MOXET OTHOCUTBLCS CPa3y K HECKO/IbKUM KaTteropusm, Tal]
KM Kak Business (Oena), Key Customer (BaxkHble KMeHTbl) uam Hot Contacts

(BaXHble KOHTaKTbl).
5. WlenkHuTte Ha kHonke OK.
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Puc. 15.4. HasHaueHne KaTeropuu sanucu
ooBET UT06bI BbICTPEE HA3HAYNUTL KAaTeropuio KOHTAKTY, LLUENKHUTE HAa HEM U U3 KOHTEKCTHOTO

MeHH0 BbibepuTe KomaHay Categories (Kateropum). 3atem BbinosaHUTE M. 4 1 5.

Ecnun Bbl XOTUTE BOCMO/L30BATLCA APYTMM CnocoboM HasHayeHus KaTeropym KOHTaKty unm Hall
3Ha4YNTb KaTteropuno cpasy HECKO/IbKUM KOHTaKTaM, BbINO/IHUTE CNEAYIOLLEe.

6. BbibepuTe komaHay Tools=Organize (Cepsuc= Opras3oBaTh).

OtkpoeTcs okHO Ways to Organize Contacts (HacTpoiika nanku KoHtakTbl) (puc. 15,5)

£ HOKE, B

O no kareropusm
O Mo OpraEaam
O Mo mMecTononoxersao |

©) o oTMeTre K nenomre e

OTRpTE DL KOHTSRTEL..
HACTDIUT TemyWEs MpeacT

Puc. 75.5. HasHaueHue kaTeropuii ¢ MoMOLLbI OKHa FHacmpodika nankn KoHTakTbl
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7.

LLLenKHWTe Ha KouTaKTaX, KOTOPbIM Heolxoxume HA3HAUNTL KaTeropuio.

HeCcKo/bKO KOHTAKTOB MOXHO BbIfeNnNTb, YiepXuBsas HaXXaToi Knasuwly <Ctrl> W menkas
Ha KaXXA0M H806X0,CI,VIMOM KOHTaKTe.

B TekctoBoM none J[o06aBUTb KOHTaKTbl BbIGEPUTE KaTEropuio, TaKyl Kak
Business (Jena) unu Hot Contacts (Baxusie KOHTaKTbI).

UTo6bl €O34aTb HOBYH) KAaTeropuio, BBeauUTe ee UMs B TEKCTOBOM none Create a New
Category Called (Co3gatb HOBYHO KaTeEropurd ¢ MMeHeM), MOCME Yero miekHuTe Ha KHOMKe
Create (Co3patb).

LLlenkHUTe Ha KHOMKe 3aKpbiTuA okHa Ways to Organize Contacts (HacTpoiika
nanku KoHTakThbl).

CopT1poBKa KOHTAKTOB MO KaTeropusm

Mocne Ha3HaYeHWs KOHTaKTaM pa3nuuHbIx Kateropuii Outlook MoxeT oTo6paxaTb KOHTaK[]
Tbl, KOTOPble OTHOCSATCS TO/IbKO K OfHOl KaTteropuu. Takum 06pa3oM, Bbl CMOXeETe BbICTPO Haii [l
T MH(OPMALMI0 O KOHTaKTaX, OTHOCSLLMXCS K AeflaM U JIMYHbIM CBEEHUSIM, UM O CEKPETHBbIX
KOHTaKTax. [ins 0To6paXKeHNs KOHTAKTOB MO KaTeropysiM BbIMOMHUTE CNefyHoLLee.

cOBET

1. Bbibepute kKomaHay Go=Contacts (Ilepexoa = KonTakTht) MV HOKMUTE KOMOM [
Hauyuo knaemw <Ctrl+3>.

Otkpoetcs nanka Contacts (KoHTaKTbl).

2. Bblibepute nepekntovatens By Category (Mo kateropusim) B kateropum Current
View (Tekywee mnpeacrasiesne) WM BblbepuTe KomaHgy Views= Arrange
By=Current View=>By Category (Bua= Ynopsagouure no=Tekyuee npescras[]
nenune=Tlo KaTeropusam).

Outlook 0TO6Pa3UT KOHTAKTbI BCEX YKa3aHHbIX BaMU KaTeropuii (puc. 15.6).

Ecnmn Ha aKkpaHe 0To6paXaeTCs CULIKOM MHOrO KaTeropuii, CBepHWUTE Te U3 HUX, Ko[]
TOpble BaM He HYXHbI, LLENKHYB Ha 3Ha4YKe CO 3HAKOM "MUHYC", KOTOpbIii 0Tobpaxal ]
€TCA CrieBa OT Ha3BaHMWSA KaTeropmmn. UTobbl pa3BepHYTb paHee CBEPHYTYHO KaTeroputo,
LLLeIKHUTE Ha 3Ha4YKe CO 3HaKOM "M/toc”, KOTOpPbIA 0TOGpaXkaeTcs cnesa OT Ha3BaHUS
KaTeropum.

3. Jipamnwl WENKHATE HA KOHTaKTe, MH(OPMaLM0 0 KOTOPOM Bbl XOTWTe npol]
CMOTpeTb.

OTo6pasnTcs AnanoroBoe okHo Contact (KOHTaKT), B KOTOpOM GyfeT oTobpakeHa MHL]
(hopMaumsi 0 BbIBPAHHOM KOHTaKTe.

4. 3aKOH4YMB NPOCMOTP WM pefaKTUpOoBaHME UHOPMaLMN O KOHTAKTe, WIelKHHTe
Ha kHonke Save and Close (CoxpaHHTs N 3aKPbITh).

Ynpabrenue sagarann

UTobbl, 3aHMMasACb MOBCEAHEBHOWN PaboToM, Bbl He YMyCTUAW M3 BUAY Kakoe[mh6o BakHOE U
CpOYHOe Aeno, cosgaiite B Outlook cnncok TekyLmMxX 1 ovepedHbIX 3aj1a4, ¢ KOTOpbIM GyaeTe ceel ]
PSATb CBOM MAaHbl Ha fieHb.
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Puc. 15.6. OT0bpa>KeHWe KOHTAKTOB MO kaimezopusiy

Co3pgaHue crincka Tekywwyx 3aad

UTo6bl CO34aTb CANCOK 3afay, BbIMNOMHUTE CedytoLLee.

1. Bbibepute komaHgy Go=Tasks (Ilepexoa=3anaun) miam HaOKMUTE KOMOGUHALIMIO
knasuw <Ctrl+4>.
Otkpoetcs nanka Tasks (3agaun), nokasaHHas Ha puc. 15.7.

2. Uleaxuunre B TekcToBoM none Click here to add a new task (LLenyok go6asut anel]
MEHT (3apaua)) u BBeAWUTE 3ajauy.

3. LUenkHuTe B TekcToBoM none Due Date (Cpok). Ecnu Bbl He XOTUTE Ha3HayaTb CPOK
BbIMNOJIHEHMA 3afaun, NponycTuTe nm. 3-5.

MosBATCA KHOMKA CO CTPE/IKOM, HanpaB/ieHHOM BHUS.

4. LenkHWTe Ha KHOMKe CO CTPeJikoii, HanpaBNeHHON BHWU3.
OTKpOeTCH KaneHaapsb.

5. LLLenkHnTe Ha HeO6X0AUMOIA faTe, MOC/e Hero HAXXMUTe Knaenwy <Enters.
Outlook oT06pasmT 3agauy.

PepaktpoBaHue 3aaad

Mocne Toro Kak 3afjaya co3faHa, ee MOXXHO OTPefaKTMPOoBaTh, YTOObI MporpavMma oTobpaxkana cre-
MeHb BbINOHEHWSA 3ada4u. UTobbI 0TpeaKTUPOBaTh 3324y, BbIMOMHUTE CrieIyroliee.
1. Bbibepute komaHgy Go=Tasks (Ilepexon=3aga4un) UAM HAOKMUTE KOMBUHALMIO
wnasum <Ctrl+4>,
OTtkpoetca nanka Tasks (3agaum) (cm. puc. 15.7).
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Puc. 15.7. Bbi6op nanku 3agauu B Outlook

2. [OakAbl meJkHHTE HA 3afa4e AN LeSIKHUTE Ha Heli OAMH pa3 U HaXXmuTe KombuHall
uH0 Knasuw <Ctrl+0O>.

OTo6pa3nTcs amanorosoe okHoO Task (3agaya) (pHc. 15.8).

Pue. 15.8. B [nanoroBoM OKHe 3afjaya MOXKHO BBECTWU donoawumensHsie
CBEfEHMS 0 3ajaqe
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3. BBINOJHUTE 0IHO WIW HECKOMBKO W3 CNEAYOWNX AeHCTB I,
« LllenkHute B none Due Date (Cpok) nnu Start Date ([atama4uaiia), yTobbl yKa3aTb
HOBYIO farty.
= LllenkHuTe B none c packpbiBalolmMca cnuckoM Status (CocTosiHWe) 1 YCTaHOBUTE

cTaTyc Baweii 3agauu, Hanpumep In  Progress (BbinonHsetcsi), Completed
(3asepuiena) U Waiting on Someone Else (B oxumanu),
CraTyc 337241 MOMOXET BaM KOHTPO/MPOBATb XOA BbINOMHEHWS 3aM/1aHNPOBaHHbIX paboT
(Mnn HeBbINONHEHWA) 1 60/Ee NPOAYKTUBHO OPraHM30BaTb CBOE BPEMSI.

= B none Priority (BaxkHocTb) BblbepuTe BapmaHT Low (Huskas), Normal (O6biuHas)
unn High (Bbicokas).

HasHaueHWe 3afa4yam MprOPUTETHOCTM MO3BOJIUT BaM OMPefennTb, Kakue 3afadu cregyert
BbIMO/IHWUTL BO YTO 6bl TO HU CTaNO, a KakMe MOXHO MyCTUTb Ha CaMOTEK B HafeXae, YTo
OHW pa3peLuarcs Kak [Hnbyab camm coboii.

= LUlenkHnTe B none ¢ packpbiBatowumcs cnuckom % Complete (Fotoso,%), 4T06bLI
YKa3aTh, HACKO/IbKO 3a/a4a y>Ke BbINoJiHeHa.

= YcTaHoBuTe hnaxkok Reminder (OnoseLLeHVE) U yKaXKUTe gaTy U Bpems, Korga Out]
look fo/mkHa ByaeT HanOMHUTL BaM, YTO nopa Obl MPUCTYNUTL K OYepeHOl 3aaate.

Bocnonb3yiiTecb KHOMKOV NpeaynpexaeHns (Ha KOTopoi 1306pakeH MeradoH), ecnm xo-
TnTe, utobel Outlook HaNnoMHMNAa Bam 0 3afaye KakumM [HMOYAb YCTaHOBIEHHEIM BamMuy 3By [
KOBbIM CUTHAJIOM.

= BseauTe 60nee Nogpo6HOE ONMcaHWe 3ajayn B 60/IbLLOM TEKCTOBOM MOJ/e B HUDKHEN
yacTu Auanorosoro okHa Task (3agaua).

4. UlenkHnTe Ha KHonke Save and Close (CoxpaHUTb 1 3aKpPbITb).

[NepemMeLLeHre  3adaum

O6blyHO Outlook oTo6GpaxkaeT 3aaum Mo Mepe Kx co3daHus. MOCKOMbKY 3TOT MOPSAOK AANEKO
He Bcerga HanGornee athheKTUBEH /15 YNOPSAOUEHNS 3aa4, NOTPaThbTe HEKOTOPOe BpeMsi Ha nepe ]
MeLLeHMe 3a4a4, BEITIOIMHUE CIEIyI0mue JeACTBUS.

1. Bbibepute kKomaHgy Go=Tasks (Ilepexog=3agauu) UM HaXMUTE KOMOGUHALMIO
knasuw <Ctrl+4>.
OTkpoetcs nanka Tasks (3agaun) (cm. puc. 15.7).

2. LllenkHNTe Ha 3agaye, KOTOPYH HEOOXOAMMO NMePeMecTHTb.
HaXXMuTe KHOMKY MbILIKX, NOC/e Yero NepeMecTUTe yKasaTesb.

Outlook 0TOGPa3UT FOPU3OHTASIBHYHO IMHUIO KPACHOTO LIBETA, MOKa3bIBatoLLYIO, KyZa OyaeT
nepemeLLieHa 3a/jaua nocse Toro, Kak Bbl OTMYCTUTE KHOMKY MbILLU.

4. OTNyCcTUTE KHOMKY MbILLN, KaK TO/IbKO 3a1a4a OKaXKETCH B HY>XKHOM MecCTe.

OpraHunsaumna 3agaud

Mocne co3aaHMs HECKOMbKMX 3a[ay y Bac MOTYT BO3HWKHYTb HEKOTOPbIE CNOXHOCTY ¢ onpeae]
NEeHUEM TOro, KaKue 3aaun yxe MpoCPOYeHbl U KTO OTBEYAEeT 3a BbIMOIHEHWE TOW 1AM MHoI 3agal]
un. YTobbl OPraHM30BaTh 334a4n Mo KaTeropusiM, BbIMOMHUTE CeaytoLue AeicTBuS.

1. Buibepute komaHgy Go=Tasks (Ilepexon=3anaun) nam Ha>kKMMTe KOMBUHALMIO
Knasuw <Ctrl+4>,

240 YacTs V. Outlook opraHn3yet Hac



OTtkpoeTtcs nanka Tasks (3agaun) (cMm. puc. 15.7).

2. BblbepuTe HeobxoAuMmblli nepekntoyaTens B KaTeropum Current View (Tekyuiee
npegctasneHune), Hanpumep Overdue Tasks (IMpocpouyeHHble 3agayn) wnm Next
Seven Days (Caexywumime cemb fHeii), nnu BblbepuTe komaHgy View= Arrange
By=Current View (Bua= ¥Ynopsaaounte=Texyuiee NpejcTaBNeHNe), nocne 4ero Bbli[]
6epuTe HeobxoaMMyto Kateroputo, Hanpumep Active Tasks (AKTUBHbIe 3ajaun) unm
By Person Responsible (Mo 0TBETCTBEHHbIM).

Outlook ynopagouunT 3agaum No ykazaHHbIM Kateropuam (puc. 15.9).

ILIPCal SEERTRAT PEwEHT | MRS

O AxTiBree 33334 i
| O Chegysoume ceme ameffl 8~ [ 7717
‘i O Npopir e 3L 3
| O Mo kareropem
| O Hamaverse

O TMo oTBeTCTEEH-EM E 1

O 3mmepwertee swaw [l 11 Ry
| O EBpemgrvias vikana gns

i A s - T i i ]
> I 1 ! | BT uawe ey ke He Haus  Her 0%
O MpocToid CvcoK 3_ mmmnmwa
® Moppofiedi cmcok | || L . t : " e vl

OTeDeTh Of 300494, |8

Pue. 15.9. Outlook no3BoNseT yNopsifouMTh 3aauu Mo kamezopusin

3. [BaXKAbl WEeNKHNUTE Ha 3aa4e, KOTOPYH PEeuIkIIn POCMOTRETE.

Ha skpaHe otobpa3ntcs okHo Task (3agaya), B KoTopom GyayT npeacTasneHbl Bee ceefel |
HWA 0 3aJa4e.

4. LllenkHuTe Ha kKHonke Save and Close (Coxpanuti U 3aKPbITh).

3aBepLLeHvie 3a4a4n

HecMmoTps Ha ecTeCcTBEHHOEe CTpeM/IEHWE OTK/aAbIBaTb [efa Ha MoTOM, MHOrue No4u Bbinon[]
HAKOT NocTaBNeHHbIe nepef coboli 3agaumn. Utobbl ykaszaTb Outlook, UTo noctaBneHHas 3agava yxe
BbINOJ/IHEHA, YCTAHOBUTE (hIXKOK PSAOM ¢ Heil. Outlook ycTaHOBUT (haXOoK, a TakxKe 3aTeHUT 1 3al]
YepKHET 3ajauy.

YnaneHue 3agaun

IMocne BbINOMHEHUS 3a4aui Ber, BEPOSITHO, 3aX0TUTE YAAUTL ee U3 criucka, YyTobbl OHa He 3al]
rpoMOXJana 3KpaH.
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1. Bblbepute komaHay Go=»Tasks ([Tepexon=3agayun) wUM HaXKMUTE KOMOWMHALMIO
knasuw <Ctrl+4>,

OTKpoeTca nanka Tasks (3agaum) (cm. puc. 15.7).
2. [iBaXKAbl WeNKHUTe Ha 3afilave, KOTOPYIO peLluniv NPOCMOTPETD.
OT06pa3nTcs okHO Task (3agaya).

3. Bbibepute komaHgy Edit=Delete ([Ipasxa=¥Yaanute), HOXXMUTe kombunaumo knall

Buw <Ctrl+D> nnn wenkHnte Ha KHonke Delete (YganuTb) naHenu WHCTPYMEHTOB
AnanoroBoro okHa Task (3agava).

Outlook yaanuT BbigeneHHyo 3agayy.
jﬁ"‘%’\ ECNu Bbl XOTUTE BOCCTaHOBWTL 3adady, KOTOPYHO yaanuam no owmxbxe, HakMuTe Komou-

w,/; Hauuio kiaem <Cirl+Z>,
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[naBa 16

OpraHu3yiiTe cBoe paboyee Bpems

B akeoii wabe. ..

" TInaHWpoBaHWe [AENOBbIX MepONpUSTUIA
¥" VI3MeHeHWe MnaHa MeponpusTuii
v BbIBOg MnaHa MeponpusTUiA Ha meyvatb

7- OMHMO OPraHM3aunn coobuienuii 3NeKTPOHHON NOYTbI U CBEAEHWI 0 KOHTaKTax, Mi-
crosoft Outlook TakXe MpekpacHO CNpaBfseTCA C TaKUM 3afjaHUEM, KaK MiiaHHpoBa-
& & e pabouero gHA. Begs yueT BCTPeY Ha KOMMbIOTEPE, Bbl CMOXETE 6biTh YBEpeHHbI [
MU B TOM, YTO HMKOTfa He 3abyfeTe O BCTpeYax, KOTOpble MPOUCXOAAT KaXAbli feHb, O4UH pa3 B
HEenearo, MecL, UAn 04WH pas B rog. (KoHe4Ho Xe, Mpu 3TOM Ball KOMMNbKOTEP AO/MKEH ObiTb NOL]
CTOAAHHO BKJ/TO4EH. )

Tluanupolanue Germpens

Ecnm Bbl He ymeeTe paccumTbiBaTb CBOE paboyee Bpemsl, YaCTO OKa3bIBAeTeECh HACTO/bKO Mepe[]
FPY>XEHHbIMUW BCAKMMMW BCTPEYaMU U MEPONPUATUAMM, YTO He OCTAeTCA CUA U BPeMeHW Ha Hop[]
MafibHYH0 MOBCEAHEBHYIO PaboTy (Y4TO MHOAA He Tak YX U Nnoxo), To YTo6bl U3bexaTb LeNTHOTa,
ncronb3yiite Outlook Ans NnaHMpPoBaHWs CBOMX EN0BbIX BCTPEY TakuM obpazom, 4To6bl Bbl MOT/IN
B /M0G0 MOMEHT OnpeaennTb, Korfa y Bac OyfeT csofoaHoe BPEMA M KaKOe BPEMS YXe 3aHATO
APYTMN MepPONPUATUAMU.

Kak 106aBUTb B MNaH HOBYH BCTPEUY

Outlook no3BonseT NNaHMPOBaTh BCTPeUn Ha bmxaiine gecats gHeld. [ns Toro ytobsl BHe ]
CTW B N/1aH HOBYIO BCTPeYy, 0TKpoliTe Outlook v BbINOAHWTE creaytoLLee.

1. Bbibepute komaHgy Go= Calendar (Ilepeiitn=Kajenaaps) WM HAOXMUTe KoM6UHa [
Um0 Knasuw <Ctrl+2>,

Otkpoetcs nanka Calendar (KaneHgaps).
2. LllenkHuTe Ha AHE B KaneHAape, Ha KOTOpPbIli Bbl XOTUTE HA3HAYUTb BeTpedy.

Outlook BblgennT none, coorsercTByrolEe TekymeMy AHI0. 10Cne Wenyka Ha Apyrom gHe
(Hanpumep, 3aBTpallHeM unu nosasyepaiHeM) Outlook BbigenuT BblGpaHHbINA AeHb CepbiM
LIBETOM, OCTaBUB PaMKy BOKPYT TEKYLLIEr0 AHS.

3. LWenkHute Ha kHonke Day ([eHb) naHenm MHCTPYMEHTOB.

Outlook 0TO6Pa3NT CMMCOK BCTPeY fN1s COOTBETCTBYIOLLETO AHS, NpUYeM BCS MHUS Bpeme ]
HU GyfeT pasfeneHa Ha MHTepBasbl MO nonvaca (puc. 16.1).

4. LlenkHute B nose Appointment (BcTpeya), COOTBETCTBYIOLLEM BPEMEHM, HA KOTOPOe
Bbl XOTUTE Ha3Ha4nTL BCTpeyy, Hanpumep 11:00 nav 15:00.

Outlook BblaenuT BblIGPaHHOE BpeMs.
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Puc. 16.1. TIpocMOTp KaneHgapa B Ouilook

5. BBeguTe KOPOTKOE onucaHue scrped, Hanpusmep [Jenosoi 3aBTpak unv CKyudHbIA
6aHKeT B odumce.

Outlook BbigennT BBELEHHbLIN BamMu TEKCT, MOMECTVB €ro B CHHIOK pamKy.
6. MofBeanTe yKasaTeslb MbIN K HYUXKHEMY Kpato PaMKW BEoxpyr TeMbl BCTPeYn.
Ykasare/b MblLLW NPEBPATUTCA B BYHaNPaBNeHHYH CTPENKY.

7. YpepXuBasi HAXaTol KHOMKY MbIlWW, neperamyre yKasaTelb MbllUW BHU3 A0 NOAS,
COOTBETCTBYIOIET0 NPUGNN3NTENBHOMY BPEMEHU OKOHYAHUSI BCTPEYM.

Mo3gpaensto! Bbl TOMBKO YTO HA3HAUYMAM BCTPeYy ¢ nomoLubio Outlook.

PefakTpoBaHme BCTpeu

Mocne HasHaueHWsl BCTPEUN CBELEHMSI O Hel MOXHO OTPefaKTMPOBATh, YKa3aB MeCTo nposese ]
HWs1, TeMy, TOYHOE BPEMSI Ha4ana U OKOHYaHUs BCTPeUn, a Takxe nonpocnTb Outlook aatk 38yko ]
BOE NpefynpexieHne, ecv Bbl PUCKYETE He MOMacTb Ha BCTpeuy.

UT06bl U3MEHNTb CBEAEHWS O BCTPeYe, BbIMOMHUTE CNeLyHoLLee.

1. Bbibepute komaHgy Go= Calendar (ITepeiitu=Kanennaps) N Haxmute Kom6mHall
Um0 Knasuw <Ctrl+2>.
OtkpoeTca nanka Calendar (KaneHgapb) (cm. puc. 16,1).

2. LLLenkHWTe Ha He B xajenpape, HA KOTOPbI HasHaueHa BCTpeua, CBefeHUs 0 KoTol[]
POiA Bbl XOTUTE USMEHUTD.

3. OTKpOIiTe OKHO BCTPEUMN, BEINOJHNE OfHO U3 CeAYIOLUX AeNCTBUIA.
= [BaX¥pl LLENKHUTE Ha BCTpeYe.
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= LllenkHWTe Ha BCTpeYe N HOXKMNTE KOMOMHaLMIO KnaBnLL<C s+,

= LllenkHnTe Ha BCTpeYe npaBoii KHOMKOM MbILWW W BbIGEPUTE N3 KOHTEKCTHOINO MeHI0 Kol
MaHay Open (OTKpbITb).

OT06pasunTcs guanorosoe okHo Appointment (Bctpeya) (puc. 16.2).

Puc. 16.2. inanorosoe okHo BcTpeya

4. B TekcToBoe none Subject (Tema) BBeauTe WU OTPeAAKTUPYHTe KpaTKOe onucaHue
Banieil BCTpeun.

Hanpumep, lic NMOBOJY MOEro 3amedaHud, cAenaHHOro fABe Hefenu Hasaf,.
5. B TekcToBom nose Location (MecTo) yKa)XmuTe MecTo NpoBELEHNST BCTPEUMN.

Ecnun Bbl yXXe yKasblBa/I 3TO MECTO NMPOBEAEHMUS 415 APYrUX BCTPeY, LUENKHUTE Ha KHOMKe
CO CTPeNKOW, HanpaBieHHON BHN3, N LENKHUTE HA HEOOXOAUMOM 3N1EMEHTE PacKphIBaoile-
rocsl cnucka. dTa BO3MOXHOCTb OYeHb YA06HA, eC/IM Bbl MPOBOAUTE BCE CBOM BCTPeun B 04[]
HOM 13 HECKOJTbKMX OMpefefieHHbIX MeCT.

=]

. 3anonHnuTe nose packpbiBawollerocs cmucka Start Time (Hauano), ykasas B Hem
BPEMSsi, Ha KOTOPOEe HasHa4yeHa BCTpeya.

7. 3anosamuTe NOME packpblBatolerocs cnucka End Time (Kosen), B KOTOPOM YKaXKuTe
BpPeMS OKOHYaHMSA BCTPeYn.

8. Ecnu Bbl xoTuUTe, 4T06LI OUutlook HaNOMHUNa Bam O 3anjaHMpoBaHHOW BCTpeye, ycTal ]
HoBUTe hnadkok Reminder (Onosemienne).

B packpbiBatowemcsi cnncke Reminder (Onoeemiensne) ykaxkute, kKorga Outlook gomkHa
HarMoMHMWTL Bam 0 BCTpeye (Harnpumep, 3a 15 MUHYT nnm 3a 1 yac go Havana). Ecnv Outlook
3anyLeHa Ha BalleM KOMMbIOTEPE, Bbl NOYYMTE HAMOMWHAHME B YKa3aHHOE BPEMSi, HE3ABH-
CUMO OT TOr0, C KaKoli NporpaMmmoti Bbl paboTaeTe B AaHHbIA MOMEHT.

9. IlepeiinuTe K packpbiBatollemycs cnucky Show Time As (B aTo Bpemst) u BblbepuTe
3HaueHusi Free (Csob6ogeH), Tentative (IMog Bonpocom), Busy (3aHaT) unm Out of
Office (Het Ha pa6oTe).
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Ecnn Bbl paboTaeTe B IOKa/IbHOM CETH, TaKUM CrOCOGOM Bbl MOACKAXKETE CBOMM COCTYIHELIAM,
MOXHO /I Bac GECMOKOMTL B TO BPeMS, Ha KOTOpOe HasHadeHa BcTpeda. Tax, 3HaueHue Out of
Office (HeT Ha paboTe) yKaxKeT, YTO Ha Bpemsi, 3ariaHMpOBaHHOE Ut BCTPEUN, Bac He ByaeT Ha
paboyemM MecTe.

10. WlenkHnTe Ha kHomnke Save and Close (CoxpaHUTb M 3aKpbiTb) B BEPXHel 4YacTu
[1anoroBoro oKHa.

Outlook 0TOGpPa3UT Ha 3KpaHe HOBYH 3am/aHMPOBaHHYH) BCTPEYy.

BcTpeuun, 41t KOTOPbIX YCTaHOBNEH (hnaxok Reminder (Onosemenne), 6yayT nomeyeHbl Nkl
TOrpaMMoii C KONOKOMbYMKOM. Korga nogoigeT BpeMsi HaNnoMHWTbL BaM O 3aniaHMpoBaHHOW BCTpe[]
ye, Outlook oTkpoeT okHO Reminder (HanomuHaHue), nokasaHHoe Ha puc. 16.3.

Bbl MoxeTe nonpocuTb Outlook eLte pa3 Moro3Xe HarnoMHUTL BaM O BPeMeHW BCTpeuun. s atoro
YKaXKWTe BPpemsi CrieflytoLLEero HanoMmMHaHms B cnmcke Snooze to be reminded again in (HanoMHuTbL
eLLie pa3 yepes) U LWEMKHNUTE Ha Ha3BaHWM CrIUCKa.

Hmmmm ‘ormu';_wuﬁu NONYWSTH DNOBEUIBHAE VENET! o

& O yac, Ao Hauana ' AN

Puc. 16.3. uanorosoe OKHO HamomuHaHue Hamnom[]
HUT Bam 0 Npubam>Katolemcs BpemMeHn 3annaHupol]
BaHHOI BCTpeun
™ pynkumst Reminder (OroBeLLeHE) paBoTaeT TOMbKO B TOM CIIyuag, eC/ Gbina 3arpykeHa
nporpammMa Outlook. Mo3atomy, ecnn Bbl XOTUTE 6bITb YBEPEHHBLIM B TOM, YTO Monyumte Hall
NMOMMHaHWe O 3an/laHUPOBaHHOM BCTpeye, ybeauTech, YTO Bbl He Bbin 13 Outlook (4To6bI
nporpaMma He 3arpoMOXkasia 9KpaH BalLero KOMrMbTepa, CBepHUTE ee). Ecim Bbl 3akpoeTe
Outlook, To nporpamma He CMOXET HarMOMHUTL BaM O MPUBVKAIOLLEIACS BCTpeue.

OO6LLas KapTHa BCTpey

YT106bI NOMOYL opraHm3oBatb BaM XW3Hb, Outlook npepnaraet NATb crnoco6os 0TO6pa)KeHVIF|
CBEAEHMVI 0 Ha3dHa4Ye€HHbIX BCTPeEYax.

¥" Day ([eHb). B 9TOM pexume 0TO6PaKaeTcst MHGOPMaLIMA O BCTpeuax, 3am/aHUpoBaHHbIX
Ha OAWH AeHb (CM. puc. 16.1), UTo NO3BOJISET YBUAETL, KaKMe BCTPEYUM Bbl Y)KE MPOMYCTUMN.

v~ Work Week (Pa6ouas Hefens). B atoMm pexkume oTobpaxaetcs MHgopmauus o scTped
yax, 3ar/jaHMpOBaHHbLIX Ha BCE AHW OfHOW Hefenu, 3a MCKIYeHMeM cyb60Tbl 1 Bockpe[]
ceHbs (puc. 16.4).

Week (Hegensi). B 3aToM pexumMe 0TO6paxaeTcsi MHGopMaumsa O BCTpeyax, 3aniaHmpol ]
[ BaHHbIX Ha BCe HW OfHOW Hepenn (puc. 16.5).
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Puc. 16.5. MpocMoTp MHopMaumm 0 BCTpeyax B pexkume npocmoTpa Hegens
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¥ Month (Mecsw). B aTom pexxume oTobpaxaeTcsa MH{OpMauus 0 BCTpeyax, 3annaHupol]
BaHHbIX Ha OAVH Ka/ieHAapHbI Mecal (puc. 16.6).

Boaro SnameHTOos! 4 :
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Puc. 16.6. NpocMOTp MHopMaLuu 0 BCTpeyax B pedkuMe npocmMoTpa Mecsy

N5 NepeKtoYeHNs PEXXMMOB MPOCMOTPA MH(OPMALLMK O BCTPeYax BbIMOMHUTE CedytoLLee.

1. Bblbepute komaHgy Go=Calendar (Ilepeitrn= Kaneuaaps) nnn waxsvure KoMouHal ]
umo Knasuw <Ctrl+2>.

Otkpoetca nanka Calendar (KaleHgapb) (cm. puc. 16.1).

2. LLLenKHNTe Ha 0fHOI M3 cneayroWmuX KHONOK naHenn MHCTpymeHTos Outlook.

Today (Cerogts). OTo6paKatoTcs BCe BCTPEUM, 3arjaHMpPOBaHHbIe HATEKY1LHI [IEHb.

Day ([eHb). OTOGpaxaroTcs BCe BCTPEYU, 3anjaHWpPOBaHHbIE Ha A€Hb, BblfeNeHHbI B
KaneHzape.

Work Week (Pa6ouasi Hefens). OTob6pakatoTcsl Bce BCTpeYM, 3anjaHUpoBaHHbIe Ha pal]
60u4yH0 Hefento, K KOTOPOi OTHOCUTCS igHb, BbIENEHHBI B KaneHaape.

Week (Hegensi). OTobpaxkatoTcs BCce BCTPeyn, 3anaHUPOBaHHbIE Ha HeAento, K KOTOpoW
OTHOCUTCS ieHb, BblieNIeHHbIV B KaneHaape.

Month (Mecsil). OTOBPaXatoTCs BCE BCTPEtH, 3an1aHWPOBaHHbIE HAMECHL, BblAeNeHHbIN
B Ka/ieHaape.

3meHeHre nnaHa BCTPEY

HecMmoTpsi Ha Bce Baly CTapaHWsi MpW COCTaB/IEHMM MaHa BCTPeY, BaM MOXeT MoTpe6oBaThest
nepeHecTV UM OTMEHWUTL Ty MW MHYIO BCTpedy. NS TOro 4Tobbl M3MEHMTL MNaH BCTpeY, Bbinos ]
HUTe CriedytoLume AencTeus.
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1. Bblbepute komaHgy Go=Calendar ([lepeiitu= Kajenuaps) UM HOKMUTE KOMBUHA[]
uuto knasuw <Ctrl+2>.

Ortkpoetca nanka Calendar (KaneHgapb) (cM. puc. 16.1).
LLLenkH/Te Ha BCTpeye, KOTOPYIO Bbl XOTUTE U3MEHUTD.

Haxmute kombuHauuno knapuw <Ctrl+0> nnn neamier weaxnuTe Ha BCTpede, ceel ]
[eHNA 0 KOTOPOW Bbl XOTUTE HIMEHHTE.

OT06pasuTtca fmanorosoe okHO Appointment (BcTpeua) (cm. puc. 16.2).
4. BHecuTe cson N3MEHEHUSA B NaH BCTpeY.

Hanpumep, nepeiignte Kk nonto Start Time (Havano) nan End Time (KoHew) 1 BBeguTe Hol[]
BOE BpeMs Hayana Uiy OKOHYaHWsA BCTPeuu.

5. LlenkHuTe Ha KHornKe Save and Close (CoxpaHuTb U 3aKPbITh).

YaaneHne BCTpey

B Tom cniyyae, ecnu KakvelTd BCTPeun yxe NpoLuav Unm OTMEHEHBbI, yaanuTe Ux 13 nnaHa, ytol]
6bl 0CBOGOAWTL MECTO AN APYrUX BCTped. s TOro 4tobbl yaanuTb BCTpeuy, BbIMOAHMTE cnel]
Jylowue aencTems.

1. Bribepure komaHgy Go=Calendar (Ilepeiitn= Kangennaps) Wi HaXMUTe KOM6uHa [l
unio kaapum <Ctrl+2>.
Otkpoetcs nanka Calendar (KaneHgapb) (cm. puc. 16.1).

2. LWenkHUTe Ha BCTpeye, KOTOPYIO Bbl XOTUTE YAANUTD.
Outlook BbIgennT BbIGPaHHYIO BaMn BCTpeYy.

3. Bblbepute kKomaHgy Edit=Delete (IIpasxa= ¥Yaanuts), HOKMUTE xomGuaanuo Knall
BuW <Cirl+D> nnn wenkHute Ha kHonke Delete (YpanuTb) naHenn NMHCTPYMEHTOB
Outlook.

¢O8E Ecnw Bbl N0 OLWIMGKe yAanuamn He Ty BCTPeUy, HOXMUTE KOMOMHaL M0 Knapuw <Cirl+7>,
4T06bI MCNPaBUTL OLLMOKY.

OnpefeneHie NMOBTOPSIOLLMIXCS BCTPpeY

BbIBalOT BCTpeun, KOTOPble PerynsipHo MOBTOPSIOTCS KaxAbli [eHb, Hefento, Mecsl, WAu rog
(Hanpumep, MOCETUTL PECTOPaH BMECTE C LIE(OM KaX/blii NepBbli NMOHeAebHUK MecsLa, 3a6exarb
Ha MjaHepKy KaXoe yTpo UM Kaxaylo NATHULY yXOAWTb C paboTbl MopaHblue). BMecTo Toro uto[]
Obl BHOCWTb B paboumid MnaH 3TU PerynsipHble MeponpusiTUSt CHOBA M cHOBA, CAENaiiTe 370 TOMbKO
OfWH pa3 1 YKaxuTe, C Kakoil NepuoanyHOCTbio 3To noBTopsieTcs. OCHOBLIBasACh Ha Ballmx ycTall
HoBKax, Outlook aBTOMAaTUYeCKM paccumTaeT JaTy OuYepefHOI BCTPeUM, eciiv Bbl CMELMAbHO He
BHECETE B N/1aH CBOM U3MEHEHNS.

[naHnMpoBaHKe NOBTOPAIOLLMXCA BCTPeY
[Ns1 Toro YToGbl BHECTW B NaH noBTOpsrOLMEcs BCTPEUM, BbINOHUTE CefyOLLMe AeACTBUS.

1. Bbi6epute komaHgy Go=Calendar (Ilepeiitn= Kanewiaps) nin HOKMUTE KoM6UHa [l
uumo Knaesuw <Ctrl+2>.

Otkpoetca narnka Calendar (KaneHgaps) (cm. puc. 16.1).
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2. Bbléepute kKoMaHay Actions=New Recuring Appointment {/eitctaua=Cozgats

NOBTOPAWLIYOCH BCTPEYy).
OT06pasnTCs AnanoroBoe okHo Appointment Recurrence (MoBTopeHwe BcTpeun) (puc. 16.7).
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Puc. 16.7. BHeceHVe B NnaH NoBTopsAtoLLelics BCTpeun ¢ nomo]
LU0 [MaNnoroBoro OKHa [1oBTOpeHne BCTPeyn

3. B rpynme Appointment time (Bpems BCTpeun) LenkHuTe B none Start (Hauano)

1 BblBEpPUTE M3 PacKpPbIBAIOLLErOCs CMMCKA BPEMS Havana MoBTOPSOLLEelicst BCTpeuu.
MO0>XHO BBECT B M0/1e HA4A/0 BPEMS Hauanau ¢ KnaBmartypbl, Hanpuvep 8 : 14

4. LWenkHute B none End (KoHew) v BbibepuTe BpeMs OKOHYaHWUSA MOBTOPSOLLMXCSA BCTPeY.

5. LWenkHute B none Duration (JNMTeNbHOCTL) W BBeAUTE MPOAO/IKUTENIBHOCTL BCTPEY.

6. YcTaHOBWTe Heo6XoAUMBbIA  Mepeknouatens B rpynne  Recurrence  Pattern

(MosTopAaTtk): Daily (ExenHeBHO), Weekly (ExeHegenbHo), Monthly (ExxemecsauHo)
unu Yearly (ExerogHo). Takxe MOXHO yKasaTb Onpeje/ieHHbIA AeHb Heaenu.

7. B rpynne Range of recurrence (Mpegenbl NoBTOpeHWA) nepeiianTte K nonto Start

(Hayano) v BbibepuTe AaTy, C KOTOPOIi 6yayT NOBTOPATLCA BaLLM BCTPEYM.

8. YcTaHOBMTe HeobxoauMbIA MepeknodaTens B rpynne Range of recurrence

(Mpegenbl NOBTOPeHUs), YTOOLI ONpeAennTb, O KaKOro BPeMeHW 3TU BCTpeun OyayT
MOBTOPSATLCS.

Bbl MOXeTe yKa3aTb, CKONbKO pa3 byayT NnoBTopATbCA 3T BCTpeun (End after (3aBepumnTb
nocne)), onpesennTb HEKOTOPYH0 KoHeuHyto aaty (End by ([arta okonvanus)) unn He Bso[]
AWTb HUKakux orpaHuyeHunii (No end date (HeT KOHeUHOM fater)).

9. LWenkHuTe Ha KHonke OK.

OTO6pa3nTCA AManoroBoe 0KHO Appointment (BcTpeya), B KOTOPOM Bbl CMOXeTe cAenatb
YCTaHOBKU, TUNNYHbIENPUNIAHMPOBAHUN/TIOOLIXBCTPEY.

10. BBeauTe KpaTkoe oOnucaHuWe MNNaHUpPyembiX BCTped B none Subject (Tema)

(nanpumep, MNopaHbLLE YIATN C paBows),

1. YKaxuTe MeCTO NpoBefeHMA BCTpedy B none Location (Mecto).

12. YctaHoBuTe hnaxxok Reminder (OnoseweHwue), ecnu xotute, 4tobbl Outlook wamonm-

HWNa Bam 06 o4epefHON BCTpeye AManorosbiM OKHOM Reminder (HanoMmuHaHume).
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13. lMepeignTe K packpbiBatowemycs cnucky Show Time As (B 3To Bpemsi) 1 BbiGepute
3Ha4veHne Free (CBobopeH), Tentative (IMog Bonpocom), Busy (3aHAT) unn Out of
Office (Het Ha pa6oTe).

Bonee nogpobHO 06 3TMX MapameTpax CM. B pa3fene "PefakTnpoBaHume BCTpey".
14. UlenkHuTe Ha KHonke Save and Close (CoxpaHuTb U 3aKpbITh).

Outlook 0T06pa3vT HOBble BCTPEUM B OKHe mporpammbl puc. 16.8. Ha To, 4TO AaHHble
BCTPeYM NOBTOPAIOTCS, YKa3blBalOT KPYroBble CTPENKW Mepesl TeMOl BCTPeUM.

Pt 200 1
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Puc. 16.8. Moemopsarowasca BCTPeYa, noKasaHHas B pexkume [leHb

cOSEr Bbl MOXeTe NpeBpaTWTL NH0OYH0 BCTPeYy B NMOBTOPSAIOLLYHOCS, ABaXK/b! LIEIKHYE Ha HeM,
nocre Yero LWenKHyB Ha KHornke Recurrence (oBTopeHue).

Peﬂ,aKTI/I [pOBaHME NOBTOPAIOLLNXCA BCTPEY
[nsi Toro 4to6bl N3MEHUTL NOBTOPSIOLLLYHOCS BCTPeYy, BbIMOHUTE CneaytoLue feACTBUIS.
1. BbibepuTe komaHgy Go=Calendar (Ilepeiitn=Kanenaaps) M HaXXMuTe KOMOMHa [l
uHw Knasuw <Ctrl+2>.
OTtkpoeTcs nanka Calendar (KaneHgaps) (cm. puc. 16.1).

2. Jisamabl WENKHUTE Ha MOBTOpsIOLeiics BCTpeYe, KOTOPYIO Bbl XOTUTE M3MEHUTb, Hal[ ]
XMUTe KoM6uHaumio knasuw <Ctrl+0> unu wenkHUTe Ha 3Ha4YKe BCTpeun NpaBoi
KHOMKO MbILWW U BbIGEPUTE U3 KOHTEKCTHOTO MeHI0 KomaHgy Open (OTKpbITh).

Otobpasutes gnanorosoe okHo Open Recurring Item (OTKpbITb MOBTOPSIOLLMIACS SIEMEHT).
3. LLenkHuTe Ha OfAHOM W3 BapnaHTOB.
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= Open This Occurrence (OTKpbITb KONWt). 15 pefakTMpoBaHUS OAHOW KOHKPETHOW
BCTpeun (Hanpumep, TOMbKO TOW U3 MOBTOPSIOLLMXCA BCTPEY, KOTOPas A0/MKHa COCTOSATbCS
18 oKTA6pA).

= Open the Series (OTKpbITb BeCb pad). [NA pefaKTMPOBaHUA BCEX NOBTOPMIOMIMXCH
BCTpey (Hanpumep, BCex BCTPeY Mof 3aronoBkoM llopaHbliue yWTWM C paboThl).

Outlook oTkpoeT avanoroBoe OkKHO Appointment Recurrence (IoBTOpeHWEe BCTpeun)
(cm. puc. 16.7),

4. BHecuTe ntobble mameHenys B NnapameTpbl NOBTOPSOLLENCA BCTpeun (Hanpvmep,
BpEMSI Hayana u OKOHYaHWUs UNN UCXOLHAs AaTa MeponpuaTus), a 3aTem mieIKHHTE Ha
kHonke Save and Close (CoxpaHUTb 1 3aKpbITb).

Bbog nianatfcrfit&iva newasie

Ecnu Bbl He nNiaHMpyeTe TopyaTb Y KOMMbOTEPA KPYI/biA AeHb, BaM noTpebyercsa pacnel]
yaTaTb Bawl pabouynin nnaH BCTpedy, 4TOGLI BCErga MMETb ero Mo PyKoW uau pasgatb Ballnm
COTPYAHMKAM 1 BNIN3KMM.

MpenBapuTenbHbIA MPOCMOTP NiaHa BCTPeY

Mpexae yem notpatuTb Gymary n y6eautbca B ToM, 4T0 Outlook He HameuyaTana csefjeHUs
0 BaXHOW BCTpeye, BOCMOMb3yiiTeCb (PyHKUMEl npesBapuTenbHOrO MpocmoTpa. [ns 3toro
BbINOMHUTE ChegyloLive felicTBuS.

1. Bbibepute komaHgy Go= Calendar (MepeliTn=Kanenaaps) UNn HaxXxmMmTe KombuHa ]
umo kKnaemw <Ctri+2:,
OtkpoeTtcs nanka Calendar (KaneHzapsb) (cm. puc. 16.1).

2. BblbepuTte komaHgy File=Print Preview (@aiin= [Ipexsapurensusiii NpOCMOTP).
Outlook otobpa3nT nnaH BcTpedy (puc. 16.9).

3. LLenkHnTe Ha kHonke Print (IleuaTs), 4yTO6bl OTNPaBUTL MAaH BCTPeY Ha neyatb,
nnn Ha KHonke Close (3aKkpbiTb), YTOObI 3aKPbITb 0KHO JIpeARapHTeILHoro Npo ]
cMmoTpa.

Ecnmn Bbl wenkHeTe Ha KHonke Print (MeyaTb), Ha 3KpaHe 0TOGpPa3UTCA AManoroBoe OKHO
Print (Meyvatb), 06 NCMOB30BaHNN KOTOPOrO PaccKasbIBAETCS HIKE.

[NeyaTb niaHa BCTpey

[ina Toro utobbl pacneyatatb NnaH BCTPEY, BbIMOMHUTE CEAyHOLLee.

1. Bbl6epute komaHgy Go= Calendar (Ilepeiitn=Kanenaaps) UM HOKMUTE KOMGUHA L]
umo knaesuw <:Ctrl+2>.
OTkpoeTtcs nanka Calendar (KaneHgapb) (cMm. puc. 16.1).

2. BbINOMHWTE OHO U3 CNeAyroLWmMX eicTBHii.
= BblbepuTte KoMaHayFile=Print (Palir [Tedars).
= Haxmute KOMOMHaumo kKnasnw<Crrl+P>,
< LlenkHWTe Ha KHOMKe [MNeyaTtb CTaHAAPTHOM NaHen UHCTPYMEHTOB.
OTKpoeTCA AnManorosoe okHO Print (Mevatb) (puc. 16.10).

252 YacTb V. Outlook opraHusyet Hac



Puc. /6.9. KomaHga [lpeaBapuTeNbHbIi MPOCMOTP MO3BONSET oyexiint BHEWHWA BUf NnaHa
BCTPeY nepes, ero BbIBOAOM Ha MevaTb

Pue. 16.10. Juarozosoe OKHO MNevaTb

Ecnu Bbl WenkHeTe Ha kHonke Print (MevaTtb) cTaH4apTHOWM NaHenM WHCTPYMEHTOB, TO
Outlook HemeaneHHO MPUCTYNWT K MeyaTy niaHa BCTpeu.
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3. BbibepuTte cTunb 13 cnucka Print style (Ctunb nevatun), Hanpumep Weekly Style
(E>xxeHepensHuK) nnn Monthly Style (ExxemecsiYHUK).

[JaHHbIli napameTp onpefenseT, B KakoMm Bufe GyaeT pacreyaTaH Ball NiaH BCTpeY —
KaK pacropsigoK AHs, naaH Ha HeZento Uam Ha Mecsil,

4. Ecnu Bbl BHayane xotute 6pocuTb B3rNAf4 Ha T0, KaK OyfeT eniraaaers Baw naaH
Ha bymare, LWenKHMTe Ha KHonke Preview (MpocmoTp).

4 Mocne BbIMOMHEHWS M. 4 Bbl MOXETe wienkHyT: Ha KHOMke Page Setup (MapameTpsl

CTpaHuupbl), BblbpaTh BKnagky Paper (bymara) u B none Size (Pa3mep) onpeaenutb
pasmveLleHne naaHa BCTped Ha Oymare. Bbl MOXeTe yCcTaHOBWTL 3HauyeHus Day[Tlimer
page (1/2 nucrta 6powwtopsl), Day-Ruuner page (1/4 nncta 6powtopbl) uam Franklin
Day Planner page (1/8 nmcTa 6poLutopbl).

5. UTo6bl HayaTb NeyaTb, WeNKHUTe Ha knonke Print (Mevats).
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B smou

IMepcoHa/bHbIA KOMMbLIOTEP — 3TO UAeaNbHbIA UHCTPYMEHT, MO3BOMSIOLLNIA BRO-
. AUTb 1 COXPaHSTb Camyto pa3HO06pasHyto MH(hopMaLMto B Gasax gaHusix. [oaToMy |
| HeyAMBUTENBHO, YTO B MpodieccroHanbHbIv srimyck Microsoft Office 2003 Bowuna |
* cneyuasbHas nporpamMma A/ist paboTbl ¢ 6a3amu fiaHHbIX — Microsoft Access, |
i [ns Tex, KTO NOOUT 6N1eCHYTb KOMMBIOTEPHBIMN TepMHHAME, MOXHO [06aBUTb, |

yto AcCCess — 3TO perayuonnas Gaia [aHHbIX. TeM, KTO fJafileK OT creuuaiLHOkH
| TEPMUHOJIONMM, AOCTATOUHO 3HATH, UTO ACCESS MO3BOJISET COXPaHSThL AaHHbIe pas[l
| IMYHBIMU criocobamu.
{1 :[aHHas 4YacTb MO3BO/MT BaM Gr/raneTh 6a30BbIMU MpUeMamu PaboTbl C Access.
| ppounTaB 3Ty uacTb, Bbl MOYyBCTBYeTe CeGsl HACTO/ILKO yBepeHHO B paboTe C
- Access, 4TO N1A BaC He COCTaBUT TPy/a CMpOEKTMPOBaTb 6asy laHHbIX, B KOTOPYIO |
| TIErKO M MPOCTO 3aHOCUTb AaHHbIE O KIMEHTAX W CBEMHE DEUENTEL



[nasa 17/

/crnonb3oBaHne 6a3bl AaHHbIX

B smoi sualbe . . .

OcHOBbI 633 JlaHHbIX

s

BBog faHHbIX

f\

MpocMoTp faHHbIX

SCMOTPA Ha BCe YAO6CTBA M BO3MOXHOCTW, MpPefoCTaB/seMble KOMMbIOTEPOM, MHOrune

MIOAW [0 CUX MOP UCMONb3YIOT ANA XPaHeHWs UHOPMaLM KapTOUYKN WAN IUCTbI Bymari,

cobpaHHble B Manky. XOoTst MHOrAa 310 6blBaeT M yao6HO, HO B GOMLLUMHCTBE ClyyaeB pall
60Ta ¢ 6yMaXHbIMU apxyMBaMu NPOCTO yacHa. MNpeactasbTe cebe, CKObKO BPEMEHMW BaM MPUAETCA
3aTpaTUTh Ha TO, YTOBLI OTOOpaTh M3 apxmBa OpraHu3auMu faHHble ¢ UMeHaMu U TeneoHHbIMU
HOMepaMW K/IMEHTOB, KOTOpble MPOXMBalT B HoBropoge n npuobpeny y Bac 3a NocnefHue LUECTb
MecsILieB TOBapOB Ha cymMy 6osbLie 5000000 py6neii.

BMmecTo TOro 4tobbl monaraTbCA Ha CBOK MamsTb W PynOHbI Gymarn, MCMO/b3yiiTe BO3MOXHO [
cTn Access 411 OpraHu3auny Mones3Hom MHgopmaumn. Access He TONbKO COXpaHWT Bally WHop[]
MaL M, HO TaKXXe MO3BONIUT BaM COPTMPOBaTb ee, 06pabaTbiBaTb M aHAIM3MPOBATb B COOTBETCTBUM
C OYepesHbIMU TEHAEHLUMAMN MW MO K/KYEBLIM [aHHbIM B Bauinx 3anncaX (Tak Bbl CMOXeTe ornpe[]
[enuThb, KOrfa Ballla KOMMNaHus nepectana nonayyartb npuieiis, U BospemMs YBOUTLCA). Yem MONHee
Bbl BnafieeTe MHQoOpMaLmen, TeM yBepeHHee OyfeTe cebs 4yBCTBOBaTb MPMW OBLEHUM C KOHKYpeH []
TaMu, COTPYAHMKaMM W MPOBEPAIOLLMMU, KOTOPbIE XY)XXe Pa3brparoTcs B BOMPOCax KOMMbIOTEPHON
TEXHUKMN Y MH(OPMATUKM.

oo CoxpaHaTb UHGopMaLMo 06 MMeHax 1 aapecax ropasfo Mnpolle ¢ nomolbto Outlook, uem
¢ nomotpto Access. (MoapobHy MHGopMaumio 06 Mcrnonb3oBaHUM Outlook MOXHO Haii [
TV B NpefpigyLleid Yacti.) Ecnm e Bam Heo6Xx0aMMO XpaHUTb MHopMaLmio 6onee cnox ]
HOTO xapaxTepa, HarmpuMep CBeJeHNs O BKNafax KIMEHTOB, MCMOMb3yiTe AcCess.

basa gannex 707

XoTsl HOBOMO[HbI TEPMUH MporpamMMupyemast persyuonsas 6a3a JaHHbX MOXET 3BydaTb Hell
CKOMbKO Ityratomie (M 6eccMbICNeHH0), Ho Access 2003 UMEHHO Takoea, T.e. MPeACTaBaseT coboi
3N1eKTPOHHBIN LWKad, B KOTOPbIA Bbl MOXETe CBa/MBaTb BCH MHGOPMALMIO M [JOCTaBaTb ee OTTyda
no mepe HafobHoCcTM. Ho npexge yem Bbl 3abpocuTe yTol[Td B Access, BaM CfiefyeT yKasaTb npol]
rpammMe, MH(OPMALMIO Kakoro TWMa Bbl cOBUpaeTech XpaHWTb. OO6bIYHbLIA (haiin 6a3bl AaHHbIX Acl]
Cess COCTOUT U3 CMeLyHOLLMX 3/1EMEHTOB.

{ ¥ OpHO WAM HECKONbKO MOMeii. B noze XPaHMTCA HEKOTOpas CMbICioBas camunua faH[]
HbIX, HarpUMep UMs UIX HOMep TenedoHa.

v OfHa WM HECKOMbKO 3anuceid. 3anncb COAEPXUT CBs3aHHble MOAMs, Hampumep UMms col]
| Tpyamuka, ero agpec, Homep TenedioHa ¥ UAEHTUPUKALMOHHBIA HOMEP.



<

OfHa MM Heckonbko Tafamni 6asbl AaHHbIX. OfHa UM HECKONbKO 3anuceli hopMupyroT
Tabnuuy 6a3bl JaHHbIX. HanpyMep, ofHa Tabnmua COAepXXMT MMeHa U agpeca KIMEHTOB, a B
Jpyroii Tabnunue XxpaHATCs AaHHble 060 BCeX TOBapax Ha CKaje Balleli opraHn3aumn.

OfHa 1an HeCKOoNbKo dhopm. C nomeuso (hopMbl CBA3aHHAs MHGOPMaUUsa BbIBOAUTCS
Ha 3KpaH. Hanpumep, hopma MOXET CoAepXaTb JaHHble OfHOW 3anucu: UM, agpec U Hol]
Mep TenegoHa.

<

A LA, RIS T g
N

OAMH NN HECKONbKO OTYETOB. B 0TueTe cofepxatcs faHHble, NpeAHa3HavyeHHble Ans
i 0TO6paXKEHWS Ha 3KpaHe UKW AN nedat, NPeAcTaBleHHble O4HVMM W3 CTaHAapTHbIX cnol]
co60B. (Harpvmep, MOXHO BbIBECTW Ha MeyaTb OTYET, B KOTOPOM 6yayT MpefcTaB/ieHbl
CBEefleHUs1 0 BCEX COTPYAHMKax, monydarowmx 6onbwe 5000000 py6neii B rog.) OTueThbl
NO3BONAIOT XPaHWTL AaHHbIE B 6ase AaHHbIX B Hambonee yao6Hol hopme.

Ha camom npoctom ypoBHe ACCEesSS MOXHO WCMO/b30BaTb ANA XpaHeHUs [aHHbIX, TakKUX Kak
UMeHa Apy3el, 1x agpeca, HOMepa MOBUIbHbIX TeNe)OHOB, a TaKXe AHU POXAEHUS.

Ha 6onee BbICOKOM YPOBHe Bbl CMOXKETe CO3faBaTb C MOMOLLbIO Access HebonbLuve nporpam ]
Mbl, NMO3BOMSAIOLLME pellaTb OnpejeneHHbIe 3a4ayn, HanprvMep BeCTU yyeT MHBeHTapsa unu cosgall
BaTb CMMCKW PAcCbIIKM Ha OCHOBe Orpefe/leHHbIX KpUTepueB.

B HacTofLLel KHUre Mbl 6yAemM FOBOPUTb TOMbKO O MPOCTelilleM BapuaHTe Mcnonb3oBaHms Acl]
cess Anst XpaHeHUs LaHHbIX U UX U3BNEYEHUS B Cyyae HeobxoammocTu. Ecnm Bbl pewumnm nonay[]
YNTb JOMOMHUTENbHbIE CBEAEHMS O pa3paboTke 6a3 AaHHbLIX, MpuobpeTuTe KHUry Access 2003 gns
"yaitHmkoB " MpkoHa Kay(ensna, BbINYLIEHHYH U3gatenscTBoM "Auanektmka".

Co3faHie HoBoro haiina 6asbl faHHbIX

MpeacTaBbTe cebe Gasy AaHHbIX B BUAE 3NEKTPOHHOrO WKada Ans XxpaHeHUs uHgopmauun 3all
[aHHOro TUMa, HanpuUMep O Hanorax WU NpuGbLIIM. Access NPeanoXuT Bam fABa crnocoba co3faHus
HOBOW 6a3bl 4aHHbIX.

E v Bbl MOXeTe co34aBaTb 6a3y AaHHbIX C HyAs, BPy4YHYtO 3afaTb Nons (Hanpumep, Ums, HOL ]
Mep TenedpoHa, HOMeP OTAena, Jata POXAEHWS W T.4.), 3aTemM ONucaTb TUMN JaHHLIX, KOTOpble
OYAYT XPaHUTLCS B KXKAOM U3 3TUX MONENA.

v Bbl MOXeTe Mcrnosb3oBaTb MacTtep Database Wizard (MacTep 6a3 gaHHbIX), Bxogs [l
Wnii B Access, YTO MO3BOAWNT 3HAUYMTENIBHO YCKOPWUTL MPOLIECC CO34aHUs 6asbl AaHHbIX.
Mpy co3paHuM 6a3bl JaHHbIX C MOMOLLBIO MacTepa Access €0o34aeT Ans 6asbl JaHHbIX cnel]
UnanbHOE OKHO, KOTOPOEe Ha3bIBAaeTCS [NaBHOW KHOMOYHOM hopmoii. OKHO Main
Switchboard (FnaBHas KHomouyHas opmMa) npeanaraeT CAWCOK [eACTBUIA, KOTOpbIe
MOXHO BbINOMHATL NpW paboTe ¢ faHHbIMK, 6narofaps yeMy Bam He npugeTcs camocTos ]
TenbHO paboTath ¢ hopmamy 1 TabamLamu.

P ——— T

o

T

oo B Go/bLIMHCTBE CNyyaeB MacTep 6a3 AaHHbIX ACCess MO3BO/ISET MPOCTEALINM U CaMbIM

YAOGHBLIM CMOCOGOM €O34aTh HOBYHO 6a3y AaHHbIX. Kpome Toro, npu xenaHuu Bbl Bcel[ ]
raa CMoXeTe U3MeHUTb 6a3y laHHbIX. BOT NoueMy B 3TOM KHUre 5 0CTaHOB/IHOCL Ha o3 []
JaHnK 6a3 JaHHbIX C MOMOLLbI0 MacTepa 6a3 AaHHbIX, a Pa3paboTKy HOBOW Gasbl AaHHbIX

C HY/s OCTaBMM A/151 TeX, Y KOFO C/IMLIKOM MHOFO CBO60AHOIO BPEMEHM.

[ns Toro uToGbl €O3aaTh (haiin 6asbl AaHHbLIX, UCMOMb3ys MacTep 6a3 JaHHbIX, BbIMOJHUTE cnel]
JytoLLiee.

1. Bbibepute komaHay File=New (@aiia= Cozgats).

MosieuTcs 06/acTb 3aaa4 New File (CosgaHue thaiing), nokasaHHas Ha puc. 17.1. O6nacTs 3agau
NpeaocTas/seT BO3MOXHOCTL CO3aTb HOBYH 6asy AaHHbIX WM OTKPbITb YXKe CYLLECTBYHOLLYHO.
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2l rveran crpaala gorym K asHet
Bl neosr: ¢ vesouurac g
a MPOekT ¢ HoBLMM AaHHbIA. [

6] s semciercen duiina,

LLia6noHy

- Mvoca camg
-1 I e '“_Hﬂnt-.w_-?
b LUisfincssd Ha vene Offce Onlne
ﬁHannaﬂ ramroioreps...

Puc. 17.1. O6nacTb 3agay Coadanue challna no3sonseT CO3AaTb 6asy AaHHbIX C HyNs
WK Ha OCHOBE LLAbnoHa

"™ |llenkHyB Ha ccbinke Templates on Office Online (LUa6noHsl Ha yane Office

d Online) B KaTeropun Templates (LLIa6noHbI), Bbl CMOXETE 3arpy3unTb AONOMHUTENbHbIE
wabnoHbl ¢ Web [yBna komnaHuu Microsoft.

2. lenkHnTe Ha ccbiike On my computer (Ha mMoeM KomnbioTepe) B KaTeropuu
Templates (LL1a610HbI).

OtobpasuTcs guanorosoe okHo Templates (LLIa6noHbI).
3. Mepeiigute na Bknagky Databases (Basbl 4aHHbIX).
Access 0T00pasuT Lienblil pag CTaHAapTHBIX BapMaHTOB 6a3 gaHHbIX (puc 17.2).

MeporgisTiag

L.

Facanne |

Korarine

Badigeume sz

Puc. 77.2. Bbibop BCTPOEHHbIX LWAGNOHOB 623 AaHHbIX
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4. LLLeNKHMTE Ha Tiie 6a3bl AaHnbIX, KOTOPbIA BaM moxxoamT, U WENKHUTE Ha KHorke OK.

Ilpumeuanue. B 3aeuciMocTH OT BbIGPaHHOIO BamMy TUMa 6a3bl aHHbIX Access MOXeT 0To[]
6pasnTb OKHa, HEMHOI0 OTIHYAOLIMECS OT NPUBEAEHHbIX HA PUCYHKax. B HacTosiweli rnase
nokasaHbl NpYMepbl co3aaHUs 6asbl faHHbIX Contact Management (KonTakTer).

OTo6pa3untcs gnanoroBoe okHo File New Database (®aiin HOBoOI 6a3bl AaHHbIX).

BBeanTe ums Ballein 6a3bl gaHHbIX B none File name (Vmsa aiina) v WenkHUTe Ha
kHonke Create (Co3gath).

EC/M Bbl XOTUTE ONpeAenvTh Ans 6asbl JaHHbIX 0COBYIO Nanky, BbiGepuTe ee B nojie Save
In (Manka).

OT06pasuTca gmanorosoe okHo Database Wizard (Co3gaHume 6a3 gaHHbIX), B KOTOPOM
yKasaH Tvn nHgopmalmmn, kotopas 6yeT XxpaHUTbCS B 6a3e AaHHbIX.

LLLenkHuTe Ha KHonke Next (Janee).

OT06pasmnTCsa cregytoLlee AMaNOroBOe OKHO CO CMMCKOM Tabnuu, 1 nonei, KoTopble ByayT
co3gaHbl (puc. 17.3).

| Conaarans Bass st

BEsipaTs BIpe

o vy

[ Koa kowrsers
A Hus
A Baumamn
| ofpaugman

Puc. 17.3. MacTep 6a3 faHHbIX C FOTOBHOCTbI MOKAXKET ea, kaxie Tabnnubl U Nons nod-
rOTOBNEHbI ANA BK/HOYEHNA B Bally 6a3y OaHHbIX

7.

YcTaHOBUTE (PNaXXKN HANPOTMB AOMOMHUTE/bHbIX MOMeR, KOTOpble Bbl XOTUTE BKIH-
YnTb B TabnMLbl Bawei 6a3bl faHHbIX (MK y6epuTe HAMPOTUB HEHYXXHbIX noneit), 3al]
Tem WenkHUTe Ha KHonke Next ([anee).

Bbl MOXeTE MOBTOPUTH M. 6 418 KaXKA0M TabnmLbl 6a3bl faHHbIX.

B cregytoLiem AranoroBoM OKHe BaM NpejioXar Bbl6paTh hoHOBLIH PUCYHOK ans (opm 6Gal]
3bl laHHbIX (puc. 17.4).

. Bbibepute BHA odhopmMaeHNs akpaHa (ecnm Bbl He XOTHTE HUKAKOro (oHa, Bbibepute

ctunb Standard (O6blYHbIA) 1 WeNKHUTEe Ha KHonke Next (Tasee)).
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B criedytolLem A41anoroBoM OKHe Bac MOMpoCAT BbIGPaTb BUA otopnicris OTYeTa Ha el
uatn (puc. 17.5). OTUETOM HA3bIBAETCS KOMUS UHAOPMALMK, XPAHUMOM B (a0 AaHHBIX
KOTOpas BLIBOAUTCA Ha neyaTb. BuIOOp othopmneHns caenaeT Baw oTyeT 6onee npodec]
CHOHAJILHBIM. o

ST

ssaft decars

(& shice

3aronos:

Moanucs ARMHBIX
BReMEHT [18HHbLK

Puc. 17.5. Onpedenenue oghopMienus 0TYeTa Ha NevYaTu
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YT06bI pa306paTbc;|, 4YTO NpeacTaBnArT coboi Pa3Hble BapunaHTbl Oq)OpMJ'IEHI/IH, LICTIKHHTE
MbILbI Ha 3arofioBKax pasHblX BUAOB N NOCMOTPUTE PeE3yNbTaTt B OKHE CNeEBa.

9. BbibepuTe BUA 1 menkunTe Ha KHonke Next (Janee).

B oyepefiHOM [MasoroBOM OKHE Bac MOMPOCAT BBECTW 3arofioBOK 6asbl AaHHbIX. (Access
MOKaXeT 3aro/fioBoK 6asbl JaHHbIX B OkHe Main Switchboard (naBHast kKHono4yHas opma).
3aros0BOK MMeET UCKIOUMTENbHO "KOCMETUYeCKOoe" 3HauyeHWe MU HMKaK He NOoBAMSeT Ha
CTPYKTYPY 1 OpraHusaumio BaLlei 6asbl JaHHbIX.)

10. BBeguTe 3arofoBOK Balleil 6asbl faHHbIX (Hanpumep, Baxmsie agpeca wuim Mowu
KOMMaHbOHBbI) 1 miejaxkHuTe Ha KHonke Next (Jdanee).

OT06pasnTCs NnocnefHee AManoroBoe OKHO, B KOTOPOM ByAeT CKa3aHO, YTO MonyyeHa BCs
NHMOpMaLNa Anst CO3AaHNs HOBOI 6a3bl fJaHHbIX.

11. LWienkHuTe Ha kHonke Finish (FoToso).

Access co3gact ans Bac 6asy [aHHbIX W OTO6pasuT Ha 3kpaHe okHo Main Switchboard
(FnaBHas KHomoYHas hopma) (puc. 17.6).

Puc. 17.6. OkHo [asHaskHornoyHas popma 06bI4HO 6a3bl faHHbIX

%% Tocne co3gaHWs 6a3bl AaHHbLIX 4151 €8 OTKPbITUS MOXHO BOCMO/L30BaTbCH KOMaHOV
File=>Open (Daitn= OTKpsITs) UK HAXKaTb KOMEUHaLMIO Knasui <Ctrl+0>.

MPOCMOTP COCTABNSIOLLMX BalLel 6a3bl JaHHbIX

Mocne Toro Kak Access co3gacT 6a3y AaHHbIX, OHa ByAeT COCTOATb M3 BYX OCHOBHbIX YaCTei:

I ¥ okHo Main Switchboard (['asHas KHoMouHas hopma);
1 v okHo Datebase (Basa faHHbIX).
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OkHO Main Switchboard (FnaBHas kHomo4yHas (hopma) Mo3BOAET BaM MPOCTbIMU LLeNYKaMK
MbILLW YNPaBAsTh Balleld 6a30i faHHbIX — MPOCMATPMBATb, DeiaKTHPORaTL W BbIBOAWUTL Ha MeyaTb
MH(OPMaLMIO, XpaHALLYocs B Heil (cMm. puc. 17.6).

QoM Ec/u Bbl CO34aNM HOBYIO 6a3y AaHHbIX C KJaBuUaTypbl, Y Hee He 6yaeT rnasHoi KHonoy [

Holi (hopMbl.

B okHe Datebase (Basa faHHbIX) Ha OTAEMbHbIX BKNafKax cO6paHbl OTUYETbI, MOZY/M, POPMbI,
TalIMiibl U MAKpOChI, COCTaBNALLMe Bawly 6a3y AaHHbIX (puc. 17.7).

98I [pasa Baa Boraa Cepanc Qoo (rpsera
i , B |

8 onpems W koreroyerop [l coneru | ¥ | 42 - [FE]T ‘
| [ B Comavie Gopmi B pemvane mevcTpyTopa |
& Coszaem dopmel ¢ NoracuO MACTERE
JBOHEN
KOHTaKTb! irp papris Kantaxs
Mepuog oTweTa & i
Mea“-er-ana hopva cBeae-wiA 0 SBoHKE 70 aaurke ERALBHMA,,
MoAureHHan GOPME CrIAcKa 3B0HKOE -
Tunbl FORTaKTOR

Ildl‘l:‘l

N ErEH YOS RRONTYHT A POpNE

ToToeo

Puc. 17.7. TunuunsiiBug okHa Basa faHHbIX

9% OTyeTbl NO3BOMAIOT NPOCMOTPETL UMM BLIBECTW Ha MeuaTh ONpeicicHHbIE faHHble 13 6al]

3bl JAHHbIX.

&

[Ona Toro uytobbl MepeiiTm oT okHa Main Switchboard (MFnaBHass KHOMOYHas opma) K OKHY
Datebase (Basa faHHbIX) WM HaobopoT, sriGepurte KomaHgy Window=Main Switchboard
(Oxno=T nasyas KHONOYHas opma) unn Window=>Database (Oxio=>basa faHHbIX).

Pl OcCHOBHOe HaszHayeHWe okHa Main Switchboard (I'naBHas KHonouyHas ¢opma) COCTOUT B

TOM, YTOObI CNPATAaTb PYTWUHHbIE MOMEHTEI yrpasicHis 6a30M faHHbIX. Ecnu Bbl geict]
BUTE/IbHO XOTUTE NOTPY3NTbCA B MPOLLECC CO3faHWSA, U3MEHEHUS W TNpOrpaMMUHpOBAHKA
Access, To nepeiigute B okHO Datebase (Basa faHHbIX). Eciu ke Bbl XOTWUTE NPOCTO
MCNonb30BaTb 6a3y flaHHbIX, He BHWUKAsA B TeXHWYeCKWe MOAPOBHOCTW, TO nyulue pabol]
TaliTe ¢ okHOM Main Switchboard ([nasHas kHono4Has opma).
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Ucnounssobanue dasor gannoix

Basza faHHbIX, KOTOpPYIO co3fana Access, COBEPLLEHHO MycTa (a MO3TOMY COBEPLLUEHHO 6ecnone3Ha)
N OCTaHeTCS TaKol [0 Tex nop, NOKa Bbl HE BBEAETE B HEE CBOKO Manopmau,mo.

<" To mepe TOro Kak Bbl BBOAMTE flaHHbIe, ACCESS COXPAHSIET VX Ha KECTKOM Aucke. Bnarol]
Japs aToMy MCK/YaeTcs noTeps MHGOPMaLLMK, CBA3aHHas ¢ BO3MOXHbLIMU Nepenagamu
HanpsHKeHWS B 3NEKTPUYECKOW ceTh nam co cbosmm B pabote Windows.

BBof AaHHbIX B 6a3y AaHHbIX C MOMOLLIbHO OKHa
[naBHas KHOMoYHaa doopma

[Tpomre BCEro BBOAUTL [aHHbIe B HOBYIO WM CYLUECTBYIOLIYO 6a3y [aHHbIX, BOCMOMb30[]
BaBLUMCb OKHOM Main Switchboard (FnaBHas KHomno4yHas copma). [nA 3TOro BbINOAHUTE
cnepyroume aencTeums.

1. OTKpoiiTe meofixonmmyio Gazy maunbix, nocne 4Yero BbiGepuTe komaHgy Window=
Main Switchboard (Oxuo=T napnan KHonoyHas opma).
Oto6pasntca okHO Main Switchboard (MnaBHas kHOMo4Has hopma).

2. UWlenkHnte Ha opHoii H3 kHonok Enter/View (Beoa/mpocmorp) okHa Main
Switchboard (I"'naBHas kHonouyHas dopma).
Hanpuwmep, ecim Bbl Xx0TUTe J06aBUTL HOBbIV Knacc B 6a3y AaHHbIX (CM. puc. 17.6), wienk-
HuUTe Ha kHonke Enter/View Contacts (Beoa/mpocsorp hopmbl "KoHTaKTbI").

Access 0T06pasuT MepByHo 3anunchb B Balleli 6a3e AaHHbIX C MONAMU, Kyda Bbl CMOXeTe Be[]
cTUnHpopmauuto (puc. 17.8).
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Puc. I7.8. MycTas 3anuck B 06bI4HOM H27¢ faHHBIX
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3. IllenxuuTe Ha nose, B KOTOPOE Bbl XOTUTE BBECTM CBOW mudopmauuio (Hanpumep,
First Name (Wwms) nnn Address (Anpec)), 3aTem BBeAUTE JaHHbIe,

4. Yto6bl BBECTW fAaHHble B CMeAyHOLLYIO 3anucb, BblbepuTe kKomaHay Inseri=New
Record (Berapka=Hoasa 3anuch), HaXmMuTe koMOuuamuio knasuw <Ctrl++(masoc)>
wnn wenkHuTe Ha kHonke New Record (HoBas 3anuce).

Access OTKPOET UMCTbIV 61aHK HOBOM 3anucu.

5. MoBTopuTe mil. 3 1 4 ANS KaXA0i HOBOIA 3anncu, KOTOPYH Bbl XOTWUTe A06aBUTL B 6asy
AaHHbIX.

6. 3aBepLnB BBOL HOBbIX 3anucei, LWENKHNTE Ha KHOMKE 3aKpbITUA OKHa.

o4 Ec/n 6a3a JaHHbIX COAEPXKUT HECKO/BKO 3amuceld, Ans UX NpocMoTpa MOXHO BOCMO/b [l
30BaThCS OfjHOW M3 CMeayoLMX KHOMOK.

e

¥" First Record ([MepBast 3anuch). MepeBeaeT Bac Ha NepByHO 3aMuCh B 6a3e JaHHbIX.

Previous Record (Mpeabigywasn 3anunce). MepeBedeT Bac Ha 3anucb, npegue]
CTBYHILYHO '['CKy]J_[L‘.TI.

v Next Record (Cnepgytolas 3anuce). MepeBeaeT Bac Ha 3anuch, CeayHoLLyo 3a
TeKyLLen.

o —

v Last Record (MocnegHss 3anuck). MepeBeaeT Bac Ha NocnegHo 3anuck B 6al]
3€ laHHbIX.

BBOA, IaHHbIX B 6a3y AaHHbIX C MOMOLLbH TaGMNL, U (hopm

Ecnn scnonszosanne okHa Main Switchboard (FnaBHas kHomouyHas dhopma) BaM He Mo jiyiie,
BBOAMWTE JaHHble UK B Tabnuuy, unun B opmMy. BBog faHHbIX B Tabnuuy No3BoaMT BaM 0To6paxaTb
Ha 3KpaHe cpa3y HecKOoNbKO 3anuceid. Ecnm xe Bbl 6yaeTe BBOAUTL AaHHbIe B JOPMY, Ha 3KpaHe 6y []
JeT 0TO6paXxaTbCs TOMbKO OfHa 3anmch.

Access Bce paBHO, BBOAMWTE Bbl l)aHHble B (hOpPMe 1IN B TabnvLe, MOCKOIbKY hopMbl U Tabnun [l
Libl — 3TO pa3Hble Crocobbl NPeaCTaBIeHNST OGHUX U TeX XKe faHHbIX.

«OMS%  Bgoj fAaHHbIX B (DOPMY SKBMBANEHTEH MCMOML30BaHWMIO OKHa Main Switchboard
[] ) (FnaBHas KHoMo4Has gopma).

o

YTo6bl BBECTM /1aHHEIe BTAONMLY MK B (DOPMY, BbIMONHUTE CNEAYIOLLee.

1. OTKpOWiTe CyLLECTBYHIOLLYIO 6a3y Aanbix.
2. Bbioepute komaHgy Window=Database (Oxno=ba3a faHHbIX).
OTo6pa3unTcs gnanorosoe 0KHO Database (Basa gaHHbIx) (cM. puc. 17.7).

3. [leaxuute Ha 3HauYKe Tables (Tabnuuybl) nan Forms (dPopmbl) neBoit naHenu guano ]
roBoro okHa Database (basa naunsix).

4. [Baxpbl WEeNKHWTE Ha Tabnule unu B hopMe, B KOTOPYH HEOBXOAMMO BBECTU AAHHBIE.

OTo6pasnTcsaBbibpaHHas Tabnnuannmngopmapuc. 17.9).
5. B CcOOTBETCTBYIOLLMX NOASAX BBeAUTE HEOOXOANMbIE AAaHHbIE.

[ns nepexofa 0T 04HOro NoAs K APYromy Mcrosib3yinTe Mbllib, HKUMaliTe knasuwy <Tab>
WM KOM6MHaumMIo knasui <Shift+Tab>.

6. LLLenkHWTE Ha KHOMKe 3aKpbITWA Ananorosoro okHa Table (Tabnvua) nam Form (Popma).
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IKHonka YpanuTb 3anuch
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Puc. 17.9. Tabauys NO3BONIOT rpaciionipenis HECKONbKO 3anNUCeil odroaperterHo

Ynanenue AaHHbIX

Bam MOXeT noTpeboBathCs yAaiUTb JaHHbIE U3 MOMS WA YAanuTb BClO 3anick. Hanpumep,
NpeanonoXmm, 4To B Balleil 6a3e AaHHbIX 3anucaH anpec 11ua, ¢ KOTOpPbIM Bbl 60MbLUE He XOTWTE
NMETb HUKaKMX fien. YTobbl UMA 1 afpec 3TOro ucioneka He pasfpaxany Bac CBOMM MOABMEHWEM B
6ase faHHbIX, Bbl MOXeETe yAa/nTb 3anucb U CTepeTb 3TOr0 Yesoseka (06pasHO) C MLa 3eMan 1w,
o KpaiHeli Mepe, C 1La BaLLero KOMMboTepa.

B Access ecTb fja cnocoba yaaneHus gaHHbiX.

¥ Y[anuTh UH(OPMaLLMIO 13 MoNeii 3anucK (NoMe3Ho Npu pedakTMPOBaHWK OAHOO Nosisi, Hall
npuyMep, CoAepXKalLllero ceefeHmns 06 agpece YenoBeKa, cMEHHBLLICTO MECTO MPOXMBAHNS).
v YpanuTb 3anuch LENMKOM CO Bceli MHgopmaumeid (Nofe3Ho npu yaaneHUW BCex Mosei
u,enoﬁ 3annucu, Hanpumep, o Yenoeeke, NOKNHYBLLIEM Bally KOMI‘IaHVIIO).
Y[aneHve faHHbIX B Nonsax
YTo6b! YOaINTb AaHHbIe U3 OTelEHOTO NOMA, BbINOMHUTE crenyroumHe AeﬁCTBMﬂ,

1. TMoBTOPUTE MYHKTbI, OnBcaHHLIe B Paz/jiene "BBog faHHbIX B 623y JaHHbIX C NOMOLLbO
OKHa [naBHas KHomnouyHas hopma” unm “Broja faHHbIX B 6a3y faHHbIX C MOMOLLbHO
Tabnuy nnn hopm’’, 40 TOro MOMEHTA, Korfja Bbl HailfeTe 3anncb, B KOTOPOW XOTuUTe
yAa/IUTb HEKOTOPbIE AaHHbIe.

2. LenkHuTe Ha none, faHHble 13 KOTOPOro Bbl XOTUTE YAanUTh.

3. YpanuTe faHHble O4HUM M3 CeAYIOLMX CNOCO6OB:

= HaxmuTe Knaeuwy <Delete> nnm <Backspace>, uTobbl yAanuTb [JaHHbIe MO OAHOMY
cuMBOIY;

=  BbIfENNTE MbILLIbIO BCIO CTPOKY AaHHbIX B MOME U 3aTeM HaxmuTe Knasuwy <Delete> nnm
<Backspace>, 4yTo6bl yaanuTb BCIO CTPOKY.
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Ypanexvie Lgnoii 3anmcy
YzaneHue OfHOTO WX ABYX MOJeli NMone3Ho Npu pefakTMpoBaHUKM 3anuceid. Eciv Heobxogumo
YAannTb Cpasy BCHO 3arucb, BbLINOMHWUTE CrIEAYHOLLEE.

1. loBTOpPUTE NYHKTHI, onHcaHHbIe B pasgene “Beox faHHbIX B 6a3y AaHHbIX C OMOLILIO
OKHa ["naBHas KHonouvHas opma™ nnu “Beoj aanneix B 6a3y JaHHbIX C NOMOLLbIO Tab[]
Ay, nnm ¢opm™, 40 TOr0 MOMEHTa, KOrAa Bbl HalfeTe 3aluck, KOTOPYIO XOTUTe YAanuTb.

2. Bbi6bepuTe komaHgy Edit=>Select Record (Ilpaska= BblfeNMTb 3anuch).
Bobi6paHHas BaMu 3anuch ByaeT BblgeneHa.

3. Bblbepute komaHgy Edit=>Delete Record ([lpaBka= ¥Yuanuthk 3amuch), HaXMUTE
knasuwy <Delete> nnn wenkHnTe Ha KHonke Delete Record (YganuTth 3anuce) nall
HeNM WHCTPYMEHTOB.

OT06pa3nTCA AMaNoroBoe OKHO C MPOCLOOW MOATBEPAWTD V.aaleHHE.

4. UlenkHnTe Ha KHoMKe Yes ([a) (HO TO/IbKO B TOM C/lyyae, ec/ik Bbl YBEPEHbI, YTO geii[]

CTBUTENIbHO XOTUTE YAANUTL 3TY 3allck HABCErja).

XopoLuo nogymaiite, npexzie Yem yaaauThb 3anuch, MOCKOJbKY Y Bac He ByneT BOZMOX [
HOCTV BOCCTaHOBWTH €e.

Usmenenue cimpyrimypordasor garbtx

MacTep 6a3 faHHbIX MO3BOMSET CO34aBaTh 6asbl fJaHHbIX aBTOMATUYECKMN, OAHAKO MHOrAa Mol
YET BO3HWUKHYTb HE06X0AMMOCTb CO3faTh 6a3y AaHHbIX C HY/St MW BHECTU M3MeHeHWs B 6a3y faH [l
HbIX, CO3[aHHYI0 C MOMOLLBIO MacTepa. [ByMs OCHOBHbIMW 3neMeHTaMy 6a3 AaHHbIX, KOTOpble

MO3KHO 1068B/NSATb, YAAIATb N U3MEHATb, ABISIOTCA TABULbLI U (DOPMBI.
%9'% B Tabnuax faHHble 0TO6GpaXaloTCs B BUAE CTPOK W CTONGLIOB, KaK B 3/1EKTPOHHbIX

N Tabnmuax. B dopmax faHHbIe UMEIOT BUS 06bIYHbIX BYMaXHbIX POPM, 0TOBPaXKEHHbIX
e Ha 3KpaHe.
[lo6aBneHve Tabnmup!
YT06b1 f06aBUTL TabULYy B 6a3y fJaHHbIX, BbINOMHUTE CAEIVIOLIEE.
1. OTKpoiiTe CyLLEeCTBYHOLLYIO 6a3y faHHbIX.
2. Bblbepute komaHgy Window= Database (Oxno= baza jaHHbIX).
OT06pasuTcsa gruanorosoe okHo Database (Basa gaHHbIX) (cm. puc. 17.7).

3. LlenkHuTe Ha 3Hauke Tables (Tabnuupbl) nesoii naHenv okHa Database (Baza jaHHbIX).

4. ABaxabl meaknHuTe Ha cTpoke Create Table by Using Wizard (Co3gaHue Tabnuubl ¢
NMOMOLLIbIO MacTepa).

Otobpasutcs gnanorosoe okHo Table Wizard (CosgaHue tabnuu) (puc. 17.10).
5. YcTaHoBuTe nepekstovaTens Business (Jenosble) nan Personal (JTnuHbIe).
OT06pa3mnTCSs CNMCOK MOJIEN, MEHOLLIX OTHOLLIEHUE K BbIGpaHHOMY TUMY 6a3 JaHHbIX.

6. LLlenkHnte B cnucke Sample Tables (O6pasubl Tabamni), 4yToobl BbibpaTb TN Tab [l
NUUBl, MakeHMaasHo 6/M3KUIA TOMY, KOTOpPbIA Heo6xoaMMmo co3daTh (Hampumep,
Contacts (KoHTakTbl) unn Mailing List (Cnvcok pacceinki)).
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Pue. 17.10. [Tuarozosoe OKHO Co3gaHve Tabnuy

1. Illexxnure B none cnucka Sample Fields (O6pasubl noneit) n Bbibepute Heobxon-
Mble HoNs, Takme Kak LastName (dPamunus) nnm City (Topog).

8. LLLenKHWTE Ha KHOMKE CO CTPEe/KOli, HanpaBneHHO BNpaso.

Bbi6paHHoe none otobpasnTcst B cnucke Fields in My New Table (Mons HoBoi Tabaumubl).
LLlenkHyB Ha kHonke Rename Field ([MepemmeHoBaTh None), Bbl CMOXeTe (Kak Bbl JyMaeTe,
4TO CcAenarb?) NMepemmeHoBaTb nore.

9. lMosTopsATe 1. 7 1 8 ANs Bcex Nosnelt, KOTOpble HEO6X0AMMO [06aBUTL B TabAuLy.
10. UlenkHute Ha kHonke Next (Janee). )

OTo6pasnTca cnegytoLLee [Uanorosoe OKHO.
11. BBeguTe umsA Tabnuubl 1 WenkHUTe Ha KHonke Next (Janee).

B cnegytolem AvManoroBoM OKHe BaM CrefyeT yKasaTb, Heo6XxoauMMo v Ao6aBnst B Ta6[ ]
NNLY 3anncK 13 apyrux Tabnuu, 6asbl JaHHbIX. FHOTIa HECKONbKO TabnuL, MOryT coaepXaTb
04HO 1 TO e none, Harnpumep Company Name (OpraHu3aums).

12. LUlenkHnTe Ha kHonke Next (Janee).
Otolpasntes nocnegHee OKHO MacTepa, B KOTOPOM Bbl MOXETE yKas3aTb, HE0GX0AMMO v
N3MEHATb 0(hopMaeHMe Tabnuubl. 3aTeM MOXHO MPUCTYNaTh K BBOAY AaHHbIX B TabnuLy.

13. YceranosuTe HeO6XOAMMBIN NepekntoyaTe b, MOC/E Yero menkuuTe Ha KHoMnke Finish
(FoToBo).

oo YctaHoBUMB (naxkok Enter Data Into the Table Using a Form the Wizard Creates

(BBog gaHHbIX B Tabnuuy ¢ NOMOLLbIO hOpMbl), Bbl NOMy4nTe NPOCTY0 hopMmy, B KOTO[]
Pyt0 MOXHO BBOAUTb AaHHbIE.
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- Y70 TaKoe persLyoHHas 6a3a aHHbIX i

WHOrpaAccess  HasblBAlOT PENALYOHHON 6as0iHint 310 03HAYaer, UTo OfFEINMLA  GaBkHHHX CONEPXMT =
| CBEMEHUS, KOTOPBIE TAKKE COAEPXATCA W B APYroi Tabnmue. Hanpuvep, & 0fHOM TabanLe MOryT coaepaTses Takue Ll
- CBE/IEHMA, Kak MOEHTU(OUKALMOHHLIE KOfbI COTPYHMKOB, MX MMEH2, afpeca  Homepa TenedoHos. Bo BTopoi a6l
| NLIe MOTYT COAIEPXATLCA TaKie CBEAEHMA, Kak VI/J,eHTI/I(bVIKaLlI/IOHHbIe KO[ib COTPY/IHUKOB, & TaKoKe WX 3apriaTa.
! MneHTHdMKaLMOHHEE Kofibl HEODXGIMME! B KaXKAOV 13 Tab/ML, 6a3bl AaHHBIX, & NOCKO/bKY TaOMLbI CBA3AHE Apyr c 1

| Apyrom, Bam He NPUAETCA BBOAWTL OfHM 1 TE3Ke CBEAEHIA B KON Tab/mLe.

‘ . Briaropaps ToMy 4To Tabnnup! Cas3aHk ApYr C APYroM, Bbl MOMy4aeTe BO3MOXHOCTb CAKOHOMATS MacCy BpeMeni Ha '
f BBOLE WOEHTUHHbIX CRELEHMH.

Ypaneuve tabnuupl

Kak TONbKO faHHble, cojepxaiiuecs B Tabnuue, nepectanm 6biTb HEOOXOAUMbIMK, TabnuLy
MOXHO YAa/INTb.

pIAC

. YpaneHue Tabnuupl NpUBOAWT K YAANEHUIO BCEX flaHHbIX, KOTOPbIE B Heli COAepXXanuchb.
&‘ Mo3ToMy XOpOLLO NogymMaliTe, Hy)XHO /1 BaM yAansiTb Tabnumuy.

YT06bI YAanuTh TabauLy, BbIMOMHUTE CleaytoLLee.

1. OTkpoiiTe cymecTyoulyto 6asy JaHHbIX.
2. BblbepuTe komaHay Window= Database (Oxno=>Ea3a aHHbIX).
OTo6pa3unTcs guanorosoe okHo Database (Ba3a gaHHbIx) (cM. puc. 17.7).
3. LLlenkHuTe Ha 3Hauke Tables (Ta6nuubl) nesoii naHenn okHa Database (Basa 1aHHBIX).
LLLenKHMTe Ha TabiiMie, KOTOPYO HEoBXOAMMO yAanuTb.
Bbi6epute komaHay Edit= Delete (llpaBxac ¥Ypanurte), HKMUTe Knasuwy <Delete>
WK LWeNKHUTE Ha KHonke Delete (YaanuTb) naHeny MHCTPYMEHTOB.
OTo6pasnTca AnanoroBoe OKHO, B KOTOPOM BaM HeO6X0LMMO MOATBEPAUTL HEOOXOAMMOCTb
yAaneHuns BblopaHHOM Tabnmupl.

SN

6. LlenkHute Ha kHonke Yes (Ja).

coBET UT06bI BOCCTAHOBUTbL CNy4YaiiHO yAaneHHy Tabnuuy, HOKMUTE KOMOMHAUMIO KiaBuL
<Ctrl+Z>.

/13MeHeHVe TabnnLbl

Mocne co3gaHnA Tabnvubl B Hee MOXHO BHOCUTb M3MeHeHWsi (MMEeHHO B Tabnuuy, a He B gaH[]
Hble, KOTOpPbIe B Held cogepxatcs). Hanpumep, s Tabnuuy Heobxoanmo fob6aBuTh nose, cogepxal ]
ee CBefjeHns 06 NaeHTU(HMKALMOHHOM KOfe COTPYAHMKA, UNn yaanuTb NoNs, cofepawne nHC]
hopmaLmto, KoTopas 60/bLLE He HY)KHa.

[lob6aBneHne nons B Tabnmyy
YTo6b! 06aBMTb Mone B Tabnuy, BbINONHUTE CNedytoLLee.

1. OTKpoiiTe cyLiecTBYIOLLYIO 6a3y AaHHbIX.
2. Bbibepute komaHgy Window= Database (Oxno=Ba3ajaHHbIX).
OTobpasnTcs gnanoroBoe okHo Database (Basa gaHHbIX) (cM. puc. 17.7).
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3. LUlkenkHuTe Ha 3Hauke Tables (Tabnuubl) neBoi naHenn okHa Database (Ba3a AaHHbIX).
4. UlenkHnTe Ha Tabnmue, B KOTOPYH HEOBXOAMMO 106ABHTE HONS.

5. WlenkHuTte Ha xuonke Design (KOHCTpykTOp) naHenum WHCTpymeHToB Database
(Ba3a faHHbIX).

OTo6pa3nTtcs auanorosoe okHo Table (Tabnuua) (puc. 17.11).

KHonka KHorka
J[06aB1Tb CTPOKN Y AannTb CTPOKU

[ e ow Boea caoe oo opwo

v

4

| Mees rios P CoGT AT e 54 BHIED © o
npofianoe. [ina CTpaBu no WM am nanedi
= HawrE ARy FL

KORCTPYKTOR, £6 & Neperngue ve osol, F1= apas; - f i}

Pue. 1711, Tunuuuoe pnanoroBoe okHo Tabnmua, & KOTOPOM .ioxcwe [00aBUTb & Tabnuuy
HOBblE Nons

6. LLLenKHMTEe B CTPOKe, Bbllle KOTOPO neobxoanmo gjohaBkTs HOBOE NOMeE.

Access abCOMOTHO BCe paBHO, KyAa A06aBNATbL HOBOe Nose. MecTopacnonioxeHne nons uel ]
NIMKOM 3aBWCUT OT Bac, Hanpuyep nons First Name (Mwvs) n Last Name (@avunus), Kak
npaBuio, CreaytT OLHO 3a JIPYTHM.

7. BblbepuTe komaHay Inseri=>Rows (Beraprka=Crpokn) UM WeNKHUTE Ha KHOMKe
Insert Rows ([,06aBMTb CTPOKM) NaHeN HHCTPYMEHTOR.

Access BCTaBUT B TabnmLy NycTy CTPOKY.
B cton6ue Field Name (M ma nons) eserire UMA HOBOMO MOJS.
LLlenkHuTe B cToN6ue Data Type (Tun gaHHbIX).

B aveifike Data Type (Twvn faHHbIX) MOSBUTCA KHOMKa CO CTPESKOM, HanpaBfieHHOW BHW3, a
B HUXXHEN YyacTun aKpaHa nossuTca naHenb Field Properties (CBoiicTea nons).

10. LLLefIKHUTe Ha KHOMKE CO CTPe/ikoii, nanpasjiedtoi BHI3, B cTon6ue Data Type (Tun
JaHHbIX) W BblbepuTe Heobxoxumbiii TN, Hanpumep Text (TeKcToBblA) WM
Date/Time (Jlata/Bpems).
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11.

12.

B 3aBucumoctn ot Bbl6paHHOFO TNa AaHHbIX Bbl CMOXXeTe WU3MEHATb CBOICTBA 10,
onpependasa ero MaKCMMasbHYH a/INHY NN BO3MOXXHbIE 3Ha4YeHUA.

LLLenKHMTe Ha KHOMKe 3aKpbITus okHa Table (Ta6namya).

MosaBuTCA AManorosoe OKHO, B KOTOPOM HeobxoanMmo YKas3aTb, XOTUTE NN Bbl COXPaHUTb
BHECEHHbIE USMEHEHUA.

LLLenkHUTe Ha KHonke Yes (/la).

/13meHeHne nong Ta6]'II/ILIIbI

Mocne co3faHMsa TaGnuubl U OnNpefeneHns CBOMCTB ee noneid (Takux Kak First Name (Mwms),
City (FTopog) n T.M.), a TakXke BBOAa AaHHbIX (TakMx Kak Mwuxaun van CaHkT[MeTepbypr) mol]
XKET 0KasaTbCAl, YTO B Kakoe[Tb Mone He06XOAMMO BHECTU W3MeHeHusi. Hampumep, Bbl 3aganu
CNIMLLKOM Masyto LUMPUHY MOAS, YTO NPUBOANT K "06pe3aHmni0” gaHHbIX. nun y Bac BO3HUKNA Heo6 ]
XOAVUMOCTb M3MEHUTL hopMaT YMCes, 0TOOPaKAEMbIX B MOSe, Ha AEHEXHDIIA.

YT06bl M3MEHWTb NapaMeTpbl Nons TabuHiLl, BbINOMNHWUTE CNefytoLLEee.

1.

2.

PYLLL

')

9.

OTKpOWTE CYLLIECTBYIOLLYIO 6a3y AaHHbIX.
Bbi6epuTe komanny Window= Database (Oxuo=Baza JaHHbIX).
OTobpasunTcs guanoroBoe okHo Database (Basa gaHHbIX) (cM. pyc. 17.7).

LLlenkHuTe Ha 3Hauke Tables (Tabnuubl) neBoli naxenun okHa Database (Basa gaH[]
HbIX).

LLLenKHMTe Ha Tabnuue, B MO/ KOTOPO HE06X0AMMO BHECTU U3MEHEHNS.

LLlenkHnTe Ha kHonke Design (KOHCTPYKTOp) MaHenm WHCTPYMEHTOB OKHa
Database (ba3a fjaHHbIX).

MosBuTca okHo Table (Tabnuua) (cm. puc. 17.11).

LLenkHnTe Ha none (CTPOKE), B KOTOPOe HeO6XOAUMO BHECTU M3MeHeHUs, 1 n3me ]
HUTE NN BBEAUTE UMS NONS.

LLLenkHuTe B cTon6ue Data Type (Tun gaHHbIX).

LLLlenkHWTe Ha KHOMKe CO cTpenkoii, HanpaBfeHHON BHU3, B cTon6ue Data Type
(Tun AaHHbIX) 1 BblbepuTe HeolxoaumMelil T, Hanpumep Text (TeKcToBbIA) Un
Date/Time (dara/spems).

B 3aBMCMMOCTM OT BbIGPAHHOrO TWMa AaHHbLIX Bbl CMOXETE W3MEHSITb CBOWCTBa MO/,
onpegenss ero MakCUMasbHy 4/IMHY MU BO3MOXHbIE 3HAYeHUS.

3MeHeHe Ha3BaHMA MOMSA UM TUNA JaHHbIX He NMPUBOAUT K U3MEHEHUIO AaHHbIX, KO[]
TOPbIE YXKe coxpaHerkl B MOME. V3MeHeHVe TUMa [aHHbIX BAMAET TOMbKO Ha To, Kak Oy[]
OyT BbIrNALETb JaHHble.

LLLeNKHMTE Ha KHOMKe 3aKpbiTusA okHa Table (Tabauua).

OTKpOeTCA A4ManoroBoe OKHO, B KOTOPOM HeobxoanmMo yKasaTb, XOTUTe N1 Bbl coxpall
HUTb BHECEHHBIE N3MEHEHUA.

100l enkHnTe Ha KHonke Yes (Ja).

YaaneHue nosia 3 Tabnuupl
YT06b! yaannTb nosie U3 Tabnnubl, BEINOIHKTE cnefytoLLee.

1. OTKpOIiTe CyLecTBYOLLYIO 6a3y aHHbIX.
2. Bbibepute komaHgy Window= Database (Oxuo= baza nanupix).
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OTo6pa3nTca gnanorosoe okHo Database (Basa faHHbIX) (cMm. puc. 17.7).

3. LLlenkHuTe Ha 3HauKe Tables (Tab s} neBoi naHenn okHa Database (Ba3a AaHHbIX).
LLLenKHUTe Ha TaGamue, U3 KOTOPOW HEO6X0AMMO YAaNUTb Nose.
5. LenkHuTe HK1 KHonkKe Design (KOHCTpYKTOp) NaHenu MHCTpyMeHTOB okHa Database
(Basa [aHHbIX).
MosBuTCA okHO Table (Tabnnua) (cm. puc. 17.11).
6. LLlenkHUTe Ha cepoM NpsAMOYronbHUKeE cnesa oT nons (CTPOKM), KOTOpoe HeO6X0AUMO
VAILIHTb.
ACCeSS BbIE/INT LeNyr0 CTPOKY.
7. BbioepuTte komaHay Edit=Delete Rows (Ipasxa = ¥ ax UTb CTPOKMN) HIH HKMUTE
Knasuwy <Delete>.
Ecnv B none cofepxartcs faHHble, NOSBATCS AMaN0roBoe OKHO, B KOTOPOM Bac MonpocsT rnog]
TBEPANUTb HEOGXOAUMOCTb YAANEHMS MONS W BCEX COJEnAlHXCH B HEM flaHHbIX. Ecnm none nyc]
TOe, AVNan0roBoe OKHO He MOSBUTCA W Bbl MOXETE cpasy nepeiiTvi K n. 9.
8. LllenkHuTe Ha KHonke Yes ([a).
LLLenkHUTe Ha KHOMKe 3aKpbiTuUa okHa Table (Tabnuua).
MosABMTCA [ManoroBoe OKHO, B KOTOPOM HeO6XOAMMO yKasaTb, XOTUTE /I Bbl COXPaHUTb
BHECEHHbIe N3MEHEHNS.
10. LWlenkHuTe Ha kHonke Yes ([Ja).
[lo6aBneHne hopmbl

dopma npefcTaBnsieT cO60 aHanor 6ymaxHOIM hopMbl, 06ecreynBas ynyyLIeHHbIA cnocob
0TO6paxXeHWs 1 BBOAA AaHHbIX. [lJaHHbIe B (hopMe MOryT oTobpaxaTbcs no[ph3HOMY, NO3TOMY BO3[]
HMKaeT cuTyauusl, Korga B hopme MpeAcTaBleHO CAMLLKOM MHOro (Mam Mano) AaHHbIX. Hanpumep,
BaM HY>XHa ofHa hopma 415 0TOO6PaXeHWS UMEeH NKOfe 1 CBEefEeHNI 06 UX MeLULIMHCKOW CcTpaxos[]
Ke, a agpyras popma COBEPLUEHHO APYroro Turia — [/ 0TOOPaKEHMS TaKMUX CBEAEHWUIA 06 3TUX Xe
NAAX, KaK nmena, agpeca, Homepa Tened)oHoB 1 fp.

Mcnonb3ys HeCKOMbKO (hOpM, Bbl chokeTe IErKo L06aBNATh faHHble B 6a3y faHHbIX 415 pelue ]
HWSA BCEBO3MOXHBbIX 3aday. UTobbl 406aBUTb (hopMy B (haiin 6asbl fJaHHbIX, BbINOMHWTE CNeLytoLLee.

1. OTKpoiiTe cymecTByloniyio 6asy AaHHbIX.

2. BuiGepure komaHgy Window= Database (Oxno= BazajaHHbIX).

212

MosBuTCH gnanorosoe okHo Database (Basa gaHHbIX) (cm. puc. 17.7).
LLLenkHMTe Ha 3Hauke Forms (Popmbl) neBoii naHenn okHa Database (basa faHHbIX).

ABaxabl wenkHnTe Ha cTpoke Create Form by Using Wizard (Co3gaHue copMbl
C MOMOLLbIO MacTepa).

MosiBuTCA Ananorosoe okHo Form Wizard (CosgaHue dopm) (puc. 17.12).

LLlenkHnTe B enucke Tabnuubl 1 3anpockl 1 BblbepuTe Tabnuuy, cogepkaluyto gaH ]
1BIE, KOTOPbIE AO/KHbI 6bITh NPeACcTaB/ieHbl B hopme.

LLlenkHuTe B cnucke nonsa Available Fields (JocTynHble nons) v BbibepuTe nose, KoL
Topoe HeobxoAMMO f06aBUTL B (hOpMY.

HWUYTO He MelUaeT Bam BbIGPaTb MOMS M3 [BYX WM HECKOMbKMX Tabnuu, Ga3 AaHHbIX. [N
3TOr0 Heo6X0AUMO BbI6PAThb COOTBETCTBYIOLLME TabNULIbI MPU BLIMOJHEHUN M. 5, a 3aTeM
Heo6X0AVMble NOJIS PYW BbINOMHEHUN M. 6.
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10.

11.

12.

13.

Puc. 17.12. JJuarozosoe 0KHO Co3gaHue hopm

LLLeNKHNTe Ha KHONKE CO CTPESIKOW, HanpaBfeHHOM BNpaBo, YTobbl A06aBUTL Mone
B cnucok Selected Fields (BblGpaHHble nons).

MMoBsTopAlTe NN. 6 1 7 AN1A KaXA0ro U3 nosei, KoTopble He06X0AUMO NoGaBuTE B (hopmy.
LLlenkHuTe Ha KHonkKe Next (Janee).

B cienyiounieM AnanoroBoM OKHe BaM 6ygeT nMpeanoXeHo BblbpaTb BHELUHWI BUE )OPMbI.
(Eciit npw BbINOAHEHUN M. 6 6GbINM BbIGPaHbI MO/ TOMbKO M3 OfHONM Tabnmupl, MoXeTe cpall
3y nepentm kn. 11.)

Bbi6epuTe cnocob npeacTaBneHns aHHbIX U LWenKHUTe Ha kxonike Next (Janee).

MosBuTCA elle ogHO AmanoroBoe okHO Form Wizard (CosgaHue ¢opm), B KOTOPOM Bam
OyfieT NPefAnoXeHO yKasaTb MakeT (hopMbl. Ecnm Bbl pelumny oto6pasutb Nos U3 HeckKosb [l
Knx Tabnuy, 6asbl faHHbIX, B gnanorosom okHe Form Wizard (Co3gaHue ¢hopm) Bam Takxke
6yfeT NpenoXeHo yKasaTb cnocob NpeacTaBneHns faHHbIX.

YcTaHOBUTE OAMH U3 nepektoyaTenein (TabnanyHblii AN BbIPOBHEHHbIN) W IeIKHHTE
Ha kHonke Next (Oanee).

B cneaytoLLiem UanioroBoOM OKHe HEOGXOAMMO YKasaTb CTUSb (hOPMbI.

Bbibepnte nogxogawmini ctunb (Hanpumep, Blueprint (YepTex) unn Sandstone
(HaxkpgauHas Gymvara)) n wenkHMTe Ha KHonke Next (Jdanee).

B nocnegHem AnManoroBoM OKHe BaM 6yAeT NpeanoXeHo BBECTU HasBaHMe (hopMbl.
BeeanTe nmsa opmbl U WenkKHUTe Ha KHonke Finish (FoToBo).
Access 0TO6Pa3nT TONbKO YTO CO3AaHHY0 hopMy, Kak MokasaHo Ha puc. 17.13.

Ypanexue qopmbl

pIALY

oWty

g

Mocne yaaneHusi popMbl ee BOCCTaHOB/EHME OKa3blBaeTCs HEBO3MOXHbIM. Mo3aTomy xo[]
POLLIO MoAyMaiiTe, HY>XHO /N BaM yAansaTb hopMy.

Mpn yganeHnn opMbl JaHHble, KOTOpble B Hell 0TOGpaanucb, He yganswotca. (05
yOaneHns faHHbIX HeobXoAMMO yaanvTb Tabnuily, B KOTOpO OHM cogepxatcst (cMm. Bbl[]
we pasgen "YpganeHue naHHbIx”).)

[naBa
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Puc. 17.13. Access MO>KeT asmomamuyecku cozdaaams OPMbl

UT0BbI ¥/1a/111T5 GOPMY, BbIMOMHWTE ClieaytoLLie.

1. OTKpoiiTe cymecTyioyo 6aiy AaHHbIX.
2. Bbibepute komaHgy Windowe=>Database (Oxno=BEaa jaHHbIX).
MosBmTCA AmanoroBoe okHO Database (Basa gaHHbIX) (cM. puc. 17.7).
3. LlenkHute Ha 3Hauke Forms (dopmbl) neBoii naHenu okHa Database (Ba3a faHHbIX).
4. LWlenkHuTte Ha hopme, KOTOPYIO HEOOXOAMMO YAIUTb.

5. Bbibepute komaHgy Edit=Delete (lIpasxka= Yaaauts), HOKMUTE Knasuwy <Delete>
UKW LWenkKHNTe Ha kKHonke Delete (YganuTb) naHenn NHCTPYMEHTOB.

MosBUTCS AMaNOroBoe OKHO, B KOTOPOM BaM HEO6XOAMMO MOATBEPAMTb yaaneHue BblopaH ]
Holi (hopMbl.

6. LllenkHuTe Ha KHonke Yes (Ja).
Access yaanuT BbIopaHHYHo hopmy Hascerga.

3meHeHne opmbl

®opMbl NpefHa3HauyeHbl 4 0TOGPAXEHMS faHHbIX HA 3KpaHe, YTo OGNeryaeT MX MPOCMOTP U
BBOZ. [lByMSi OCHOBHbLIMU 37EMEHTaMU, KOTOPble Yallle BCEro fo6aBnstoTcs K dopmam, SBASKOTCS
TEKCTOBbIE MO U HafMUCK.

Hagnucu HOCAT feKOpaTUBHbI XapakTep U npedHa3HauyeHbl Ans OMMcaHWs Tuna daHHbIX. Tek [
CTOBble MoNs NPeLOCTaBASIOT NYCTOE OKHO A/ BBOAA aHHbIX.

2" CylecTByeT psifi CMIOCOGOB BHECEHMS M3MeHeHMii B (hopMy, OAHaKO HanGoree uacto mpuxol]

“ AUTCA NPOCTO J06aBNATL AW YAaNATL NoNs B qopme. ECAM Bbl peLuman nonyunTb AononHn]
TeNbHble CBEAEHUS O BHeceHH: U3MeHeHWIA B hOpPMbl 6a3 aaHHbLIX, NPUOBPETUTE KHUTY AcCess
2003 ans "vaitHukos" [ykoHa Kaydersna, BbINyLIEHHYHO WM3AaTeNbCTBOM "[uanekTnka'.
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[lobaenenue nons B oopmy
Ecnun Heobxogmmo fo6asnTb B hopmy HOBOE Nose, Bam ChefyeT f06aBUTb TEKCTOBOE none (4ns
XpaHeHUs AaHHbIX) M HAAMMWCb (419 ONMCaHNA TUNa 3TUX JaHHbIX).
1. OTKpOiTe CYMECTEY0YI0 623y AaHHbIX.
2. Bbibepute komangy Window= Database (Oxno=>Eaia gaHHbIX).
Ioasutes gnanorosoe okHo Database (basagaHHbIX) (cM. pyc. 17.7).
3. LLenkHuTe Ha 3Hauke Forms (dPopmbl) neBoii NnaHenn okHa Database (Baza faHHbIX).
. LLlenkHuTe Ha chopMe, B KOTOPYHO Heolxoaumo J06aBUTL Mone.
5. WenkHnte Ha kHonke Design (KOHCTpykTOp) mnaHeaw MHCTpymeHToB Database
(Basa gaHHbIX).
Access 0T06pasnT hopMy 1 NMaHe b UHCTPYMEHTOB chopMbl (puc. 17.14).

Mone Khonka Mone  Naxens uHcTpymeHToB

Hagrvcs

Poappre Barppe -

- | e

g Bp-MF IRDHKE

LR s

Puc. 17.14. Ansi BHECEHWS B (hOPMY UBMEHEHWIA socnoab3viimecs nanenbio NHCTPYMEHTOB

6. LenkHuTe Ha KHOMKe Text Box (Hagnuck) nmauean MHCTPYMEHTOB hOPMBI.
Yka3arenb MbILLW NPUMET BUL KPECTMKA C MPUCOEANHEHHBIM K HEMY 3HAYKOM TEKCTOBOTO NOJIS.

7. MopaBeanTe yKasaTeslb MbIWM K TOMY MeCTy (hOpMbl, B KOTOpoM Heofxoaumo pasmec ]
TUTb TEKCTOBOE MOJE.

8. YpaepkuBas HaXaToW KHOMKY Mbiliy, NepeMellanTe yKasaTeNb Mbiiiu.
OTimycTyTe KHOMKY MbILWW, KaK TONbKO TEKCTOBOE M0/e NPUMET HEO6XO0ANMbIE pasMepbl.
Access c034acT TEKCTOBOE M0/ BMECTE C METKOWA.

10. LLenkHWTe Ha HaAMWCK NPaBO KHOMKOW MbINIH U U3 NMOSBMBUIEr0CH KOHTEKCTHOIO
MeHI0 BblbepuTe KomaHay Properties (CBoicTBa).
MoaBMTCA AManoroBoe OKHO CBOMCTB TeKCTOBOIO nons (puc. 17.15).
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Puc. /7.15. Qunanorooe OKHO CBOICTB mexcmogozo NONA nozeonsem onpedertims TUN 0To[]
Bpa>kaembIX faHHbIX

M.

12.

14.

16.

17.
18.

19.

1lenkuure B none Control Source (JaHHble).

[NosBuTCA KHOMKA CO CTPENKOW, HanpaBneHHOM BHUS.
LLLenKHMTE Ha KHOMKe CO CTPesKoi, HanpaBneHHOW BHH3.
OTKpOETCA CNMCOK NOMeR, conepxaiinxcs B 6ase JaHHbIX.

BblbepnTe HEOGXOANMbIM ueToOUHMK AaHHbIX, HanpuMmep FirstName (Mma) nan AdC]
dress (Agpec).

BbIGpaHHbIii BaMU UCTOYHMK AaHHbIX YKKET AcCess, AaHHble Kakoro Tuna 6yayT otobpal]
)KaTbCsl B TEKCTOBOM MOJIE.

LLLenkHNTe Ha KHOMKe 3aKPbITUSA ANAN0roBOro OKHa.
JiBancibl e IKHATE HA NONe HafNuUCH.
MosBuTcA granorosoe okHo Label Properties (Hagnwce).

LWenkHnte B none Caption (Mognuch) ¥ BBeAUTE MOANUCHL A1 HOBOTO MNOAA
(Hanpumep, NAEHTUDNKALMOHHBIA KOf).

BBeaeHHbIN TeCT MOABUTCS B hopMme.
IlenxHHTe HA KHOMKE 3aKpbITUS guanorosoro okHa Label Properties (Hagnuce).
LLLeNnKHUTE Ha KHOMKe 3aKpbITUA okHa Form (dopma).

OT06pasuTCs 4ManoroBoe 0KHO, B KOTOPOM HEOBXOAMMO YKa3aTb, XOTWUTE /N Bbl COXPaHWUTL
BHECEHHbIE H3MEHEHHI.

LLlenkHnTe Ha kHonke Yes ([a).
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/1I3MeHeHvie nons hopMmbl

Mocne co3faHust Mosst UHOTA HeO6X0AMMO U3MEHUTL €ro pasMep WK NepeMecTuTb, YTOGbI
npuaate opMe 6onee NpPUBReKaTebHbIA BUA. YUTO6bI M3MEHWUTL pasMepbl MOMs, BbIMOAHWTE

cnegytoLLee.
1. OTKpoliTe cyuiecTRY0 Y0 6a3y aHHbIX.
2. Bbibepute xvomauny Window= Database (Owso= Eaza nanubix).
MosBuTca guanorosoe okHo Database (Basa gaHHbIX) (cm. puc, 17.7).
LLLenkH1Te Ha 3Hauke Forms (dPopmbl) NeBoii NaHenn okHa Database (Baza gaHHbIX).
[HeaxunTe Ha Tabauue, B moJist KOTOPOA HEOBXOAMMO BHECTU N3MEHEHMS.
LLlenkHnte Ha kHonke Design (KOHCTpyKTOp) naHenM WHCTpymeHToB Database
(Ba3za faHHbIX).
Access 0T06pa3mnT hopMy BMECTe C NMaHe/bio NHCTPYMEHTOB.
6. LLlenkHUTE Ha Nofe WM Ha COOTBETCTBYIOLLEA MOAMUCH.
Mone nnn nognuck 6yayT BblgeneHbl PaMKOW € YepHbIMW MapKepamu.
7. TopBeauTe yKasaTeNb MbIW K MapKepy, B pe3y/sbTaTe Yero OH AO/MKEH MPUHATb BUA
JIBYHANPAaBJIEHHOH CTPeJIKN.
Ynepsxkupaa HAKaTOW KHOMKY MblWK, mepeMeniaiite yKasaTe/lb MbILLW.
9. OTnycTUTe KHOMKY MbIWK, KaK TodbLke NOME WAW MOAMUCL MPUMET Heolxolumbie
pasmepbl.
10. IllenxHHTE HA KHOMKE 3aKkpeiTHa OKHA Form (Popma).
MosBUTCA AManorosoe OKHO, B KOTOPOM HEOOXOLMMO yka3aTh, XOTUTE /N Bbl COXPAHUTb
BHECEHHbIE N3MEHEHMS.
1. UlenkHuTe Ha kHonke Yes ([a).

UT06bI NEPEMECTUTDL MONS, BbIMOHUTE CNeayHoLLee.

12.
13.

14.
15.
16.

17.

19.

20.

OTKpoiiTe CyLLecTBYIOLLYIO 6a3y AaHHbIX.

BbiGepute komaHgy Window= Database (Oxno=ba3a gaHHbIX).

OTo6pa3unTtcs gnanorosoe okHo Database (Ba3za gaHHbIX) (CM. puc. 17.7).

LLlenkHnTe Ha 3Hauke Forms (dPopmbl) neBoli NaHenn okHa Database (Basa gaHHbIX).
LLLenkHWTe Ha Tabnuue, B NONA KOTOPO HEOOXOAUMO BHECTU U3MEHEHUS.

LLlenkHuTe Ha kHomke Design (KOHCTpPYKTOp) MaHenn MHCTpymMeHTOB Database
(Baza nanHBIX).

dopma 0TO6Pa3NTCH BMECTE C MaHerbl0 MHCTPYMEHTOB.
LLLeNnKH1Te Ha Mofe win Ha COOTBETCTBYIOLLEN NoAnmcu.

Mone wnam nognuce 6yayT BblAeneHbl PaMKoOi C YepHbIMM MapKepamu. O6paTTe BHUMaHWe
Ha 60/1bLLIOY MapKep B BEPXHEM JIEBOM Y1y PAMKW.

MopaBeanTe yKasaTeNlb MbIlIM K MapKepy B BEPXHEM /IEBOM Yriy PamKu, HaKXMUTe
KHOMKY MbILIW 1 MepeMeLLaiiTe yKasaTenb MbILLN.

OTnycTUTe KHOMKY MbILW, KaK TO/IbKO MOJe WUAN MOAMUCH OKaXEeTCH B HYXXHOM
MecTe.

LLLeNKHUTe Ha KHOMKE 3aKpbITUA okHa Form (dopwma).
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MosiBUTCA AManorosoe OKHO, B KOTOPOM HEOGXOAMMO YyKasaTb, XOTUTE /I Bbl COXPaHUTb
BHECEHHbIE U3MEHEHUA.

21. UWlenkHuTe Ha KHonke Yes ([a).

YpaneHue nons opmbl

UTo6bl yaanuTb nons diopmel, BbIMOIHUTE CEAyHOLLEE.

1. OTKpoiiTe CywecTBYOLWYO 6a3y AaHHbIX.
2. Bblbepute komaHgy Window= Database (Oxuo= Baza faHHbIX).
OTo6pasuTcsa gnanorosoe okHo Database (Basa gaHHbIX) (cMm. puc. 17.7).
LLLenkHnTe Ha 3Hauke Forms (Popmbl) neBoii naHenn okHa Database (ba3a faHHbIX).
LLLenkHUTe Ha Tabnmue, B KOTOPYO HEOOX0AUMO BHECTM N3MEHEHUS,
LLlenkHnTe Ha kHonke Design (KoHCTpykTOp) naHenn wHcTpymeHToB Database
(basa faHHbIX).
dopma 0TO6pa3UTCAa BMECTe C MaHebl MHCTPYMEHTOB.
6. LLlenkHWTE Ha Mone WAK Ha coOTREeTCTRYIOLIEH NOLNUCH.
Mone nnu nognuck 6yayT BbiAeNEHbI PaMKOI C YEPHBIMY MapKepamu.
7. HaxkmuTe knaenmy <Delete>.
LLLenKHMTe Ha KHOMKe 3aKpbITusi okHa Form (dopma).

[MoaBMTCA AManorosoe OKHO, B KOTOPOM H806X0,[1VIMO YKasaTb, XOTUTE /1N Bbl COXPaHUTb
BHECEHHbIE N3MEHEHUA.

9. LenkHute Ha kHonke Yes ([a).

Coxpanenue dasor garnox

Access MpefoCcTaB/seT Ba BapuaHTa COXpaHeHWs 6asbl JaHHbIX.

| v B Buge thaiina 6asbl gaHHbIX Access 2003 (peKOMeHAYeTcs Anst 6O/bLUMHCTBA M0/b308Ba ]
| Tenewn).

| ¥ B Buge haina 6asbl AaHHbIX ApYyroli nporpammbl (PEKOMeHAyeTCs, ecim Heo6xoaMmo 061
i MeHMBaTbCS 6asaMn JaHHbIX C MOMb30BaTeNAMM APYrMX MporpaMM, Takux Kak Paradox

[

i nnndBASE).

;95""3\ Mo Mepe TOro Kak Bbl peakTupyeTe, yaanseTe Uan aobasnseTte gaHHble, Access col]
(@ ,l xpdHAeT BCe M3MeHeHUs B aline 6asbl AaHHbIX. OAHAKO MpW yaaneHun unn fo6as ]
&/ nenun noneit nnu Tabnuu, Bam Ccneayet COXpaHWTb MakeT 6asbl JaHHbIX. Opyrumu
CNOBAMM, BaM HY)XXHO COXPaHSTb U3MEHEHMS B CTPYKType 6asbl AaHHbIX, a He uamel]

HEeHWS CaMMUX JaHHbIX.

CoxpaHeHvie 6a3bl JaHHbIX B Bae harna Access
[Ons coxpaHeHWs n3MeHeHuiA B dhaline 6asbl JaHHbIX BbIMOAHWUTE O4HO U3 CReayroLnx AeiACTBUIA.
| v Bbibepute komangy File=>Save (aitn> Coxpanuts).
v HaxXmute KOMGUHaLuo Knasni <Cirl+S>.
k ¥ LLLenkHMTe Ha KHoMKe Save (CoxpaHWTb) CTaHAAPTHOW MaHe M UHCTPYMEHTOB.
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CoxpaHeHie 6a3bl fIaHHbIX B Apyrom dopmate haiina

HecmoTpsa Ha Bce NOMbITKU KoMMnaHuu Microsoft LOMUHMPOBATL Ha PbIHKE, He BCe MoJb30BaTe-
NN ANA XpaHeHUs AaHHbIX MCNOoMb3yoT Access. B ctapble fo6pble BpeMeHa 60bLUIOIR MonynspHo ]
CTb0 MONb30BasiaCb FPOMO34Kas 1 CnoXxHas B pabote nporpamma dBASE. HekoTopble nonb3oBate ]
Nn paboTatoT ¢ TaKMMK nporpammamu, kak Paradox, Approach n FoxPro.

MoaTomy, ecnm BaM He06X04MMO 06MEHMBATLCA AaHHbIMU C NIIO4bMUW, KOTOPbIE He XOTAT pabo ]
TaTb C Access, BaM C/efyeT COXpaHWUTb 6a3y AaHHbIX B COOTBETCTBYHOLLEM thopmaTe chaina.

% MHorHE nonb3oBaTeN UCMONbL3YIOT AN1S XPaHEHWS [aHHbIX 3M1eKTPOHHbIe TabauLbl, nol]
3TOMY BaM MOHaLo6UTCA COXpaHATb 6a3bl AaHHbIX Access B hopMaTe 31eKTPOHHOM Tab[]
{ / nvubl Lotus 12131 nunn Excel.

’/‘5“& 4

SBET MpakTnyeckn Bce Nporpammbl 4na paboTtbl ¢ 6a3aMy AaHHbIX NOHUMAKOT dopmaT hai [

@ nos dBASE 111, Tak Kak 3TOT (hOpmMaT B TeYeHWe AO0Aroro BpeMeHU Obin O6LLENPUHATLIM
CTaHfapToM fAna 6a3 gaHHbIX. No3ToMy, ecnm Bbl XOTUTE, YTOGLI C BalMMy 6asamu gaH ]
HbIX MOrnW paboTaTb Takme nporpammbl, Kak FileMaker, FoxPro nan Approach, coxpal]
HAKTe nx B popmaTte dBASE /1. Ecnm e Bbl XOTUTE UCMO/b30BaTh OAUH M3 cambiX col]
BPEMEHHbIX CTaHAAPTOB, COXPaHATe faHHble B dhopmate XML.

YT106bI Npeobpas3osatb Tabnmuy 6asbl JaHHbLIX AcCess B 4pYroi hopmat, BbIMOMHWUTE CreaytoLuee.

1. OTKpoliTe cyllecTByOLWY0 6a3y AaHHbIX.
2. Bbibepute komaHgy Window= Database (Oxno= baa faHHbIX).
OTto6pasntcsa gnanorosoe okHO Database (basa gaHHbIX) (cm. puc. 17.7).
3. Ulenxnure Ha 3Hauke Tables (Ta6nuubl) neBoii naHenn okHa Database (5a3a 1aHHBIX).
OT06pasuTcs CNUcoK Tabnny 6asbl AaHHbIX.
4. [llenkuure Ha Tabnmue 6asbl JaHHbIX.
Bbi6epuTe komanay File=Export (haitn= Skcnopr).
MosiButcAa guanorosoe okHO Export Table To (3kcnopT o6vekTa: Tabnumua B).
6. Beegute umsa gainna B none File Name (Mwmsa daina).

7. WenkHute B cnucke Save As Type (Tun ¢haiina) n BblbepuTe HEOOXOAUMbIA THII
taiina, nanpumep dBASE 11 nnn Paradox 5.

8. LLenkHnTe Ha KHoMnKe Save (CoxpaHuTb).

ECnu Bbl COXPaHWNN fiBe KOMUM OAHUX U TeX aHHbIX B Pas3nyHbIX (aiinax, o6a3atebHO
BHOCUTE M3MEHEHNs B 06e KOMuW. B MPOTMBHOM Cryyae Bbl MOMy4YUTE ABA PA3/INUHbIX
BapuaHTa OfHMX AaHHbIX, a 3Ha4YWUT, BaM GYyAeT TSXKENO OrnpedeuTb, Kakoil nmeHHo Ball
PUaHT COAEPXMT 60/iee HOBbIE JaHHBbIE.
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[naBa 18

MouCK, COPTIPOBKA U CO3MaHIE 3ampOCoB

B oriou wabe. ..

¥" ToucK faHHbIX B 6ase
v CopTnpoBKa NH(opmaumn

v Co3faHVeMmcrob30BaHNe3anpocos K 6ase JaHHbIX

CIH Bbl N1aHMpYyeTe TONbKO HaKannBaTb MHDOPMaLMIo B 6a3e faHHbIX, BaM He fo4yBCTRO-

BaTb NMPEUMyLLECTBA KOMMbIOTEPHOWN 6a3bl JaHHbIX MO CPaBHEHUIO C 06bIYHLIM 6YMaXKHbIM

APXMBOM, pasBe YTO CKOMMpoBaTb (HO M MOTEPATb) 3NEKTPOHHbIA AOKYMEHT MpoLle, Yem
6yMaXKHbIl/i. B MONHYIO CUy MpenmyLLecTBa 3/EKTPOHHOIO apXuBa fAaHHbIX NPOSABAAIOTCA TOr4a,
KOrja Bbl 3aH/MaeTeCb MOUCKOM, COPTUPOBKOWM 1 aHaIM30M MHOpMaLMn, XpaHsLeiics B 6ase gaH [l
HbIX. Bbl XOTUTe y3HaTb, KakoOl ToBap MOMb3yeTcs HanmbonbLIMM CrpocoM (a OT Kakux TOBapoB
MOXHO CMOKOMHO 136aBNTLCA KakK OT CBUHLLOBOro SiKops)? UTo6bl Access 0TBeTU/IAa BaM Ha 3T BO[]
MpoCbl, AOCTATOYHO OAHOrO0 LiEj4Ka MbILbIO. Bbl XOTUTE y3HaTb, KTO M3 BalUMX NPOAABLOB BbI3bl[]
BaeT HanbosbLLlee YMCAO0 Xanob U HapeKaHui (a BMeCTe C HUMW U NULLHWE pacxonbl)? Access 6bi[]
CTPO OTBETUT BaM W Ha 3TOT BOMpOC. [1aBHOe OTAMYMEe KOMMbKOTEPHOM 6a3bl fJaHHbIX OT GyMaXKHO[]
ro apxvmpa COCTOUT B TOM, 4TO Mporpamma 6a3bl AaHHbIX MO3BOMAET BbINOMHATL MPUKNafHbIE
3afa4m — roucK, COPTHPOBKY U 06paboTKy MHOopMaLmn, 4To npu pabote ¢ bymaramu npegcras ]
NAET yTOMUTENbHbIA, HYAHbI/ 1 06peMeHUTENbHBIM NpoLLecc.

Jlouck € dase gannsix

ByMaXHbIli apxMB — B BUAE KaBGMHETHOrO LKada, BpaLLalowmxcs NoioK Wan MpocTbiX Nanok —
06bIYHO A/151 YAOGCTBA MOMCKA AaHHbIX YCTPOEH TAK, UTOGbl XPaHUTb MHMOPMAaLMIO, OTCOPTMPOBaH [
HY0 B a/i(haBUTHOM MoOpsiAKe. Access NO3BOMSET BaM BbICTPO HaliTy TpebyeMyto MHGopMaLmio no o]
60MY KpUTEPUIO: PErUCTPaLMOHHOMY KOgy, NMOUYTOBOMY MHAEKCY, UMeHam 1 (haMUInaM, Mo cTpaHam u
061acTsM, Mo AaTam PerncTpaumn... Hy, Bbl y>ke MoHsIn.

Access npeg/iaraeT Ba crnocoba Noucka AaHHbIX:

¥" MOWCK OfIHOIA ornpeaeneHHol 3anncu;

A T

¥" nouck OAHOVI WX HECKONbKMX 3anunceli ¢ Cnosb3oBaHNeEM dpvmpra.

S, Access TakKe MpegnaraeT TPeTUI CMOCO6 MOVCKA aHHbIX B 6ase JaHHbIX — C MOMOLLbI0
'

fiforc TaK Ha3blBaeMbIX 3anpocoB, O KOTOPbIX Bbl y3HanM HWKe, B pasgene "lVcnons3osaHuve 3al]
N
1{", npocoB B 6a3e faHHbIX".

'?ﬁnsm
[ovcK OTAEeMbHOI 3ammcu

[insa Toro utobbl HaliTW OTAE/bHYHO 3amnMch B Gase AaHHbIX, HY)XXHO 3HaTb, MO KpaliHeld Mepe, YacTb
9TO 3anucH, ONPedenstoLLyto ee. ACCess NMOKa YTO He YMEET YnTaTb BallW MbICIN, MO3TOMY Bbl JO/DKHbI



JaTb eli yKasaHus, Hanpumep: "Haiitn nmsa yenoseka, y KOTOporo Homep ghakca 555(1904" wnm "Haiitn
Homep TenechoHa Bunna elitca”.

Koraa Bam HY)XHO HaiiTyi onpefjeneHHy 3anmnch, XOpoLLo 6bl 3HaTb XOTb Maslyr YacTb MH(opMaLmm
13 3T0i 3anucu. Tak, YTobbl HaTN HoMep TeneddoHa, BaM AO/MKHO ObITb M3BECTHO UMS MW hamuang Xo-
3A1Ha 3Toro TesnedoHa, UK Ha3BaHWe ero OpraHn3aLnmn, UK aapec MecTa NPOXMBaHUA UK PaboTbl.

Uem 6onee creuyndunyHbl KIOYeBble aHHbIE MONCKA, TeM ObICTpee ACCess HalmfeT HYXXHYI0 BaM
3anucb. Tak, 3anpoc K Access no nosogy TenedOHHOro Homepa Yenoseka, NpoxusaroLiero B o]
HeL,Kol1 o6nacTu, 3aiimMeT ropasfo 6onblue BpeMeHU, YeM MOUCK HOMepa TeneoHa Henoseka ¢ dall
munuveli LiBeTkoB. OTBETOM Ha Balll 3arpoC MOXET ObITb OFPOMHBbIV CAMCOK NH0AEN, MPOXUBALLMX
B [loHeL Kol 061acTu, HO MHOTMe 1 U3 HUX HOCAT haMmunuto LiBeTkos?

UT06bI OTbICKATb OMNpefeneHHyto 3annck B 6a3e faHHbIX, BbIMOMHUTE CNeaytoLLee.

1. OTkpoiiTe chopmy, cofepxKallyto MHGOopPMaLnio, KOTOPYIO Bbl XOTUTE OTbICKaTh.

Hanpumep, ecnv Bam He06Xx04MMO HaliTV TeneOHHbINM HOMED ONPeeneHHOro JHIA, OTKpoi [l
Te Mo6yto (hopmy, COoAepXKaLLyto ceeieHis O TeneOHHbIX HOMepax. OTKPbITb (hOpMy MOXHO,
LWenkHYB Ha KHonke Enter/View (Bsow/npocvotp) B okHe Main Switchboard (InasHas
KHOMOYHas chopma) Unn BbINoNHUB KomaHgy Window= Database (Oxuo= Easa jaHHbIX),
LLieNIKHYB Ha 3Hauke Forms (PopMbl), Mocne Yero ABaXx/b! LLEIKHYB Ha HEO6X0AMMONA thopme,

2. Bbibepute komaHgy Edit=Find (llpapra= Haiita) unm HaxuuTe koMmGuraiHo
knasuw <Ctrl+F>.

el KomaHga Find (Haiitn) otcytctByeT B MeHto Edit (MpaBka) 4o Tex nop, noka Bbl He OT[]

KpoeTe dopmy.

MosiButca gnanorosoe okHO Find and Replace (Mouck n 3ameHa) (puc. 18.1). Ecan
Tabnunua coBepLUeHHO nycTa, ACCess BbIBEAET AVNAIOTOBOE OKHO C MpedynpexieHneM o
TOM, 4TO KOoMaHAy Find (Haliti) Henb3s Mcnonb3oBaTb.

TH oot aocevs 00 o
e h\:uﬂc‘rm mopun Srvoy, Cpex Owo Opara
Al Cyr

| Mom xowrakra
aumnun [Cogopos [omwHocts
Qprannsaunn Pabouni Tenecho
Qfpawenns -

Agpec

Munexe | La e
e =i

Pernon
Crpana/perne

yueTon pegectpa (WG ysetom dopmeTy noned

Puc. 7&.1. Mou1cK 3anm1cm ¢ MOMOLLbIO AMaNoroBOro okKHa /7oUCK 1 3amMeHa
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3. B none Find What (O6pasel) BeeguTe namkkie, KOTOPble Bbl XOTUTE OTbICKaTb
(nanpumep, davunuio LIBeTKOB).

4. UlenkHute B cnucke Look In (Mowuck B), @ NOTOM BbibepuTe HeobxoanmMoe 3Hade [[]
Hue, nanpumep First Name (ms).

5. Wleaxnure B cnucke Match (CoBnageHne) n BbibepuTe OAWH W3 cieayiomux nall
pameTpoB.

= Any Part Of Field (C no6oii yacTbio nosisi). TekcT o6pasua MOXET HaxoauTbLCS B
no6oi yacT nons (Tak, NOMCK No obpasuy LiBeT BossparuT 3anucy LEeTKOE U
MycTouyBeT).

< Whole Field (Mona uenukom). TekcT 06pasuia JOMKEH COCTaBNATb LEIMKOM CTPOKY
LaHHbIX B OfHOM U3 AYeeK MoNs, a He SIBSATLCS YaCTbio CTPOKM (Tak, MOUCK Mo 06pasLly
IBaHOB MOXXET BO3BPaTUTL TO/IbKO 3anumch VIBaHOB, HO He V1BaHOBa).

« Start of Field (C Hayana nons). TekcT obpasLia 4O/MKEH HaxoAUTbLCA B Havane cTpol]
KN JaHHbIX B Mnofie (B TakKOM C/yyae Mouck no obpasuy LiBeT BO3BpaTWT 3anucb
LIBeTKOB, HO HE TTyCcTOLEET).

6. LllenkHute B cnucke Search (MpocmoTp) u eeiGepuTe 3HavyeHme Up (Beepx),
Down (Buuz)unn AU (Bee).

= Up (Beepx). MoucK BbINOMHAETCA C TEKYLLE 3anuncK 40 NepBoii 3anuncy B 6ase faHHbIX.

< Down (BHu3). MounCK BbIMONHAETCA CTekywieil 3anncKn 4o nocneHen 3anmcy B 6ase
JaHHBbIX.

« All (Bce). Mownck BbIMOMHSETCA MO BCeli 6ase AaHHbIX.

ol Ecnu Bbl Bblbpanu 3HadeHne Up (Beepx) nnv Down (BHU3) 13 packpbiBatoLerocs cnvl

( ] ‘J cka Search (IMpocmoTp), Access MOXET He HaiiTM Heob6XoauMbIe faHHble, YTO O3Ha4aeT

& / He TONbKO TO, YTO flaHHbIe MPOCTO[HANPOCTO OTCYTCTBYHOT, HO U TO, YTO OHWN HAaXOAATCA
B TOV yacTui 6asbl JaHHbIX, B KOTOpPbI Bbl HE NPOBOAMAM MOWCK. Hanpumep, ecnu Bbl
Bbl6pann 3HaveHne Up (Bsepx), TO NporpaMma He CMOXET HaiiTh AaHHble, KOTopble Hall
XOAATCA B HVDKHEN YacTh 6a3bl AaHHbIX.

7. Ecnn Heobxoaumo, ycTaHoBuTe hnaxkok Match Case (C yueTom perncrpa).

JTOT (haxxok coobLLaeT Access, YTO MOUCK CreayeT MPOBOAMTL C YHYETOM MPOMMUCHBIX
N CTPOYHbIX 6YKa, MCNONb30BaHHbIX B TeKCTe 06pasla. ATO 03Ha4aeT, YTo, ecin Bbl
YyCTaHOBMAM 3TOT (hnaxok, a B none Find What (O6pasew) ykasaHO 3HayeHue lzeT,
Access OyfeT UCKaTb TONbKO Te 3anucu, B KOTOPbIX COLEPXMTCA CTpOKa LiBeT, HO He
uset nnn LBET.

8. LLenkHute Ha kKHonke Find Next (Haiitu ganee).

Access BblBeeT MepByH0 3arucb, COOTBETCTBYIOLLYIO YCTaHOB/IEHHbIM KOYeBbIM AaH []
HbIM. Bam noHago6utcs nepemectTnth Ananorosoe okHo Find and Replace (Mouck u
3ameHa), 4To6bl yBUAETb pe3ynbTaTbl MOMCKA.

9. 3akpolite gnanorosoe okHo Find and Replace (Ilomck n 3ameHa), WeNKHYB Ha
kHonke Close (3akpbith). (Nnn wenkHuTe Ha kHonke Find Next (Hantun gal]
nee), eCAN xoTHTe NOCMOTPETb CNeAYIOLWYI0 3anucb, COOTBETCTBYIOLLYIO BBefeH [
HBEIM JaHHbIM.)

Access Mbo 0TOBPasUT Ty e 3amucb, YTO U B M. 9, MO0 MOKAXET CrefyroLLlyto nogxol]
[ALLYIO 3aMNnCh.
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MovcK 0fIHOW W HECKOMbKMX 3ar1CEii C 1CToNb30BaHNEM (rbTpa

Mpwn ncnonb3oBaHmm KomaHgbl Find (HaliTn) Access NpoBOAWT MOWCK MepBoii 3anvcu, cootseT ]
CTBYIOLLEl BBeEeHHbIM fJaHHbIM obpasua. Mpu ncnonb3oBaHMM (uabTpa Access oTobpaxaeT Ha
3KpaHe TONbKO Te 3anucy 13 6asbl AaHHbIX, KOTOpble COOTBETCTBYIOT YCTAHOBNEHHOMY KPUTEPUMIO.
Takum 06pa3om, Bbl MOXETE CKOHLEHTPMPOBaTb CBOE BHMMAaHMWe TOMbKO Ha Tol YacTu 6asbl gaH[]
HbIX, KOTOpas BaM Ba)KHa celiyac, 1 ybpaTb C 3KpaHa BCe /INLLHee.

oosEl Paznnune mexay komaHgov Find (Halitv) 1 ounbTpomM MOXHO MpefCTaBuThb CreylouiHM
obpaszom. peanonoxumM, 4TO Bbl PELLUMAN HaWTW Napy 3efeHblx HOckoB. KomaHpga Find
(Hawiti) 3acTaBuUT Bac nepecMoTpeTh BECh LKad A1 TOro, Y4Tobbl HANTW BCEro NMLWb napy
HOCKOB. ®PU/bTP >Ke NPOCTO OTOPOCUT BCe, YTO He SIBNSETCA 3eMeHbIMW HOCKaMW.

ECn Bbl peumnn NpUMeHUTb (UNLTP, TO BaM MOTPeGyeTCs OTKPbITh AManorosoe okHo Filter
(PunbTp), B KOTOPOM Bbl CMOXETE YCTAHOBUTb HEKOTOPbIE OMLMN.

E ¥ Fild (Mone). Yka3sbiaeT Access, Kakue Mons Bbl XOTUTE WUCMO/b30BaTh AN MOUCKA. Bbl
MOXETe Bbl6paTb OfHO WM HECKO/BKO MOJEN.

v" Sort (CopTvpoBKa). YCTaHaBNMBAaeT COPTMPOBKY AaHHbIX B andyaBuTHOM mnopsake (Mo

BO3pacTaHuio), B o06paTHOM nopsigke (MO YObIBaHWIO) WAM OTKIHOYAeT COPTUPOBKY

(oTcyTcTBYET),

Criteria (Ycnosue oT60pa). YKa3biBaeT AcCcess, YUTO Bbl XOTUTe HaliTu. Bbl MoxeTe yc[]

TaHOBWTb OAMH WM HECKOMbKO KpUTepueB, Hanpumep: "HaiiTn agpeca Bcex ntofgeit, npo ]

Xusatowmx B Ogecce nnm B [loHeuKoi obnactn'.

Ty,

SN N T T
g{

SR B pesynbTare COPTUPOBKM AaHHbIX MOCAEAHME [IEPEYIOPAIOMHBAIOTCS, HO MPU 3TOM Bbl
f

( > BCE PaBHO BUAMTE BCHO 6a3y flaHHbIX LENMKOM. ECAn e Bbl BOCMO/b3YeTech YC/OBUEM

\

&/ ot6opa, To Ha akpaHe 6GyayT OTOGPaXeHbl TOMLKO Te [aHHbIe, KOTOpble COOTBETCTBYIOT
3aflaHHOMY KpWUTEpUIO, a BCE OCTaslbHble flaHHble 6YayT CKPbIThI.

icnonb3oBaHue (*)I/U'Ipra Mpwv rnouncke I/IH(*)OpM&LI,I/II/I B cpopme

®dopmbl MOTYT 0TOGpaXKaTb Ha 3KpaHe TONbKO OAHY 3anucb. YTo6bl OT(hmnbTpoBaTh 3anucu,
BbIMONTHUTE CIENYHOILEE,

1. OTkKpoiiTe hopmy, cofeprKaLlyto MHopMaLuo, KOTOPYH Bbl XOTUTE OTbICKaTb.

2. Bblbepute komaHay Records=Filter=Filter by Form (3amncn= @uantp= UzmennTs

unbTp) Nnm wenkHuTe Ha KHonke Filter by Form (N3meHnTb hmnbTp) cTaHfapTHOWM
naHenn NHCTpymeHToB (puc. 18.2).

MosisuTCA okHO Filter by Form (PunbTtp), oueHb MOXoXee Ha JopMy, KOTOPYIO Bbl OTKPLIU
npw BbINONHeHNM N. 1.

3. LLLenkHUTE Ha noJie, KOTOPOE Bbl XOTUTE NCNOMb30BaTh 418 (hunbTpauum 3anuncei.

Hanpumep, ecnn Bbl xOTWUTe OTO6GpaTb BCe 3anucH O NMIOAAX, npoxkBaroummux B Ofecce,
wenkHuTe Ha none City (Fopog).

CnipaBa 0T BbIGPaHHOro Bamy NONA NOSBMTCA KHOMKa CO CTPENKOM, HanpasieHHOM BHU3.
4. LLenkH1Te Ha KHOMKE CO CTPE/KOMA.

OTKpoeTCs CMCOK CO BCEMMW AaHHbIMU (B HalleM Cllyyae C Ha3BaHWUSIMW FOPOfOB, KOTOpble
cofilep>xatcsi B 3anumcsix 6asbl gaHHbIX) (puc. 18.3), npegctaBneHHbIMM B 3TOM Mone B 6ase
JaHHbIX.
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KHonka ®unbTp no BblgeneHHoMy KHomka M3mennTb dunbtp

|! | Kop, koHTakTa

Damunnn Cunopon Homenocts
Opranmnaaymn | PaGouniirenedio
Ofipawmyus BuytpenHuiTe ne
Anpec [¥n, MowTepas | Covommiit renecpo
it | ke

Hugene

Fopon

Pernon
Crpanalparnax

Puc. 18.2. CozpgaHve dunbTpa ¢ nomougsio [UAN0TOBOTO OKHA PUMLTP

KHonka MprmexeHne unsTpa

Koa koHTakTa

@ ame A AomkHocTb

Dpuuuilw PaSovui renedo
Ofpawexns BHyTpeHHKRA Tene
M_:pie

CoTtomsii Tenedo

‘dakc

Whaeke
Topen "
Parnon

Puc. 18.3. MpumeHAa uibTp K 6ase AaHHbIX MPU WUCMOMb30BAHUN (DOPMbl, Bbl MOXKETE ykdr-
3aTb TUN JAHHbIX C NMOMOLLBIO packprieamje2oci CnucKa
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5. BblbepuTe B packpwiBaruieMcsi CMUCKe K/OUEBblE JAAHHEIE, N0 KOTOPbIM Bbl X0[]
TWUTe OTMNLTPOBATL 3anncK B Bauleli 6ase gaHHbIX (B HaweMm cnyvyae — Opecca).

6. MoBTopnTe Nn. 3-5 AN Bcex Mnoseid, N0 KOTOPbIM Bbl XOTHTE (hHILTPOBATE 3aMUCK.

o™ Uem Gonblue (MNLTPOB Bbl YCTAHOBUTE, TeM yxKe ByAeT pesyibtupyiolii cnncok 3anu ]

celi, C KOTOpbIMW Bbl GyaeTe MOTOM paboTaTh; Bbl MOXETE YCTAHOBWTb Tak MHOFO
(hULTPOB, UTO He NPOPBETCA HY OfHA 3aMWCb, U Bbl YBUAUTE MYCTON 9KpaH. TulaTesbHo
nnaHnpyiTe Bally paboTy W 1emnu MpU Co3faHNmn UbTPa.

7. Bbibepute komaHgy Filter= Apply Filter/Sort (DuaeTp=TipaMennts QuAbTP) Mam
uresikHETEe HA KHONKe Apply Filter (MpyMeHnTL nAbTP) NaHenm MHCTPYMEHTOB.

Access NOKaXeT BCe 3anucu, COOTBETCTBYHOLLME BalUMM KpuTepusam. [nd npocmotpa
BCEX HaiifieHHbIX C noMouisic (MALTPA 3anuceit wenkHute Ha kHonke Mext Record
(Cnenyromasdanmcb) unuPrevious Record (MpeapiayLan 3anmce).

S. Ecnu 3axoTuTe BHOBb 0TO6pa3nTb Ha 3KpaHe BCe 3anncu 6asbl faHHbIX (@ He TO/IbKO
OT(hUNLTPOBAHHbIE 3anucu), BblGepuTe komaHgy HRecords=yRemove Filter/Sort
Ganuen= Yaaaums QUIbTP) WM welkuuTe Ha KHonke Remove Filter (Yaaants
hunbTp) cTaHAAPTHOM MaHenn MHCTpymeHToB (puc. 18.4).

Bbl60p 3ToM KOMaH/bl BOCCTaHOBWUT Ha 3KpaHe BCe 3anncu 6a3bl OaHHbIX.

KHonka Copriposka no y6biBaHunio
KHonka CopTipoBKa Mo Bo3pacTaHuio | Kronka Yaanuts unstp

mn M_4_3‘ Kop komraskra
DMK W‘_ = "~ | DonxHocms
Opravwsauun | | PaBauwa renedho
Ofipawskne | [BhyrpenHuE Tane
Aapec J Cotomsiil Tenedo
Daxe i

Muaexe

Fopeg

Parnon
Crpanalpernoy

Yupauks

rouopii...| (Haspars nomap—
=

[Qepe

i e Y I i i
HE : ] LI e £ - ! : i

Pue. 18.4. Mocne npumeHeHUst puabTpa Anst 0TO6padKeHUs BCEX 3anuceil ero Heo6XoANMO yaanTh
oMH, . .
< Mocne ncnonb3oBaHUs unbTpa ybeanTech, YTO Bbl YAanuay ero KomMaHgoi Remove
Filter/Sort (Yganntb unbTp); UHave B clienyioliuii pa3 npu paboTe ¢ Access Bbl yBuaun ]
Te Ha 9KpaHe TO/bKO YacCTb 3aMuncei 1 peLunTe, YTO OCTaNbHbIe 3anNncK Nponau.
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Mcnonb3oBaHne unbTpa Mpu noucke MHopMaLm B TabnnLe

PUIbTPALMIO JaHHBIX MOXHO MPOBOAUTL He TO/bKO B hopmax, HO U B tafnuuax. OCHOBHOE
MpevrMyLLeCTBO WCMOMb30BaHWUSA (ULTPOB B TabnuLe COCTOUT B TOM, YTO Ha skpaxe MOXeT 0To[]
BpaxaTbCa HECKONbKO 3amnuceid, a He 0fHa, Kak mpv unbTpauumn gaHHbix B hopmax. Utobbl or[]
(hnnbTPOBaTb 3anWCK, BLIMOMHUTE CrefytoLLee.

1. OTKpoiiTe Tabnuuy, cofepyxallyto MHDopMaL Mo, KOTOPYH Bbl XOTUTE OTbICKATb,
2. LLLeNKHUTE Ha moJie, KOTOPOE Bbl XOTUTE UCMOMb30BaTb A1 PUALTPALMM 3aNNCeid.

Hanpumep, ecnn Bbl X0TUTE 0TO6PaTh BCe 3anmncK 0 NIoAsx no gamunnm eaHos, wenk
HuTe Ha none Last Name (Pamunus).

3. Bblbepute komaHgy Records=FiltersFilter by Selection (3anuen= Gunuip=
dUNbTP N0 EBeUIEJEHHOMY) WM enxkumute Ha KHonke Filter by Selection
(@HILTP NO BblAENIEHHOMY) CTaHAAPTHOM NaHenn UHCTPYMEHTOB.

Access Hemef/ileHHO OT06pa3VIT BCE 3anncun, COOTBETCTBYHOLLME 3afjaHHOMY KPUTEPUIO.

o8 [nsa Bblibopa HECKONbKUX KPUTEPUEB NoBTOpMTE NN. 2, 3 He06X04MMOe KO/IMYECTBO pas.

4. Ec/n 3aX0TUTE BHOBb 0TO6Pa3nTb Ha 3KpaHe BCe 3anucy 6a3bl faHHbIX (& He TO/bKO
orhuaLTpoBAHKEIe 3anNuUCcK), BblibepuTe KomaHgy Records=»Remove Filter/Sort
(Bamucu=Ynaaurs QUNbTP) UK meakuuTe Ha kHonke Remove Filter (Yganntb
(hunnbTp) CTaHAapPTHONM NaHeNn NHCTPYMEHTOB.

-
Coprmnpobra gannsx
[na Toro 4TO6bI OTCOpPTMPOBaTL 3anncun B 6ase JaHHbIX, BaM cfiefyeTt ykasatb Access, Mo

KakKuM nosam Bbl XOTUTE COPTUPOBATbL AaHHbIe N B KaKOM nopsnke (I'IO BO3pacTaHUO 1Unn no

y6bIBaAHWIO).

Hanpumep, Bbl MOXeTe OTCOPTMPOBATH 3anucy B 6ase AaHHbIX B andaBUTHOM mopsigke no ume ]
HaMm, CTpaHam unu ropofam. B oTanume ot nomcka, Korfa Ha 3KpaH BbIBOAUTCA TOMbKO YacTb 3anu[]
Ceil 13 6a3bl AaHHbIX, copTUpOBKA AaHHbIX NPEACTaBASAET UX B ApYroM NOPsAKe.

qu_'!!&'.\ Ecnn Bbl copTupoBan 6a3y faHHbIX, TO MO OKOHYaHUWU PaboTbl MOXeETe BOCCTAHOBUTH
MCXOIHLIE NMOPAAOK C nomoubio KOMaHabl Records=>Remove Filter/Sort (3amucu=
Y/ YpanuTb uibTp).
UTo6bl OTCOPTMPOBaTL 6a3y AaHHbIX, BbIMOAHUTE CMEAYHOLLEe.
1. OTkpoiiTe hopmy unm Tabsniiy, COgepXKallyto MHPOoPMaLnio, KOTOPYHO Bbl XOTUTe
oTcopTUpOBaTh.
2. LWenkHuTe Ha none, ne KOTOPOMY Bbl XOTUTE COPTUPOBATD JAMMCH,

Hanpumep, ecnn Bbl XOTUTe OTCOPTMPOBATb faHHble MO hamMuUNnK, LIENKHUTE Ha none
Last Name (Pamunus).

3. Bbi6epuTte kKomaHay Records=Sort=>Sort Ascending (3anucu= CopTHpoBKas
Mo Bo3pacTaHuto) (unm Sort Descending (Mo yGeiBaHuK)) MW WIEJKHHTE Ha
KHonke Sort Ascending (Mo Bo3pacTaHnio) unu Sort Descending (Mo y6biBal ]
HWI0) CTaHAAPTHON NaHenn UHCTPYMEHTOB.
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MapameTp Sort Ascending (I'lo BO3pacTaHWIO) BbIMOAHUT COPTUPOBKY AaHHbLIX B MOPsifKe
oT Ago A (nnm ot 0 go 9). Mapametp Sort Descending (Mo y6biBaHMIO) — B nopsake oT A
fo A (unn ot 9 go 0).

Access NocnyLHO OTCOPTUPYET AaHHble.

4. 3aBepwuB paboTy, BOCCTAHOBUTE WMCXOAHbIAN MOPALOK AaHHbLIX C MOMOWILI KOMaHAb
Records=>Remove Filter/Sort (3anucu=Ygannts punbtp).

coEeT MockonbKy B Tabnuie 04HOBPEMEHHO OTOGPaXKaeTCsi HECKOMbKO 3anuceid, COpTUMPOBKa
[aHHbIX MOXET 06/1erynTb NPOCMOTP 3anuCcei.

Ucnoussobanue sanpocol € dase garnsix

CoxpaHeHWe nHdopMauumn B 6a3e faHHbIX — 3TO MPEKPACHO, HO MCTUHHOE HacnaxieHue Bbl
nonyyuTe, KOrja HauyHeTe MCMNo/b30BaTh BBEAEHHYIO UH(hopMaLuio. Kpome BCero npoyero, npocroe
BMMCbIBAHME afiPECOB M UMEH BalUMX MONb30BaTeNein ByaeT 0CTaBaTbCA MyCTON TPaTOW BPEMEHMW U
CUN [0 Tex Mop, NoKa Bbl HE HAyYMTECh UCMO/Mb30BaTb MH(OPMALMIO 13 Ba3bl faHHbIX 415 3apabal]
TbiBaHWA AeHer (pagw 4Yero BCe W fenaercs).

[ns TOro 4tobbl MOMOYL BaM 3W(PEKTUBHO UCMONL30BAaTb NH(OPMaUMIO 13 6a3bl AaHHbIX, Ac]
Cess npegnaraeT HeCKO/MbKO MyTel aHanm3a 1 06paboTKm faHHbIX. VHhopmaums, xpaHawascsa B
WwKadax apxmMBOB, aApPeCHbIX KHUrax Uy Ha 6naHkax KaHLenapckmx bymar, CTaTMyHa; OHa BCerga
0CTaeTcsq B TOM BWAe, B KOTOPOM Bbl ee 3aHecnn. VIHdopmMauwms, xpaHnumas B 6a3e faHHbIX Access,
rotosa K npeo6pa3oBaHMAM 1 TPAHCHOPMALMAM, KaK NNaCTU/IMH B BaLLMX pyKaXx.

Kak 3aaBatb BOMPOCHI C MOMOLLI 3arpocoB

3anpoc — 3T0 TepMMH, OMpefensoWwmiA cnocobd NOCTaHOBKM BOMPOCOB W 3ajay nepen Access.
Ecnn Bbl coxpaHum Kakyo [Td nHopmaymio B 6a3e faHHbIX, TO C MOMOLLGIO 3anpoca Bbl NOAyUYnTe
ee, MpM4YeM B MpeobpasoBaHHOM (hopme. 3armpocoM MOXKeT ObITb MPOCTOM MOMCK B 6a3e AaHHbIX
UMeH 1 TenethOHHbIX HOMEPOB BCEX UL, MpOXMBatowWwmx B Kuese, Nan 3T0 MOXET 6biTb TakKoW
CNOXHbI NPOLLeCC, Kak NOUCK B 6ase aHHbIX HAMMEHOBAHWIA N KOIMYECTBA TOBAPOB, NPOAaHHbIX
CO 2 HOs16pA No 29 aekabps.

CeKpeT NpaBUIbLHOFO COCTaBNEHUSI 3anNpOCOB COCTOMT B TOM, UTO Bbl AO/DKHbI YeTKO onpeel]
NINTb, YTO Bbl XOTUTE HAMTN N KaK 06 3TOM CKa3aTb ACCESS.

Kakas pasHuLa mexmay 3anpocoM U KOMaHdoih Haiitu

W 3anpoc, n komaHga Find (Halitn) Bo3BpallatoT 13 6asbl JaHHbIX Access HeKOTopyto Tpebye ]
Myt0 MHhopMaumio. PasHuua Mexay HHMH COCTOMT B TOM, YTO 3arpoc Bbl MOXETe COXpPaHMTb Kak
CamMOoCTOATe/NbHbIM 06BLEKT 6a3bl AAHHbLIX M UCMO/b30BaTh €ro BMOCAEACTBUW, He NOBTOPAS KaXAbIi
pa3 KpHMTEPKH NOUCKa M 0T60pa. A BOT €C/iM Bbl MCMoNb3yeTe KoMaHAay Find (Haiitn), To Bam Kax [
AbliA pa3 NpuaeTcs ycTaHaBMBaTh OMNLUN ee LMAIOr0BOr0 OKHa.

Hiy

f‘,"f-\\ Elle 0AHUM OTAMYMEM ABASETCS TO, YTO KOMaHAa HailTu MOXeT HaxofuTb TONMbKO OfHY
ﬁ 3anuchb 1 He NO3BOASET NCMOMb30BaTh HECKONbKO KPUTEPYEB MOUCKA OAHOBPEMEHHO.

e Wcnonb3yiite kKomaHay Halitn B Tex cnyyasx, eCnivm Bam HY>XHO OAMH pa3 nposectn Kall
KO [TO YHMKaNbHbIA MNOUCK MO OAHOMY WM HECKONIbKUM MOMsM 6a3bl faHHbIX. 3anpoc
nonesHo paspaboTarb B TOM C/yyae, eciim OnpedenieHHbl MONCK CTAaHOBUTCA PYTUHHBIM,
HEeOfHOKPaTHO NOBTOPSAOLLMMCS NPOLECCOM.
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Co3paHue sanpoca

Mpu co3gaHUKM 3anpoca Bam HY>XHO YCTaHOBUTb YC/IOBYE OTGOPA M TWM faHHbIX, CPEAU KOTOPbIX
Access 6yaeT NpoBOAUTL MOMCK.

3anpoc MpUYHUMAaET [OCTaTOMHO CNOXHbIA BUZ; HarmpuMep, Bbl MOXeTe 3anpocuTtb y Access
CBEJEHUS O NMLax U3 Balleid 6asbl JaHHbIX, KOTOpble 3apabaTbiBalOT MeHblUe 25 Thicsy py6neit B
rog, NPoOXvBatoT M60 B Mockse, 60 B HOBOCMBMPCKE, KYMW CBOI JOM HE MeHee YeM LLECTb
NeT Hazafd, paGoTaloT B Ciepe TOProBAM, UMEHT KOMMbIOTEP W BbIMUCHIBAIOT GO/bLUE TPEX, HO
MEHbLLIE LLIECTM XXYPHA/IOB.

MH
ot 3anomMHu1Te, YTO Ka4yecTBO OTBETa BCELENIO 3aBUCUT OT KayecTBa COCTaB/IEHHOr0 3arnpoca.
Ecnu 3anpoc HefocTatovHO MpogymaH, TO ACCess BbI4acT Bam AasleKo He Bce uHTepel]
CYHIIHE BaC 3anncu, oT Yero MOXXeT NnocTpaaatb Balle fesno.

UT06bI CO3AaTh HOBbIV 3aMPOC, BbINMOAHWUTE CHEAYIOLIHE ASHCTRHSL.

1. Bbibepute komaHgy Window= Database (Okno=Bba3a gaHHbIX).
Mossutca okHo Database (ba3a faHHbIX).
2. UlenkHuTe Ha 3Hauke Queries (3anpocekl) neBoi naHenu okHa Database (Basa gaHHbIX).
3. Asaxabl menxkuuTe Ha cTpoke Create Query by Using Wizard (CosgaHue 3anpoca ¢
NOMOLLbIO MacTepa).
Oto6pasutca guanorosoe okHo Simple Query Wizard (CosgaHve npocTbix 3arpocoB)
(puc. 18.5).

Puc. /8.5. Co3paHve 3anpoca B AvasoroBoM okHe Co3zfaHue NpocTbIX 3anpocoB

4. LLenkHWTe Ha KHOMKe Co CTpenkoit psagom ¢ nonem Tables/Queries (Ta6nuubl v 3al]
npocobl) 1 BblbepuTe Ha3BaHue Tabanibl, KOTOPY Bbl XOTUTE MCNONbL30BaTh AN Nol]
NCKa flaHHbIX.
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10.

3anomHnTe. Tabnuua 6a3bl JaHHbLIX COLEPXKMT TOMbKO YacTb MHGopMauumn m3 6asbl gaH[]
HbIX, CBA3aHHYIO C pyrimun TabnmMuamu, Kak, Hanpyumep, UMeHa, aapeca 1 Homepa renedo-
HOB K1MeHTOB. Korga Bbl BblGMpaeTe Tabnuuy W3 crnMcka, Bbl TEM CaMbiM YKa3blBaeTe
Access, YTO NOMCK faHHbIX crefyeT MPOBOAMTbL TONMbKO B 3TON Tabnuue, a He BO BCeM dhaiine
6a3sbl faHHbIX (KOTOPbI MOXET COCTOSATb KaK M3 OfHOM, TaK 1 U3 MHOIMX TabnnLy).

Mepeiigute K cnucky Available Fields (JocTynHble nons) u BbibepuTe nosns, no Kol ]
TOpbIM GyfeT NPOBOAMTHLCS MOUCK.

Hanpumep, ecnm Bbl XOTWTe MOCTPOMUTL CBOW nouck Ha momsx FirstName (Ums) u
PhoneNumber (Homep TenetoHa), LLENKHUTE Ha OAHOM M3 HUX (a 3aTeM, Moc/e BbinoaHe [
HWA N. 6, BO3BPaTUTECH U BbIGEPWTE BTOPOE MONE).

LLLeNKHATe Ha KHOMKe CO CTPenKOoii, HanpaB/ieHHON BlpaBo, pacnofoXeHHO! Mexay
[BYMS 60/bWINMMN CIUCKAMMU.

Access BCTaBUT BbIGpaHHOE BaMu Mose B cnncok Available Fields (doctynHble nons). MolJ
BTOpWTE 111, 5 U 6 A5 BCeX MOJei, KOTOpkIe Bbl XOTUTE UCMO/b30BATH B 3anpoce,

LLienkHnTe Ha KHonke Next (danee).
Access MonpocuT Bac fatb MM 3anpocy.

BeeauTe uMs 3anpoca B cTpoke What Title Do You Want for Your Query (3agaiite
1UMS 3anpoca).

Bbl MOXeTe Ha3HauWTb 3anpocy IUIHHHOE OMucaTeNbHOe WMSs, Hanmpumep: BoisiBneHue
NnnoXo packynaemblX TOBapoB waM CMNUCOK COTRPYIOHMKOE, KOTOPbIX £
pewmnn yBOMUTb,

LLLenkHuTe Ha KHonke Finish (CoToBo).

OTO6pa31TCs AMAIOTOBOE OKHO 3amnpoc Ha BbIGOPKY, B KOTOPOM 6yayT nokasaHbl faHHbIE,
BO3BPALIAEMEIE 3THM 3aMpPOCOM, — TaKUM 06pa3oM, Bbl MOXETE YOEANUTLCS, UTO 3TO UMEHHO
TO, YTO Bam HY>XHO.

LLLenKHMTe Ha KHOMKe 3aKpbiTWUSA OKHa (KHOMKAa C KPeCTUKOM B BEPXHEM MpaBoM Yriy
OKHa) B AnanoroBomM okHe Select Query (3anpoc Ha BbIGOPKY).

lAcnonb30BaHne 3anpocos

Mocne TOro Kak Bbl CO3Aann 3anpoc, MOXHO MCMO/Mb30BaTh €ro CTOMbKO pa3, CKObKO BaM NoHaao [l
6uUTCA, MPW 3TOM HEBAXHO, CKOMIbKO pa3 Bbl 4OOABASAN, YAANAAN MU M3MEHSNN 3annCK B Ballei 6ase
[lAHHbIX 32 3T0 Bpems. MOCKO/MbKY 3arMpoc MOXEeT ObITb A0CTaTOMHO crioskHeiM ("HaliTh Bcex miogeii,
npokuBaonMx B MOCKOBCKOM 06/1acTh, ¢ 6aHKOBCKUM cyeToM cBbitle 100 000 py6neid, siaperoimmx
hepMamMmn 1 TOPIyIOLMMM CBOMM YPOXKaemM B TeyeHue nocnegHux 30 AHeir"), COXpaHeHue n rocie-
[JyHoLLee NCMO/b30BaHMeE 3anpocoB MO3BOMNT CIKOHOMUTb Ballle BPEMS, YTO SBASETCS [NTaBHOW LIENbH0
BCEX KOMMbKOTEPHBIX TEXHO/OTUIA.

hulul)
= -\{‘

(')

\\ -

3anpoc Tem nosiesHee, Yem yaLle Bbl K HEMY Oﬁpi!U.laC'l'L‘-(:b.

UTo6bl BOCMO/Mb30BATHLCSA 3aNpOCOM, OTKPOWTE (haiin 6asbl JaHHbIX, B KOTOPOM COAEpPXMTCS 3al]
Mpoc, W BbIMOMHUTE CNefytoLLne feicTBIA.

1.

BbiGepute komaHay Window= Database (Oxuo=>ba3a faHHbIX).

2. LWlenkHuTe Ha 3Hauke Queries (3anpockl) nesoii naHenu okHa Database (Basa gaHHbIX).

OTKpOGTCﬂ CMNCOK 3anpocoB, COXPaHEHHbIX B Balleli 6ase AaHHbIX.
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3. [Baxapl menkHuTe Ha 3anpoce, KOTOPbIV Bbl XOTUTE MCMO/b30BaTb.

OT06pa3nTCA OKHO C pe3ynbTaToM BbIMOMHEHMWS 3anmpoca. Bbl MoxeTe NMpPOCMOTPETb BCHO
WMH(OPMaLMIO Ha 3KpaHe WM BbIBECTU €e Ha MeyaTb, HaXaB KOMOWMHALMIO KnaBuLl
<Ctrl+P>,

4. LlkenkHuTe Ha kuonke 3aKpbITUS OKHA (KHOMKa C KPECTMKOM B BEPXHEM MpPaBOM YTy
OKHa) e pe3ynbTaToM BbINOHEHUS 3anpoca.

YaneHue 3anpoca

Mocne TOro Kak Bbl BHEC/IM HEKOTOPble M3MEHeHUS B 6asy faHHbIX, MOXET OKa3aThes, YTo Kall
KO [T 3anpoc BaM yxe 60/blue He HyXeH. UTobbl 3TOT 3aMpoc He 3aHMMan AUCKOBOe MpocTpaHCT]
BO, YAanuTe ero u3 6a3sbl JaHHbIX.

oV HAy

S9SN YAaneHue sanpoca He NpuBeaeT K noTepe AaHHbIX. Mpu yjaneHun 3anpoca Gynyr ygane
( | Hbl TOIbKO KPUTEPUW, C 11OMOILLILIO0 KOTOPBIX Bbl MPOBOAUAN MOUCK B 6a3e fiaHHbIX,
N4
UT06b! YAANUTb 3aMPOC, BLINOIHHTE CICIY G
1. Bbibepute komanay Window=Database (Oxno=>baza aHHbIX).

MosieuTCcA OokHO Database (basa faHHbIX).

2. LWenkHuTe Ha snaqke Queries (3anpockl) neBoit naHenu okHa Database (5asa faHHbIX).
OTKpoeTCA CNMCOK 3amnpocoB, COXPaHEHHbIX B Balleli 6a3e AaHHBbIX.

3. LlenkHnTe Ha 3anpoce, KOTOPbIA Bbl XOTUTE yAannTh.
Bbi6epute komaHay Edit=Delete (Ipaska= ¥ 1annrs) unm Haxkmute Knasuwy <Delete>,
MosBuTCA fUanoroBoe OKHO C Mpocb60li NOATBEPAUTL YaaneHue 3anpoca.

5. LenkHnTe Ha KHonke Yes (Ja).
Baw 3anpoc mcuesHeT 3 okHa Database (Ba3a gaHHbIX).

- Ecnn Bbl cnyyaiiHO yganunu 3anpoc, He NaHukyite. BeiGepute komangy Edit=>Undo

Delete (lIpaska=rOTMeHHTL) UAW HAOXMUTE KOMOUHaunio knasuw <Cirl+Z>. Access
OTMEHUT MOCNefHIO KOMaH/AY W BOCCTaHOBUT 3arpoc.
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naea 19

OTYeThl

B ssoi reafe. ..

v" Co3[aH1e OTYETOB

¥ Icnonb3oBaHne OTYETOB

v YpaneHue oTyeToB

v" TpodheccroHanbHoe ogopMIeHNE OTYETOB

A ccess MO3BONSET BaM COXPaHMTb OTPOMHbIE MacCUBbI MOE3HON (M GecnonesHoi) uHdop-
Mafun B KPEMHVEBbIX MO3rax Ballero KommbtoTepa. HO paHO uav NO3gHO Bbl 3aX0TUTE

A pacreyatarb CBOK MHMOPMaLMIO Ha McTax Bymarum, 4Tobbl Jpyrve namM MOrm NocmoT ]
peTb ee, He TOMNSACb Yy 3KPaHa Ballero KoMrboTepa.

K cuacTbio, BCe JaHHble, xpausgiHecs B 6a3e JaHHbIX ACCeSs, IErKO BbIBECTU Ha neyaTb. Ho,
BMECTO TOro, 4Tobbl neyataTb Cy4yalriHbiM 06pa3oM MepemeLlaHHble MMeHa, agpeca 1 TenedoH ]
Hble HOMepa (M BCIO ApYryr MHQopMaLnio 13 6asbl fJaHHbIX), Bbl, BEPOATHO, 3aX0TUTe CO34aTb
aKKypaTHbIA OTYET, YTOObI APYriMe MOrN IErKO MOHATL CMbIC/ U HAa3HAYeHMWe BalUMX fLaHHbIX.

Hanpumep, Bbl MOXeTe MCNOMb30BaTh ACCeSS ANS aHan3a U BbISBMEHWS BalUMX MOCTOSHHbIX W
NOTeHUMaNbHbIX KIMEHTOB. C NMOMOLLbH HECKOMbKUX KHOMOK (M AaHHOV rnaBbl) Bbl CO34aAMTe OTHET
CO CMMCKOM [ECATU BalLMX fy4LUnX KNMeHTOB. [NpUKOCHeTeCh K APYrMM KHOMKaM — W Mepes Bamu
[JecsTKa caMbIX MpofaBaeMbIX TOBApOB. TaKMM 06pa3oM, OTHET — 3TO TEXHUKA YCTAHOBKM ANt Access
cnocoba 1 opraHm3aLmm BbIBOAa MH(OPMaLLMK, YTOObI €8 MOXHO ObI10 IErKO MOHATL Y UCMO/b30BaTb.

C’os’qaﬂue onueniof

OTueT MOXeT BbIGOPOYHO MPeACTaBUTb UH(OPMALMI0 M3 Balliei 6asbl faHHbIX U cAenatb 3to
raK KpacuBso, 4To Apyrue NoAmN axe He 3aMeTAT, YTo MHAOPMALIMA He HEeCeT HUKAKOr0 CMbIC/a.
UTo6bl co34aTb OTUET MO 6ase JaHHbIX, BbINOMHUTE CeyHOLLee.

1. Bblibepute KomaHay Window= Database (Oxno=bEaza faHHbIX).
Otobpasutcs okHO Database (Basa faHHbIX).

2. LWlenkHuTe Ha 3Hauke Reports (OTueTbl) NeBoi naHenu okHa Database (Ba3sa gaHHbIX).

3. [Baxabl WenkHUTe Ha 3Hauke Create Report by Using Wizard (Co3gaHue oTyeTa
C NMOMOLLLbHO MacTepa).
Otobpasutcs ananorosoe okHo Report Wizard (Co3sgaHue otuetos) (puc. 19.1).

4. LWlenkHute B cnucke Tables/Queries (Tabnuubl 1 zanpecet), YTobbl BbIOPATL TabM [
Uy 6a3bl AaHHbIX, B KOTOPOI 6yAeT co3aaBaTbCs OTYET.

Hanpumep, ecin Bbl XOTUTe pacneyartaTb OTYET, B KOTOPOM OyayT O0TOGpaXKeHbl pesynbTaTbl
paboTbl TOProBbIX areHTOB Balleli KoMnaHwuu, BblibepuTe B Gase AaHHbIX Tabnuly, KoTopas
COLEPXXUT yKa3aHHY0 MHGopMauunio (BO3MOXHO, 3To 6yaeT Tabnuua Toproesie areHThbl
unn Pe3ynbTaTbl Npojax).



Pue. 19.1. Inanorosoe okHo Co3fgaHne oT4eTOB

5.

Mepeiignte K cnucky Available Fields (JocTynHble nons) v BblbepuTe rmosis Tabnm]
Libl, KOTOPblE EOHIYT B OTYET.

B cnucke Available Fields (octyrerie nons) npefctasneHbl BCe Mons Tabnuubl WM 3ampoca,
KOTOPbIN Bbl BblGpasin B cnincke Tables/Queries (Tabnmupl 1 3anpockl). XOpoLLo npoaymaiiTe,
KaKve Mnosis Bbl UCMOMb3yeTe B OTUeTe. Kak npasusio, HeT CMbiC/a BBOAUTL B OTHET BCE MOSS.

llenkuuTe HA KHOMKe CO CTpejkoii, HanpaB/NeHHOM BNpPaBo, MeXay Ccnuckamu
Available Fields (JocTynHble Hons) H Selected Fields (BbiGpaHHble Nons).

Bbi6bpaHHble BamMy nonsi otobpasatcst B cnucke Selected Fields (BbibpaHHble nons). Mol
BTOpPWUTE NMN. 5 1 6 4N BCex NONeiA, KOTOopble Bbl XOTUTE UCMO/b30BaThb B OTHETE.

LLLenkHuTe Ha kKHonke Next (Janee).

B nossusliemcs guanorosom okHe Report Wizard (Co3gaHue otyeTtoB) (cM. puc. 19.2) Bac
CHPOCAT, XOTUTE NN Bbl 06aBUTb YPOBHW FPYNMNMPOBKN? YPOBHW FPYNNMPOBKY onpegens ]
0T OpraHM3aLmio JaHHbIX, BbIBOAMMbIX Ha MeyaTtb. HanpuMep, ecniv Bbl XOTUTE MpU neyatu
CrpynnupoBatb 3anucy no ropojam, BbibepuTe A4S OAHOrO YpoBHSA rpynnuposku none City
(Fopog). Mpu ycTaHOBKe TaKOro YpOBHSA FPYMMUPOBKW B OTYeTe 3anucy M3 6asbl JaHHbIX
OYyLyT CKOMMOHOBaHbI B OTAe/bHbIE pa3fefibl, CONepKallHe CBEAEHNS O NOAAX, Npoxusato (]
ux B Knese, Ofecce 1 MOCKBe, TaK 4TO BaM /IETKo ByAeT HalTh 3anmcb O Kakom[HW6Yab
YenoBEKE, EC/IN M3BECTHO, B KaKOP 06/1aCT OH MPOXKUBaET.

Ecnu Bbl pelwumnn crpynnupoBaTb MHGOpMaLMIO B OTYeTe, LIeNKHUTE Ha noJie, KoTo[ ]
poe Bbl XOTUTe WCMOMb30BaTh ANA TPYNMUPOBKW AaHHbIX, a 3aTeM LIEe/IKHUTE Ha
KHOMKE CO CTPesKoii, HanpaBeHHOW BNpaBo.

B oKHe crnpasa 6y/eT MoKasaHo, Kak NpuMepHo GyaeT BbIrNsAeTb Ball OTHET C YCTaHOoB/eH [
HbIM YPOBHEM TPYMMMPOBKM. YPOBHU rpynnypoBKY NMO3BOMSIIOT YNOPSAOUNTD JaHHble 0Tue [
Ta Mo onpeAeneHHOMY Moo, HanpUMep Mo gare uan hamMmunun. Takim 06pasom, Bbl cMoXe [
Te NMpocMaTpmBaTh 3amnucK, OTHOCALLMECS K ONpefeneHHOl aaTe Unu amunmu.
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Puc. 9.2, I'pynnuposrkazanuceil B 0TYeTe

9. LlenkHuTe Ha kHonke Next (Jdanee).

Ilossures HoBoe OkHO Report Wizard (CosgaHue 0TYeTOB), MokKasaHHOe Ha puc. 19.3,
B KOTOPOM Bbl CMOXETE 0Ipe e (HTH NOPSAAOK COPTUPOBKYM 3anuceli B OTYeTe.

: o 5
‘;i, m"ﬂﬂ COPTMPROBEKE 33WACOA No W‘Im HM
| e fiwmaean, powuEaana S Toneii. 2

Puc. }9.3. Copmuposia JaHHbIX N0 NONAM B BO3pacTaOWEM .7t yObIBAIOLEM MOPAAKE
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10.

11

12.

13.

14.

Hanpumep, ecin Bbl ONpeaenvan ypoBeHb rpyrnnMpoBKM B M. 8, To Access 0TCopTUpyeT 3al]
nucy B andaBUTHOM NMOPSIAKE BHYTPM YPOBHS rPYMNMMPOBKU MO (haMUINSM Y UMEHAM.

LLLeNKHMUTE Ha KHOMKE CO CTPe/IKoii PALOM CO CNUCKOM 1 1 BbibepuTe none, no KoTol ]
poOMy Bbl XOTUTE MPOBECTM COPTUPOBKY 3anucein (ecnm xotute). Eciam Bbl XoTUTEe 0T
COpTMpOBaTh 3anMcy Noc/efoBaTe/lbHO MO HECKO/IbKMM MOJsIM, BOCMO/b3yliTech pacl ]
KpbIBalOLWMMNUCA cnuckamn 2, 3 n 4. 3atem meakauTe Ha KHonke Next (Janee).

Ewe ogHo gmanoroBoe okHO Report Wizard (Co3gaHve OTYETOB) MOSIBUTCS Ha 3KpaHe.
B 3TOM OKHe BaMm OyfeT NpeaioXeHo BblbpaTh MNOPSLOK COPTUPOBKMU.

OnpegenuTte BHELUHWUIA B 1 KOMNOHOBKY 9/1EMEHTOB BaLLEro 0T4era, yCTaHOB/B Heobxo [
LVMble nepersiouaTean B rpynnax Layout (MakeT) u Orientation (OpuenTaums).

PasnnuHble napameTpbl rpynnbl Layout (MakeT) npocto nolph3HOMY pa3mecTsT 3/1eMeHTbI
oTyeTa Ha nmcte. Bbl MOXeTe BblbpaTh Hanbonee nprvemnemMblii ana Bac Bug. Kaxablin pas,
Korfja Bbl BblGMpaeTe HOBYHO OMUMIO MakeTa, Access Teprnenveo OyfeT MOKasbiBaTb Bam
B /IEBOI 4acTu AmanoroBoro okHa CosfaHve OTYETOB, KaK BbIFSAWT BaLl OTYET.

LLlenkHnTe Ha kHonke Next (Jdanee).

OTo6pasnTcs cnefytowee ananoropoe okHo Report Wizard (Co3gaHue oT4eToB) € npock]
601 BbIOpaTh CTWUAb OTYeTa. CTW/b ONPEefeNnUT, KakuMm LWpudToM ByayT pacnedvaTaHbl pa3[]
Hble 3/1eMeHTbI Ballero otyeta. Kaxablii pa3 npy Bbibope HOBOW onuuun cTuns Access byaet
NnoKasblBaTb B /1EBOI YacTu Auanorosoro okHa Report Wizard (Co3gaHve or4eTos), Kak
BbIFNALMT BaLL OTYeT.

BblGepnTe CTWU/Ib U3 CNUCKA M eakHHTe Ha KHonKe Next (Janee).

B cnegytowem gmanorosoM okHe Report Wizard (Co3gaHve oT4eTOB) Bam 6yaeT mpegiol]
YKEHO 33JaTb UMS OTYeTa.

BBeauTe 3arooBok oTYeTa M meaKaHTe Ha KHonke Finish (FoToBo).

Mcnonb3yinTe onucatesibHble 3arofioBKM A1 OTY4ETOB, Hanpumep: Joxofbl 3a MapT Waun
Kak MHOro geHer mbl noTepsann M3[3a rnynbix owmboK Boba.

Access 0TO6pa3VIT Balll OTYET Ha 3KpaHe.

15. Boibepute komaHgy File=Close (®aii 1 = 3akpbiTs) UK LWENKHWTE Ha KHOMNKe 3al]

KPbITUA OKHa OT4eTa.

Access onaTb BbiBefeT OKHO Database (Basa faHHbIX) U aBTOMaTU4YeCKM COXPaHUT OTYeT B
pasgene Reports (Otuetbl). B pganbHeiwem gns toro, 4Tobbl OTKPbITb OTYET, LUENKHUTE
OBaXKAbl HA €ro UMeHU.

Uenonszobanue oruernol

Mocne TOro Kak OTYET CO3faH M COXPaHeH, B HEr0 MOXKHO 06aBATb HOBbIE AaHHbIE U yAaNaTb
HeHy)XHble. Korga BaM NoHago6uTcs pacredartaTb faHHbIe, Bbl CMOXeETe BOCMO/b30BaThCs co3daH [l
HbIM paHee OTHETOM.

[nst Toro 4to6bl BOCMO/Mb30BATLCS CYIIECTEYIOUIMM OTYETOM, OTKPOMTe 6asy AaHHbIX, copepl]
KaLLlyto 3TOT OTHET, W BbIMOHUTE CleAyHoLLee.

1.
2.

3.

Boi6epute komaHgy Window= Database (Oxno=Baza gaHHbIx).
LLLenkH1Te Ha 3Hauke Reports (OTueThl) NeBoit NaHenn okHa Database (Basa nanisix).
IMosIBUTCH CMCOK BCEX JOCTYMHbIX OTHETOB.

[ABaxKbl MENKHHTE Ha 0TYeTe, KOTOPbIM Bbl XOTUTE BOCMNO/Ib30BaTbCA.
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Access 0T06pasuT BblGpaHHbIA OTYET B OKHe. Terepb Bbl MOXETE BmisecTy 3TOT OT[]
yeT Ha Mneuatb, BbIGpaB KoMaHgy File=Print (@aiin=>Ileyars) UAM HaxaB KOMGUHA [
uuio Knasmw <Ctrl+P>,

4. leaxunte Ha KHonke Close (3akpbITh), YTO6bI 3aKPbITb OKHO, B KOTOPOM 6bli
0TO6paXeH OTYET.

Yqauenue ormnerma

Mo Mepe paboThl C 6a30ii AaHHbIX KaKoWi[Th OTYeT BaM MOKAKETCS 60/bLUe HEHYXHbIM, Nol[]
CKO/IbKY He OTBEYaeT HOBLIM LIEMISIM U BaM He Hy)KHa Y)ke MH(OpMaLusi, KOTOPYIO OH OTMPaBAseT Ha
neyatb, UMK Bbl MOMEHANM CTPYKTYPY 6a3bl JaHHbIX U OTUET cTan Hepabounm. UToGbl He 3aHMMaThb

MPOCTPAHCTBO Ha XXECTKOM [UCKe HeHY#HOI MHhOpPMaLWel, yaansaiiTe BOBPEMS BCE, YTO OTCAYXwW []
10 CBOWA CPOK.

QOMHy

YpaneHue oTyeTa He NpUBEAET K NOTepe MHhopMaLmmM 13 Gasbl JaHHbIX. [py yaaneHnm
oTueTa Bbl yaanseTe TOMbKO YCTAHOBKU ANsi Access O TOM, KaK CfefyeT BbIBOAUTL MHL]
(hopmaLMio Ha neyvartb.

[Mocne TOro Kak Bbl yfanuTe OTYET, Bbl HE CMOXETe BOCCTAHOBUTL €0 BHOBL, MO3TOMY,
npexze Yem LLENKHYTb Ha KHOMKe [a, BbINOMHASA n. 5, I'IO,quaVITe, ,U,ef/'ICTBI/ITeJ'IbHO m
3TOT OTYET BaM 60/ibLLe He HY>XEH.

[Ons TOro uTobbl yAaMTL OTUET, CAeNaliTe cneayroee.

1. Bbibepute komaHgy Window= Database (Oxno= BasajaHHbIX).

2. LllenkHuTe Ha 3Hauke Reports (OTueTbl) neBoii naHenn okHa Database (Baza
JaHHbIX).

Bam Gy/eT NpefCcTaB/eH CrIMCOK BCeX AOCTYMHbIX OTUYETOB.
3. Jpamabi WeENKHUTE HA 0T4eTe, KOTOPbIA Bbl XOTUTE YAAIHTE.

4. Bbloepute komaHgy Edit= Delete ([lpasxa= ¥panwrs). HakmiTe knasuwy
<Delete> nnun menxuute Ha KHonke Delete (YganuTs) naHenn UHCTPYMEHTOB OK[]
Ha Database (¥ ganuTtb).

OT0GPa3MTCS AMaNoroBoe OKHO C NpocL60it NOATBEPANTD YaaneHue oTyeTa.

SRS ECnn BbI yanuTe OTYeT, BOCCTAHOBUTH €ro By/eT HEBO3MOXHO.

5. LWenkHuTe Ha KHonke Yes ([Ja).
Baw oTuet BygeT yaanes.

Tlhogpeccuonassroe oghopitenie

oueriza € Access

Access MOXeT paboTatb COBMeCTHO ¢ Word, 4TO MOo3BOSUT NPOECCUOHANILHO O(OPMMUTL
BHELLUHMIA BUZ BaLLIETo OTYeTa. Bbl MOXETE COUeTaTh MPO(ECCUOHABHBIE BO3MOXHOCTM ACCESs MpU
pa3paboTKe CTPYKTYPbl OTHETA C 3aMeYaTe/lbHbIMM BO3MOXHOCTAMM PeAaKTUpPOBaHMs, (hopmaTupo ]
BaHWs U TUP&XMPOBaHWS NMeYaTHO NPoayKLum, CBOMCTBEHHbIMM Word.
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KOHEeYHO ke, Ana Toro 4ytobbl paboTaTb C naHHLiM Access B nmporpamme Word, BaM HY)KHO

CKOMponsaTts paboTy n3 Access B Word.
0151 Toro uTo6bl ¢ MomMoLbio Word 406MTbCs COBEPLUEHHOTO Biijla AaHHbIX ACCESS, BbINONHNTE

cnepytoLLee.

1.
2.
3.

[ latily)]
o ~

Bbibepute komaHgy Window= Database (Oxuo= baza lanubix).
LLLenkHnTe Ha 3Hauyke Tables (Taimiei) nesoii naHenn okHa Database (Basa gaHHbIX).
[Baxkabl WenkHuTe Ha Tabnuue, AaHHbIe U3 KOTOPOIA Bbl XOTWTe cronupoeats B Word.
Access 0T06pa3nT Tabnnuy 6a3bl JaHHbIX, & TAKXKe BCC COAePKaLLMecs B Held flaHHbIe.
Bbi6epute komanay Tools= Office Links=Publish It with Microsoft Word (Cepsuc=>
Ceszn ¢ Office=IIvianxanns 8 Microsoft Word).

Word nokaxeT gaHHble M3 Tabnuubl Access B JoKymeHTe Word B Buae psfoB CTPOK U
CTON6LL0B.

BHecuTe ncnpaBneHns B gaHHble Access (ecnM HY>XHO) unn gobaBbTe HEOOXOAUMbIA
TEKCT.

Hanpumep, Bbl MOXETE U3MEHUTL LLIPUMDT 1 dhopmat 3HaKoB. (Bonee NoapobHO 06 mcnonb]
3oBaHMM Word umntaiTte B yactu Il 3TOi KHMIN.)

Korga Bbl paboTaeTe ¢ Tabnumuein 13 6a3bl faHHbIX Access B fokymeHTe Word, Microsoft
'] Office 2003 konupyeT faHHble N3 Access U BCTaBAseT UX B JokymeHT Word. Moatomy

/ BCE M3AMEHCHUS IaHHLIX, KOTOPble Bbl BbIMOSHMTE B Word, HUKaK He 0TpassTcs Ha gaH[]

HbIX B Access 1 B Word.

Ecnun B 6a3e faHHbIX COAEPXUTCA nocTaTouHO 60NbLIOE KONNMYECTBO YMCEN, KOTOpble Heobxol]
[OVMO MCrOoMb30BaTh 1ipi BbIYUCIEHUN onpe,qeneHHblx pe3yanaTOB JaHHble ACCess MOXXHO Jlerko
3arpy3utb B Microsoft Excel. UTo6bl rciiontzonats | | ¢ uyenbto aHanmsa faHHbIX Access, Bbl[]
NOMHWTE CHEYIOUINE AeliCTBUS.

6. BbibepuTe komaHgy Window=Database (Oxno=Eaza [aHHbIX).

7. LlenkHuTte Ha 3Hauke Tables (Tabnuubl) neBoii naHenn okHa Database (Basa gaHHbIX).

8. [Baxkabl WENKHWUTE Ha Taduuie, JaHHble U3 KOTOPOI Bbl XOTUTe cCKonmnpoBaTb B Excel.

Access 0To6pa3nT TabnnLly 6asbl jiaiikix. a TakkKe BCe COAepPXKaLLMecs B Hell fJaHHbIe.
9. Bbl6epute komaHgy Tools=Office Links= Analyze It with Microsoft Word
(Cepeuc= Crazu ¢ Office= Ana.13B Microsoft Excel).

10.

Excel 3arpy3nt 1 o1o6pasuT gaHHble 13 Tabnuupbl Access B Biie 3NeKTPOHHOM Tabnnupl, col]
CTOSILLEN 13 CTPOK W CTO/OLLOB.

BHecuTe ncnpasneHus B faHHble Access (ECM HYXHO) unu cozpaiite QOPMybl ANA
BbIYMCAEHNA Pe3ynbTaToB Ha neHOke 3TUX faHHbIX.

(Bonee nogpo6HO 06 Mcnonb3oBaHWK Excel unTaiite B yacTu LLL aToit kKHUrKM.) MoxeTe npo ]
CTO HaneyartaTb MM COXPaHUTbL pabounin nucT Excel.

WMHgy o v
250 Korpa Bbl paboTaeTe ¢ TabnuLeli 13 6asbl AaHHbIX Access B 3MeKTPOHHOI Tabnuue Excel,

[ @ ] Microsoft Office 2003 konupyeT gaHHble 13 Access M BCTaBMsSiET MX B Tabnmuy Excel.
”~

Mo3Tomy BCe M3MEHEHMA faHHbIX, KOTOpble Bbl BbIMO/HUTe B Excel, HUKakK He oTpassaTca
HajaHHbIX B Access 1 Excel.
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Yactb VI

BenmkonenHsie AecATKn

A\ -
A BAKASAA HOBLAG KOMWLIOMEP. OH GOAXEH Obimb

pacciuman Ha A¢Boe UN hpabog hoAYwmapug MG%M?”



j 7 % B smok wacku ...

ITocne Toro Kak Bbl MOTPATUN YAMY CBOETO GECLIEHHOTO BPEMEHW Ha U3y4YeHue -
| HOBHBIX KOMMOHeHTOB Microsoft Office 2003, BCe e COBETY0 BaM 03HAKOMUTLCA U C
| 5TOI YacTbl0 KHWUMA, B KOTOPOM H310#EHLI YPe3BbIYANHO fonesHEe (M M3BECTHbIE
- JIHILE Y30PaHHBIM) PEKOMEHAALMM U MOACKAa3KW, CyLLECTBEHHO obneryatoLye paboty
| C3THM MaKeToM Nporpamm. :

CoBeTyto BaM YMTaTb 3TOT MaTepman Tak, YTobbl He MOMacTbCs 3a 3TUM 3aHATUEM Ha
/121834 CBOEN CeMbe, COCMY>KMBL@M WM HavanibCTBy. LHaye OHW mepecTaHyT CcYMTaTb Bac
. cynepcneuyanicTom no Microsoft Office 2003 1 noiimMyT, YTO Bl ~— CaMblA OORIKEOBEH-
P HLll 9e10BEK, JePXKaLLi B PyKax COBEPLLEHHO HEOObIKHOBEHHYHO KHUTY.

Kpome Toro, a noyemy 6bl BaM He MPUMOBPECTM elle HECKObKO aK3eMMIApoB Hall
| CTOALIEH KHUTW W Pa3faTh ee CBOMM Apy3bAM, COTPYAHUKAM ¥ HauabHUKY, YTOObI 1
| oHM n3yunnn Office2003 camOCTOSATENlbHO M A&/ BaM BO3MOXHOCTb BhIIOIHATE
K OpYryto monesHyto paboty.



[nasa 20

JlecATb COBETOB 00 UCMO/Mb30BaHNN
Microsoft Office 2003

B awoli eabe. ..

¥ lcnonb3oBaHne MakpocoB
v" HacTpoiika uHTepthelica nonb3osartens
v" 3almTa fJaHHbIX

v Wcnonb3oBaHne Pocket Office

Microsoft Office cTonbko hyHKUWUI U KOMaHg, 4YTO BaM He 060MTUCL 6e3 cnegyrowmx col]

BETOB. Bbl yBMAWTE, KaK ObICTPO MPOUCXOAUT MPEBPALLIEHNE U3 HECMEILITIEHHOTO HOBUYKA

B KpynHoro cneuuanncta no Microsoft Office 2003 (npasga, Ans 3TOr0 HeO6X0AUMO BbI[]
NOSHUTb €l11e 0HO YCNOBUE: Bbl HUKOT4a He I0/MKHbI PaccTaBaTbCs C 3TOW KHUTOM).

flacmpotina unizepgpetica nosbsobanieds
Office 2003

KomnaHusi Microsoft moctapanack co3fgatb Havbosiee NPOCTON B MCMOMb30BaHMM MakeT npol]
rpammM. OAHaKO MporpaMMbl MOTYT BCe[TAKM OKa3aTbCs [OCTATOYHO CNOXHBLIMU ANSt MOHUMaHWUS.
Mo3ToMy, BMECTO TOFO UTOGbI MOCTOSIHHO My4aTsesi, [aBaiiTe pPacCMOTPMM HECKOSbKO Croco6oB
HacTponkn uHTepdelica nonb3osatens Microsoft Office 2003.

PaboTa C naHens M1 MHCTPYMEHTOB

MaHenn HHCTpYMEHTOR 0BbIYHO 0TO6PAXKAKOTCA B BEPXHEl YacTy OKHa (ecim oHW BoobLLe oTo[]
GpaxkatoTcst). Bbl MOXETE YBUAETb [BE MAHEN MHCTPYMEHTOB, PacrosfiOXEHHbIE B OfIHOW CTPOKE.
OfHaKO Bbl CMOXETE /IErKO HACTPOWUTL MapaMeTpbl MaHeneli MHCTPYMEHTOB Ha CBOE YCMOTPEHMUE,
€CNN BbINONTHUTE Clieaymue AGIZCTBVIFI.

1. Illenkuure Ha KHoMKe Toolbar Options (MapameTpbl NaHeneii MHCTPYMEHTOB) NaHe [
NN UHCTPYMEHTOB, KOTOPYIO pewimjin HacTPOUTb.

[na oTo6paXKeHNa NaHenn MHCTPYMEHTOB, KOTOPas MOXeT ObITb CKpbITa, BblbepunTe KOMaH [
ay View=Toolbars (Bun=Ilasens NHCTPYMEHTOB), NOC/E YEro BblibeprTe HYXXHYH NaHesb
MHCTPyMeHTOB. Mocne wenyka Ha KHonke Toolbar Options (MapameTpbl NaHeneli NHCTpY [
MEHTOB) 0TOOPA3NTCA MEHIO.

2. Bblbepute komaHay Add or Remove Buttons (JloGaBHTs UM yaannTb KHOMKK).
OT06pasnTCA MeHI0, B KOTOPOM 6yayT yKasaHbl Ha3BaHUA OAHOW UM HECKOMbKMX NaHenewn
WHCTPYyMeHTOB, Hanpumep Standard (CtaHgapTHasi) nnn Formatting (PopmatuposaHue).

3. LLeNnKHUTe Ha Ha3BaHWUMW NaHen UHCTPYMEHTOB, KOTOPYHD PELLM/IN HACTPOWTS.



OTO6paBVITCFI MCHIO, B KOTOPOM HanpoTuB BCEX KHOMOK, KOTOPbIE YXe OTOﬁpa)KaIOTCFI Ha

MaHesm MHCTPYMEHTOB, YCTaHOBNEeHbI naxKm (puc. 20.1).

Kronka Mapametpbl NaHenail HCTpyMeHToB

v

[Tf<<

<\

4

CoaaTe.
OTrEE ..
CoxpasTTE
iewicls Sak nom

Qeuarh

MNP ARG T &N NEOCMOTD

Cmdorpadia,
Erezato
Borpoeats
Bev gty

QTver o

Colel
cri0
Cotes

F?
CieX
Crrl+C

Coley

. FoTons

CEgea © Office

A sl

v A=A mpoEaTs

Mpooas

Fugariop cuerapies  At+Ehft=F11
CroAcTaa Ni+ENTER
Cxema fanHex,

s slie

Cosparb OObET
Cripssra: Mcrasoft OfficeAccess  F1
kst

Copde ¢ TabAAI

CEpDC narens

Puc. 20.]. ®na>kkn coOTBETCTBYOT «Hoykal, KOTOPbIE Y>Ke 0T06parkalTcs Ha naHenu ux-
CMPYMENmMOos

cOBET

4.

LLlenkHUTe cnesa oT 3nat4ki KHOMKU, KOTOpas A0/MKHA BbiTh A06aBNeHa Ha naHesb
MHCTPYMEHTOB.

Ecnm Heo6XOAVIMO CKPbITh KaKyto [Th KHOTKY, C6pockTe (h1aXKOoK HarpoTYB ee 3HAaUYKa B MEHIO,

Mo mepe [106aBNeHNA NNK yAaNneHNs KHOMOK C NaHenn WHeTpymeHTos Office 2003 Gypet as[]

TOMATWYeCKN OGHOBNATDL €€ BHCILHIIT BUL,
LLLenkHMTe B 11060M MecTe 3KpaHa 3a npejenaMn MeHH.
Mo3gpaBnsito! Bbl TOMLKO YTO HACTPOUN BHELIHUIA BUJ MEHHO.

UT06bl BOCCTAHOBWTL CTaHAAPTHbIA BHELUHWIA BUf MaHeN WUHCTPYMEHTOB, BbIMO/HUTE
cneytoLme feliicTens.

LllenkHnTe Ha kHonke Toolbar Options (MapameTpbl nNaHeneii WHCTPYMEHTOB)
NAHEJIH UHCTPYMEHTOB, KOTOPYIO PeLlun/ii HacTPOUTb.

[N 0TOGpayKeHNS NaHEIN MHCTPYMEHTOB, KOTOPasi MOXET ObITb CKPbITa, BblGepuTe KoL ]
maHgy View=Toobars (Bua=[lane11MHCTPYMEHTOB), NOC/IE YEr0 BbIGEPUTE HYXKHYHO
naHenb UHCTPYMeHTOB. B pesviintate wenyka Ha kHonke Toolbar Options (MapameTpbl
naHeseit MHCTPYMEHTOB) 0TOGPA3NTCA MEHHO.
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7. BblbepuTe komaHay Add @r Remove Buttons (J106aBUTb UN yAANIUTb KHOIKK ).

OT06pasnTCA MeHto, B KOTOPOM ByayT yKasaHbl Ha3BaHWS OfHON UNN HECKONbKMX MaHenein
WHCTPYMeHTOB, Hanpumep Standard (CtaHgapTHasi) unu Formatting (PopmatmposaHue),

8. BblbepuTe kKomaHay Customize (HacTtpoiika).
OtobpasnTcs guanorosoe okHo Customize (Hactpoiika).

9. LlenkHuTe Ha KHonke Reset menu and toolbar usage data (C6poc), nocne 4ero
WenKHMTe Ha KHonke Close (3aKkpbITb).

Office 2003 BOCCTAHOBUT CTaHAaPTHOE COCTOSIHME /151 BCEX MEHIO W MaHenel HHCTPYMEHTOB,

He nepenanpsraiite 3peHne [Honb3ynTech MacLLTabypoBaHNEM

UT06bl Ha 3KpaHe MOMELLAIOCh KaK MOXHO 6onblie uHgopmaymm, Microsoft Office 2003 otol]
BpakaeT 3Ty MHGOPMaLMIO MeNKMM LpndTom. Ecnn Bbl NpefnoyvTaeTe He nepeHanpsratb CBOe
AparoLeHHOe 3peHue, yBeNnybTe MacluTab M306paxeHMs Ha akpaHe. Pasvep wpudTa (kerb) yeel ]
NINYATCA, N TEKCT CTaHeT Gonee "umtabenbHbIM".

L)
?—"5’ Mporpamma Outlook He 1o3BOJISIET UCMOMB30BATh MHCTPYMEHT Zoom (MacLuTab).

)

WTaK, 4TOBbI YBENUUMTD (MM YMEHbLLWUTL) MACLLTAb TEKCTA Ha 3KPaHe, BbIMOHUTE ChefyHoLLee.

1. Bblbepute komaHay View=Zoom (Bua=MacwTab),
2. YTo6bl BbIGpaTh KO3hULMEHT yBenuyeHus (Hanpumep, 25% unn 200%), ycTaHoBu []
Te COOTBETCTBYIMLICE 3HAYEHME NEPEK/TIoYaTeNs, 3aTeM me/IKHHTEe Ha KHonke OK.

Balll JOKyMeHT 6y/1eT 0TO6paXaTbCsl B APYroM MacluTabe B COOTBETCTBMM C YKa3aHHbIM KO
aULMEHTOM — K BalliemMy MOSIHOMY Y/I0BNETBOPEHMIO.

oL Ecnn Bbl MOMb3yeTeCh MbILLbLIO C KONECUKOM MeXAy ABYMSi KHOMKamu (Hanpumep, Intel-
liMouse oT Microsoft), macluTabupoBaHne MOXHO BbINOAHATL NoLapyromy. [ns aT0ro
[0CTaTOYHO HaxaTb knasuwy <Cirl> n, He oTnyckas ee, Bpawartb Konecuko IntelliM-

ouse B Ty WU/IN APYTYIO CTOPOHY.

Kak yBenMuMTb pasmep KHOMoK

KHonkn naHenn nHctpymeHToB Microsoft Office 2003 4ocTaBAsOT X10NOThI NOMb30BATENSIM He
TOMbKO 1OTOMY, YTO TPYAHO BCMOMHUTL HAa3HAYeHMe KaXol 13 HUX, HO 1 13[34 ceoeli MuHmaTiop ]
HOCTW. BMecCTOo toro YTo6bl HanpsaraTb CBOE 3peHVE, MbITasiCb Pas3rfgeTb 3TUX "MMKPo6oB", cosel ]
TYI0 BaM YBE/IMUYNTb Pa3mMep KHOMOK Ha naHenn uHctpymeHTos B Word, Excel nnu PowerPoint, BbI[]
MOJTHUB CIIEIYIOILIEE.

1. Bbi6epute komaHgy Tools= Customize (Cepeuc=Hactpoiika).

MosiBuTCS Ananorosoe okHo Customize (HacTtpoiika).
2. TMepelignTe Ha BKnaakKy Options (MapameTpbl).
3. Yeranoeute naxxok Large Icons (KpynHble 3Ha4Kn).

Microsoft Office 2003 0To6pa3nT KHOMKK B TakOM BuAe, Kak OyATO nof Bo3geiicTBuvem pall
AVaumMn OHW MpeBpaTUINCL B MYTaHTOB, YBE/MYMBLLMXCA B TPW pasa MO CPaBHEHWUIO CO
CBOMMMU MepBOHAaYaNbHbIMU pa3mepamu.

4. WlenkHuTe Ha kHonKe Close (3aKpbIThb).
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EC/mM Bac HauMHaeT MyTUTb OT BWfa GOMbLUMX KHOMOK, YCTABMBLUMXCS HA Bac C 9KpaHa,
[OCTaTOYHO MOBTOPUThL YKasaHHbIe Bblille felicTBMs, c6pocvB npu 3ToM hnaxok Large
Icons (KpyrHble 3HauKK). KHOMKM BOCCTAHOBST CBOM MepBOHAaYabHbIE pasmepbl.

LLlenyoK npaBoii KHOMKOW MbILLIA

Korga Bbl XOTWTe MepeMMeHOBaTb, OTPefaKTMpoBaTb WAN  MOAM(ULMPOBaTL YTOLIM6O
B Office 2003, BOCMONb3yNTeCh YAOOHLIM KOHTEKCTHBIM MEHIO, KOTOpPOe BbI3bIBAeTCA Mocne Haxal
TVS NPaBOA KHOMKM MbIK. YTO6bI BOCMOMb30BATLCA STVM BCM/IbIBAIOLLMM MEHIO, BEITOIHHMTE crel]
AYIOLWYI0 npoueaypy.
1. YcTaHoBUTe yKasaTe/lb MbILUW Haj 3/1eMEHTOM, KOTOPbIA Bbl XOTUTE OTPEAAKTMPOBATb.
2. UlenkHuTe npaBoii KHOMKOI MbILWK.
[oABUTCA KOHTEKCTHOE MEHI0.

3. LLLenkHnTe Ha Hy)KHOVI BaM KOMaH[€e B KOHTEKCTHOM MEHIO.

Kak 06rerunts ce6e Xm3Hb C MOMOLLH0 MakpOCOB

MHorvie n0AN NPOAO/MKAIOT MeyTaTb O TOM BPEMEHW, KOrja OHW CMOTYT OTAaBaTb NPUKasbl
CBOMM KOMMblOTEPAM B YCTHOM thopme. OfHAKO CypoBasi peaslbHOCTb MOACKA3bIBAET, YTO HaM eLle
[ONro NpUaeTcs BBOAUTL MH(OPMAaLMIO C KNaBmMaTypbl, €CM Mbl XOTUM AOCTUYb XOTb Kakoro[To
B3aMMOMOHUMAHNA CO CBOMM KOMMbHOTEPOM. YUUTbIBas TO O6GCTOATENLCTBO, YTO GOMbLUMHCTBO
Ntofielt Bce e 6e3 0co6oro BOCTOpra OTHOCATCA K BBOZY MHGopMaLmn ¢ KnaBuatypbl, B Microsoft
Office 2003 npefyCMOTPEHO peLleHMe, HasblBaeMoe MakKpocamu.

MakKpocbl He YCTPaHAT MOMHOCTLIO PaboTy C KnaBmMaTypoid, HO MO3BOMSIOT COKPaTUTL KonmyecT (]
BO K/aBULLU, Ha KOTOpble BaM MPUXOAMUTCA HaXWMaTb, YTOObl BbIMOAHWUTL Ty VAW WHYKO pPaboTy.
B npusiie, MaKpoKoOMaHa Mo3BO/ISET BaM “3anmcaTh” KNaBULLKM, Ha KOTOpble BaM npuxoautcst Hall
XuUMaTb. IMocne Toro Kak 3TV KNaBuULIM 3aHECEHbI B MaKPOKOMaHZY, BCAKWIA pas, Korga BaMm B faib[]
Heliluem NoTpeGyeTcs MCMOMb30BaTb MMEHHO 3Ty MOC/EA0BaTeNbHOCTb KMaBWLL, Bbl MOXETe Monpol]
cutb Microsoft Office 2003 "BocnponssecTn” ee.

MpeanonoXxum, HanpyMep, Y4To BaM YacTo NMPUXOAUTCS BBOAWUTL C KlaBUaTypbl Has3BaHWe CBOEM
KoOMMaHunm — Pora u KonbiTa ATA4. BMecTo 3Toro Bbl MOMM 6bl BBECTU Ha3BaHWE KOMMaHWUW
NULWb OAMH pa3, COXPaHWB ero B BMAE MaKpOKOMaHfbl. B ganbHelilem, Korga BaM MoHafoomTcs
BCTaBUTb 3TO Ha3BaHMe B CBOW fAoKymeHT, Office 2003 caenaeT 31O 3a BaC aBTOMaTUYeCKM.

QoM ity

b . Makpocbl MOXHO c03/aBaTh 1 BbiNonHATL B Word, Excel n PowerPoint.

B Access 1 Outlook gonyckaeTcs paboTa C Makpocamm, HO CO3AaHVe MakpoCOB B 3TUX
2 | nporpammax TpebyeT 3HaHWA A3blKa NporpammuposaHus Visual Basic for Applications
W gk / (VBA), a 3TO HacTOMbKO CMOXHOe Aeno, YTo, NOXanyi, SABNSETCS TeMOW Ans Apyroi

o -k
PIEKT KHUMW (KOTOPYHO Bbl, BO3MOXHO, HE 3aX0TUTE YMTaTb).

3annch Makpocos B Word
YTto6bl 3anucaTb MaKpOKOMaHay B WOI’d, BbIMNO/IHUTE CrieaytoLLee.

1. Boibepute komaHgy Tools=>Macro=>Record New Macro (Cepsuc=Maxpocs
Hauatb 3anuce).

MosBuTca gnanorosoe okHo Record Macro (3anuck makpoca) (puc. 20.2).
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Puc. 20.2. Janorosoe oKHO 3anucb Makpoca

2. BeeguTte nmsa gna Makpoca B okHe Macro name (mss Makpoca).
LLLenkHnTe Ha kHonke Keyboard (Knasuwam).
MosBuTCs grmanorosoe okHo Customize Keyboard (HacTpoiika knasuatypsl) (puc. 20.3).

4. Haxmute knasmwy (MM KombuHaumio knasuw), KoTopas OyAeT UCMOMHATL Bally
MaKpoKomMaHgy (uanpumep, <Ctrl+F2>).

Ecnm HeoBXo4uMO Ha3HauMTb OffHOMY MaKpOoCy HECKOSIbKO GbICTPbIX KaBWLL WM KOMGM [
HaLWii KNaBuLL, NMOBTOPWTE 3TOT LUAT HY)XHOE KOIMYECTBO pas.

5. WWenkHnTe Ha KHoNKe Assign (HasHaunTb).
6. Llenxuure Ha KHonke Close (3akpbITh).

YKasaTenb MblLUW NPEBPATUTCA B CTPENKY, K KOTOPO NPUKPENeH 3Ha4YOK B BUAE KacCeTbl;
Ha 3KpaHe MOSIBUTCS MaHeNb WHCTpyMeHTOB Stop Recording (OcrtaHoBKa 3anumcu)
(puc. 20.4), kKoTOpas NO3BOMNT OCTAHOBWTbL 3aMMCb MakKpoca.

7. HaxkmnTe KnaBuLLKM, KOTOPbIE Bbl XOTUTE 3anucaTb B Makpoce.

LLlenyok Ha kHomnke Pause Recording (Ilay3a) no3sonsieT BpeMEHHO MPUOCTaHOBUTL 3al]
nMcb Makpoca.

8. LLenkHunTe Ha KHonke Stop Recording (OcTtaHOBMTL 3anuck), Korga 3asepunte 3al]
MUCb KNasulLl.

UT06bl BbINOAHUTL MAKPOKOMAHAY, HOKMUTE KOMOBMHALMIO KNaBLL, BbIGPaHHYIO BaMu B M. 4.
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KHomnka ~ KHomka
OcTaHoBMTL 3anuch  May3a

Puc. 20.4. Maxenb uncmpysenmos OCTAHOBKA 3anucu
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3anucb Makpocos B Excel
UT06bI 3anucatb MakpoKomaHzy B Excel, BbINONHWTE crefytoLLee.

1.,

Bbibepute kKomaHgy Tools=Macro=>Record New Macro (Cepeuc= Makpoc=
HauaTtb 3anuce).

MosiBuTCA AranoroBoe okHo Record Macro (3anvce Makpoca).
BBegute ums ana cBoeli MakpoKoMaHgbl B OKHe Macros name (/IMsi Mmakpoca).

Beegnte 6ykBy B none Shortcut Key (CoyeTaHve knaeuw) (cnesa OT 3TOr0 Moss ecTb
0603HayeHmne Ctrl+).

Ecnu, Hanprmep, Bbl XOTUTE BbIMOJIHATL CBOIO MaKpOKoMaHay, Haxumas <Cirl+W=, seegun ]
Te W B none Shortcut Key (CoueTaHve KnaBuLL).

. LLenkHnTe Ha KHonke OK.

MossuTCA NaHenb MHCTPyMeHTOB Stop Recording (OcTaHOBKa 3anuch).

5. HaxkmnTe wnavumm, KOTOpbIe Bbl XOTUTE 3anncatb B MaKpoce.

IllenkunTe Ha KHonke Stop Recording (OcTaHoBUTL 3anuch), Korga 3aBeplumTe 3al]
NUCb KNaBuLL.

UT06bI BbINONHWUTL MAKPOKOMaHLY, HOXXMUTE KOMOMHALMIO KNaBWLL, BbIGPaHHY BamMM BTI. 3.

3anncb Makpocos B PowerPoint
UT0o6bI 3anmncatb MakpokoMaHay B PowerPoint, BbIMOAHWTE crenyromue 4elACTBUS.

1.

Bbibepnte komaHay Tools=Macro=Record New Macro (Cepsuc=Makpoc=
HauaTb 3anuce).

MossuTcs gnanorosoe okHO Record Macro (3anncb makpoca).

BBeanTe nMs 4515 CBOe MaKpoKoMaHabl B okHe Macros name (/IMsi makpoca).
MosBuTCA NaHenb MHCTPYMeHTOB Stop Recording (OctaHOBKa 3anwmcw).

HaxmnTe kaaBuiiy, KOTOPbIE Bbl XOTHTE 3aNMcaTb B Makpoce.

4. UlenkHnTe Ha KHomnke Stop Recording (OcTaHOBUTL 3amucs), KOrga sasepuiure 3al]

NNCb KnaBuLl.

YT106bI BEINONHUTL MaKpPOKOMaHAy B PowerPoint, caenaiite cnegytolLee.

5.

Bblbepute komaHgy Tools=Macro=Macros (Cepsne=Makpoc= Maxpocst) (m
HaXXMuTe <ALt+F8>).

MosBuTCA Ananorosoe okHO Macro (Makpoc).
LLLeNIKHWTE Ha UMEHN MaKpoca, KOTOPbIA Bbl XOTHTE BbIMOMHUTD.
LLLenkHUTe Ha KHOMKe Run (3anyck).

Samuma gpatiof Microsoft Office2003

Mocne TOro Kak Bbl MOTPATUAM MacCy BPeMeHW Ha W3yyeHWe MpemMyapocTeidi paboTbl C
Microsoft Office, Bam ocTanocb TONbKO OfHO — MOTEPSATL BCE BaXKHble AaHHble. YT06bI npegoTepall
TUTb NOJO6HOE, BaM 0653aTe/NbHO CeAyeT 3HATb CIEAYIOLIEE,
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OCTOpPOXHO: MakpoBupycChbl!

B Office 2003 npegycMoTpeHbl ABa cnocoba co3faHus MakpoKoMaHg,. MpocTeiwnia n3 Hux (kak
MOSICHANOCL B MpefblAyLLeM pa3aenie) COCTOMT B TOM, YTO6bl “3anucath HYXXHble KnaBuwiu, a 3al]
TeM, B CNyyae Heo6XOAMMOCTK, "BOCNPOM3BECTM" UX. Bonee CNOXHBIA CNOcob co3faHUs MakpoKo [l
MaH[, 3aKN04aeTCa B UCMONb30BaHNM CMELMAaNbHOMO A3blKa MakponporpaMmmnpoBaHus, paspa6o ]
TaHHoro Microsoft (oH HasbiBaeTcs Visual Basic for Applications). C noMomibio 37010 i3bika MOX [
HO co3faBaTb 60/11ee MOLLHbIE (U CNOXHbIE) MaKPOKOMaH[pbI.

ByabTe OCTOPOXHBI, TaK Kak A3blK MakpomnporpaMmMmpoBaHus, paspaboTaHHbIi Microsoft, He Tonb ]
KO [laeT BaM BO3MOXHOCTb C03aBaTb CBOM COBCTBEHHbIE MWHUATIOPHbIE NPOrpaMmMbl (Makpochl), OH
TaKXKe NO3BONSET IporpaMMHcTam-"1yTHrKaM NMcaTb KOMMNbIOTEPHbIE BUPYCHI.

HoBoe NOKOMEHME KOMMbIOTEPHbIX BMPYCOB, MaKpOBMPYChbl, 3apaxaeT fOKymeHTbl Word u pal]l
60umne nuctol Excel. Korga Bbl faeTe Komy[HM6Yab KOMWIO fOKYMeHTa unu paboyero nmcra, col]
[lep>Kallyto BUpYC, Bbl CTAHOBUTECH PACAPOCTPaHMTENEM 3TOTO MakpoBupyca.

C uenbio npegoTBpaLleHns 3apaxeHuns alinoB Ha BalleM KOMMblOTepe Makposupycamu Mil]
crosoft Office 2003 npepnaraeT orpaHNYEHHYO 3aLLUTY OT BUPYCOB.

CBOEI pacnpoCcTpaHeHHOCTU MaKpOBMPYCbl MHULMPYOT pabouve nuctel Excel. XoTs K
MOMEHTY HanucaHus 3TOW KHWUMM yXXe NOSIBUANCL MakpoBupychl Ansi PowerPoint n AclC]
Cess, OHU eLLe He NOy4Ynn LIMPOKOro pacrnpocTpaHeHus. Obs3aTelbHO KynuTe KavecTt [
BEHHYI0 aHTVBMPYCHYIO NPOrpamMmmMy 1 perynsipHo npuobpeTaiiTe ee HOBbIe BEPCUM.

(x\.‘l‘ﬁﬁ} Camble pacnpocTpaHeHHble MaKpOBMPYCbl MHULMPYIOT LOKYyMeHTbl Word. BTopble no

UT06bI BKHOUMTb 3aLLMTY OT MakpoBupycoB B Word, BbINOMHUTE CreaytoLLme felicTBUS.
1. Bbi6epute komaHay File=Save (@aiin= Coxpanuts) uan File=Save As (Daiin=
CoxpanuTh Kak).
OtobpasuTcs guanorooe okHo Save As (CoxpaHeHue [JOKYMeHTa).

2. LLlenkHuTe Ha KHonke Tools (CepBuc), pacnosioXXeHHO B BEPXHEM NPaBOM YTy
Ananorosoro okHa CoxpaHeHue AOKYMeHTa

OTO6PA3UTCS MEHIO.

3. Bbibepute komaHgy Security Options (MapameTpbl 6e30nacHOCTW).
MosBuTCA AmanoroBoe OKHO Security (Be3onacHoCTb).

4. UlenkHnTe Ha KHonke Macro Security (3almTa 0T MaKpocoB).
MosiBUTCA eLle 04HO AmanoroBoe OKHO Security (BesonacHocTb) (puc. 20.5).

5. MepeiianTe Ha BKIaaKy Security Level (YpoBeHb GezonmacHocTs), nocne Yero Bbi[]
6epute nepekntoyatens High (Bbicokas), Medium (CpeaHsas) nnn Low (Huskas).

Ecnmn y Bac HeT Ha TO 0cobbIX MPWYMH, BCerga Bblbupalite BapuaHT High (Bbicokas).

"¢ Ec/n Bbl BbIGPAM BBICOKMA YPOBEHb GE30MACHOCTW, TO HE CMOXETe BbIMOMHUTb HU
( ) OfHOTO Makpoca, CO3[4aHHOTO APYr!M 4YeNOoBEeKOM, MOKa He YMEHbLUUTE ypOBEHb
\& / 6esonacHocT.

d!i!c “

&% OTOT nmepeknioyatenb NpeoTBPATUT 3apaxeHue (ainoB MakpoBMpYCaMu, OHAKO

nveliTe B BUAY, YTO HEKOTOPbIe BUPYCbl HACTO/bKO "CO00pPa3vTe/bHbI", YTO OTKIIO-
YatoT 3Ty 3aluTy.

ST
&
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Puc. 205. Oinanorosoe okHO Be30nacHOCTb MO3BOMSET 3a4aTh NapaMeTpbl 3diunibl 0T BUPYCOB

6. JlBamuel WENKHMTE Ha kKHonke OK.

OT06pasmnTca Auanorosoe oKHO Save As (CoxpaHeHre JOKYMeHTa). Mpu Kaxaom coxpaHe [

HUM gokymeHTa Word 6yaeT MCrnonb3oBaTb 3afaHHble Bamy MapameTpbl 6630MacHOCTH,
7. LLkenkHuTe na KHonke Save (CoxpaHuTb).

L

Ecnn makpoBupyc yxxe 3apa3un fokymeHTbl Word unn paboume nuctel Excel, Bknwo [
yeHue 3awmtbl oT makposupycoB Office 2003 He npuBefeT K yaaneHU BUpyca.
Bam crefyeT ucnosb3osatb Apyryto nporpammy, Takyro Kak VirusScan ot komnald
HUM McAfee (www.mcafee.com) nnm Norton AntiVirus 0T KomnaHumM Symantec
(www . symantec.com). [Mogo6Hble NporpamMmmbl CrOCO6HbLI HaliT Nto6ble BUPYCHI
Ha KOMNbIOTEPE U YHUUTOXNUTb UX.

LLIndppoBaHve haiinos

Ecnn Heobxogmmo obecrieunts KOH(MaeHUmanbHocTb aokymeHToB Office 2003, nopymaiite 06

CMO/L30BaHNM BCTPOEHHbIX CPEACTB wiudpoBas.

[ns BKNoYeHNs WnpoBaHna B TaKMX nporpaMmax, kak Word, Excel unu PowerPoint, Beinon ]

HUTe cieayrolme JeACTBUSA.

1. Bulbepute komaHay File= Save (®aii n = Coxpanurs) nwm File=Save As (Qaiin=

CoxpaHunTb Kak).
OT06pa3nTca gnanorosoe okHO Save As (CoxpaHeHWe JOKYMEHTa).

2. WenkHuTe Ha KHonke Tools (CepBuc), pacnosioXXeHHOW B BEPXHEM HPAaBOM Yriy

[Na/I0roBoro okHa CoxpaHeHwe AoOKYMEHTA.
OT06pa3nTCA MEHH0.
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Bbi6epute komaHay Security Options (MapameTpbl 6e3onacHocTy). (B Excel cnel]
ayeT BblbpaTh KoMaHay General Options (O6wue napamMeTpei).)

MosBMTCS AManoroBoe OKHO Security (Be3onacHOCTb).

YKaxuTe naposnb B TeKCTOBOM none Password to Open (Maponb Anst oTKpbITUS
thaiina).

BBefeHHbIVi Naposb 0TO6Pa3UTCS B BUAE 3BE3A0UEK.

Ecnn Bbl Bbibpann NpocToi Maponb, TO ApYrve MOAM MOTYT ero yragatb. B pesynbTate
LmMpoBaHme 6yAeT HacTOMbKO ke 3(hheKTMBHbLIM, Kak 3alimMTa 6aHKOBCKOro celida
MOMOLLIbIO KO/IOBOTO 3aMKa C YKa3aHMeM Kofja fOCTyrna Ha NPUKIeeHHOM Ha ABepu celida
nncTke bymaru.

. WenkHuTe Ha kKHonke Advanced (JONONHUTENBHO).

MosBsuTCA Ananorosoe okHO Encryption Type (Tun wudposaHus).
Bbi6epuTe TUN LWNGPOBAHUA U LLENKHUTE Ha KHOMKe OK.
Office 2003 npefiaraeT TpY OCHOBHble (DOPMbI LLUKPOBAHMA.

» WeekEncryption (XOR)(Cnaboe wmposaHue (XOR).

= Office 97/2000 Compatible (Coevectvioe ¢ Office 97/2000).
= PasnnyHble Bugpl wWindposaHma RC4.

Ecnm Bbibpath WindposaHne RC4 (KoTopoe obecneuviBaeT HaMboMbLUMIA ypoBeHb 6e30[]
MacHOCTM), TaKKe MOXHO LLeNKaTb Ha KHOMKax CO CTPe/IKaMu, HanpasieHHbIMU BBEPX
W BHH3, PACMONOXEHHbIX ChpaBa OT TekcToBoro nons Choose a key length
(BblbepuTe CTOWKOCTL KkOUa). Yem 6Gosbliue 3TO 3HaueHue (Hampumep, 128), Tem 601
Nee 3AMLIEHHEIM OKaKETCS JOKYMEHT.

(HeobsaszatensHo.) Beeaute naposb B TeKcToBOM none Password to Modify
(Maponb paspeleHns 3anuncn).

Bbl MOXeTe yKa3aTb pasHble 1apony Mpy BbINOAHEHUM Nn. 4 n 7. OgnH naponb no3so ]
NSAET OTKPbITh J0KYMeEHTA, @ APYTrO — BHOCUTb B HETr0 U3MEHEHUS.

LLLenkHuTe Ha KHornke OK.

Ortobpasutca guanorosoe okHo Confirm Password (MogTeepxaeHve napons).
MoBTOPHO BBEAUTE MApONM U LieNKHNUTE Ha kHonke OK.

OtobpasnTcs granorosoe 0kHo Save As (CoxpaHeHWe JOKYMeHTa).
LLLenkHUTe Ha KHomnKe Save (CoxpaHuTb).

Cpencrsa wudpopanus, KoTopble mcnonb3ytotcs B Office 2003, cnocobHbl npegoTepal]
TWTb OTKPbITUE W W3MEHEHMWE BaLUMX [JOKYMEHTOB 0ObIUHbIMU MOMb3oBaTensamm. OfHaKo
MMeTe B BUAY, YTO CYLLECTBYIOT M HACTOALLME CreLManncTbl B 061aCTh LIMGPOBaHUA U
3alMThI, KOTOPbIM He COCTaBWUT 0CO60ro TPyAa OTKPbITh BallW AOKYMeHTbI. [ns obecnel]
ueHMA 6onee BLICOKOTO YPOBHA 6e30MacHOCTV NpuobpeTUTe CreLyanbHylo NporpaMmy
WwngposBaHna. OAHUMU 13 Hanbonee MOMYNAPHbIX MPOrpamMm Mofo6HOro TMNa SBNATCA
Pretty Good Privacy (ee yacTo HasbiBatoT npocto PGP, a 3arpy3avTb ee MOXHO ¢ Web[]
y3na ww.pgp.com) u GNU Privacy Guard (www.gnupg.ora). Obe nporpaMmmbl nol]
3BONAIOT 3alLMPOBbIBaTL OTAENbHbIE (halinibl, Lienble Manku, a Takxe cogepxunmoe xel]
CTKMX AMCKOB, 6narofaps YeMy TONMbKO Bbl CMOXETe paboTarb CO CBOMMM AaHHbIMMU.
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“Uamensyenne” (hainnos

LLindposaHne — 310 TONbKO OAWMH U3 CrOCO60B 3aLMTbl AaHHbIX. OAHAKO MpY NCMONb30BaHNN
WndpoBaHNA Bbl NoyvaeTe ABa aiina — NCXOAHbIV 1 3aindpoBaHHbIiA. Ecnn Bl yaanuTe nexog ]
HbI (halin, ero MoryT BOCCTaHOBUTb M NMPOYUTATb.

Mpo6nema COCTOMT B TOM, KaKMM 06pa3oM NpoucxonuT yaaneHne (paiioB Ha XKECTKOM AUCKE.
Korga Bbl NpuKasbiBaeTe KOMMbIOTEPY yAanuUTb (haiin, KOMMNbIOTEP UrpaeT ¢ BamMmy HeboMbLuyr LwyT ]
Ky. BMecTo Toro 4tobbl yaanuTb hainn rsnyeckn, KOMMbIOTep NPoCcTo "nputeopseTcs”, YTto tain
ypaneH. VIMEHHO Mo 3TO NpU4YMHe KTO[TH MOXXeT BOCMOMb30BaTbCA CreLvaibHOM MporpaMmoi,
Hanpumep 13 coctasa Norton Utilities, n BoccTaHOBUTL haiin, KOTOPbIV Bbl YAAIUAN HECKO/BLKO Yal ]
COB, [iHel, Hedenb, a TO 1 MecsALLEeB TOMY Hasaf,.

Ecnu Bbl feCTBUTENBHO XOTUTE yAanuTh (ialin, He UCMosb3yiiTe ANs 3TOro cpeacTea yaaneHus Win [l
dows. BmecTo 3TOro mMcnosb3yiite creumasibHyt0 nporpaMmy ans "nsmensyeHus” gaiinos. Mogo6Hble
NporpaMMbl He TONbKO YAANAKOT (halinbl, HO HECKO/bKO pa3 3anycbIBatoT MOBEPX HMX MPON3BO/bHYHO UH [
thopmauto. B pesynbTate HUKTO 6GO/bLUe HE CMOXET BOCCTAHOBWTH YAa/leHHble BaMy (haiinbl.

[Byms caMbiMK nonynsapHeIMU nporpaMmmamu asnatotcs Shredder (www. shredder. com)
1 Nuts & Bolts (www.mcafee. com), KOTOpble MPeAOCTaBNSOT 60/1bLLUOE KOMMYECTBO napameT ]
poB ans "n3menbyeHma" gannos.
pIACH

Ecnun Bbl cnyyaiiHo yganunun ain ¢ NoOMOLLb0 NMporpaMM "rM3MenibyeHns”, ero Hemb3s
Oy[leT BOCCTAHOBUTL, MO3TOMY OyfbTe OCTOPOXHbI.

Kak nosyunTb pesepeHble Konuy CBOMX (haiinos

Ha ToT cnyvaii, ecnn Bbl MO OWKNOKe yaanuTe kakoii[mhbo chaiin, cnepyeT Bcerfa XxpaHuTb Aol
NONHUTENbHbIE KOMWUW CBOMX (halinoB. Ecnv ¢ KaknMu [Id 13 Balumx (aiinos CyunTcs HecHacTbe, UX
pesepBHble KOMWUK, 3a6/1aroBPeMEHHO MOJTyYeHHble BaMW, CKPacsAT rOpeyb NoTepu, U Bbl CMOXETE
NpofoMkaTb paboTaTh Kak HM & YeM He 6biBano. Co3faHme OfHOW UM HECKOMbKMX JOMOMHUTENb ]
HbIX KOMWIA BaWnX (DaiiNoB HazbiBaeTCs noiyyenuer PE3EPBHbIX KONWid 3Tnx alinos.

MpocTeliwmin (a NoToMy 1 BbICTPee BCEro 3abblBaeMblii) CNOCO6 NOMyYEHUA Pe3ePBHbLIX KOMUIA
3aK/YaeTCa B CaMOCTOATENlbHOM WX CO3faHMM C momoiikio nporpammel Windows Explorer
(MpoBoaHMK) (Bbl KOMMpPYeTe HYXXHble (haiifibl C XXECTKOro AMCKa Ha AUCKETY Uan HaoboporT). Mol
CKO/bKY 39TOT MeTOf TpebyeT M3BECTHbIX YCUAWIA C BalLEi CTOPOHbl, OH CYMTAETCH CaMbiM HeHal[]
[LEXHbIM METOAOM Ha Cnyyaid, ecnm "rpsiHeT rpom”.

B kayecTBe ajibT¢PHATHEEL MOXHO BOCMO/b30BaTbCA Kakoli[mhbo mporpammoit nonyuveHus pel]
3epBHbIX KOMNWIA U HAKOMWTENEM Ha MarHUTHOW neHTe. Ecnmn BaM yaacTcs COOTBETCTBYHOLMM 06pal]
30M CKOH(hMrypypoBaTb MporpamMmmy MOMyYeHUss Pe3epBHbIX KOMWUA (3TO OyAeT AeNCTBUTENLHO
6onbluas yaaual!), OHa CMOXET aBTOMATMYeCKM "copacbiBaTb" COAEPXKMMOe BCEro BaLLEro XKecTKOoro
[MCKa Ha MarHUTHYHO NeHTY 6e3 Kaknx[Ah6o AONONHUTENbHBIX YCUANIA C BaLlel CTOPOHbI.

Cywectsyet eLLe 0fMH Crnocob aBTOMaTMYeCKOoro noayyeHnst pesepeHbIX Konuii chaiinos. B Word n
Excel npegycmoTpeHa cneumaibHas yHKLMA MoMyYeHns pesepBHbIX KOMWiA, KOTOpasi CO3LaeT pe3epBHYHO
KOMMIO BaLMX (haiinoB KaXabliA pa3, KOrAa Bbl COXpaHseTe TOT Uay MHOW thaiin. K coxaneHuo, Hemnomb-
30BaHMe (hyHKLUM NOJy4eHns pe3epBHbIX Konuii B Word 1 Excel He 3aliuTyT Bac MpW MOSIOMKe BCEro
XKECTKOro aucka. MoaTomy B TakOM Cnydae BaM BCe paBHO MOTPeOyeTCs COXpaHATb Pe3epBHbIE KOMvu
cBOVIX (DaliNoB Ha AUCKETaX M XPaHWTb 3TU OUCKETbI OTAENbHO OT KOMMbOTepa. YUTo6bl BKAOUWTL 3Ty
CreumanbHyo yHKLMIO NonyYeHns pesepBHbIX Konnid 8 Word nnmn Excel, BbInonHWTE cregytoLuee.

1. BuiGepure komaHgy FileSave (®ajin=>Coxpanuts) uim FilesSave As (Qaiin=
CoxpaHunTb Kak).

OT06pasnTca guanorosoe okHO Save As (CoxpaHeHue JOKYMEHTa).
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2.

4.

5.

LLlenkHnTe Ha KHomnke Tools (CepBuc), pacnosiokenHoil B BEPXHEM NpPaBOM yriy
AvanoroBoro okHa CoxpaHeHune JOKYyMeHTa.

OT106pas3nTCs MEHH.

BblbepuTe KomaHgy Save Options (IMapameTpbl 6e3onacHocTun). (B Excel cnegyet
BblGpaTh kKomaHgy General Options (O6ume napameTpei).)

MosiBMTCA AnanoroBoe okHo Save (CoxpaHeHue JOKYMEHTA).

YcTtaHoBuTe naxkok Always Create Backup Copy (Bcerga co3gaBaTb pe3epBHYIO
KOMuto).

LLLenkH1Te Ha kKHonke OK.

Korza Bbl coxpaHsieTe Kakovi [Ah60 (haitn npyn BKNHOYEHHOW PYHKLMN NONYYeHNS pe3epBHbIX KO [
NWiA, Bal pe3epBHbINA thann nonydaet nma Konus (nnm yutolTd Bpoae 3toro). Ecnv, Hanpumep, Bbl
COXpaHunu hain, KoTopblii HasbiBaeTcH TpeboBaHWe BbIKyMa, TO ero pe3epeHas Konus noayymT
nms Konma Tpe6oBaHWe BbiKyMna, a pacluMpeHMeM UMeHW 6yger .WBK (ans LOKYMEHTOB

Word)

unu . XLK (ana pabounx nuctos Excel).

bopeda C Hemelariedohol nowiol

He>kenaTenbHash MoyTa — 3TO COOGLLEHWSI 3MEKTPOHHOW MOYThbl € PasnuyHbIMK Mpesnoxe ]

HUAMA

COMHUTE/ILHOTO COAEPXaHNs (HanprMmep, ¢ PeKOMEeHAALMSMU, KaK 3apaboTaTb MUINOH 3a

NATb MUHYT, NPUYEM AaXe He BbIX0AA 13 JOMY, a TaKXe C NepenoxXeHnsaMmn yBuaeTb KakvelTd upe3[]
BblYaliHO UHTEpeCHbIe hoTorpadum), KOTopble MOCTOSSHHO HAMOJHAKT HaLW 3/1EKTPOHHbIE No4To ]
Bble ALWMKMN. [OCKONbKY NoA06Hble cooliienns 3aTPYAHAIOT HOPMabHYI0 PaboTy ¢ AeNCTBUTENLHO
BaXHOI KoppecnoHaeHumei, Outlook npepnaraetT cob6CTBEHHbIE cpeAcTsa Ana 60pbobl ¢ Hexenald
TeNbHOW NOYTOW, aTaKyHoLLe BaLll NOYTOBbIN ALLMK.

Palitay

@

dunbtpbl Outlook oTCeMBalOT COOOLLEHNA 3NEKTPOHHOM MOYTLI MO K/OYEBbLIM CI0OBaM,
KOTOpble 0ObIYHO MPUCYTCTBYIOT B MOAO6GHBLIX COO6LEHUsX. K coxaneHuo, (punbTpbl
Outlook He 0Ka3blBatOTCS HACTOMbKO 3PEEKTUBHBIMU, YTOObI MONHOCTLIO OrpajuTh BAC
OT HexenaTe/lbHOM KOPpecrnoHAeHUNN, OfHAKO BCe paBHO MOMOratoT 3HauuTeIbHO pa3(]
rpy3nTb Ball MOYTOBbINA sLIHK.

HacTtpoiika dmnbTpa HexenartesnbHoi noytsl B Outlook

[N HacTpoiiku hnnbTpa HexenaTebHoM nouTbl B Outlook BbINOAHWTE crenyionike feACTBUS.

1.

Bblbepute KomaHay Go=>Mail (IMepexoa=>TlouTa) uam HaKMUTE KOM6UHaLMIO Knall
BULW <Ctrl+I>.

Ortobpassarca obnact Mail (Mouta) 1 Inbox (Bxogsaiue).
BbiGepuTe komaHay Tools=>Options (Cepeuce=> [lapamerpsi).
OT06pasnTcsa ananorosoe okHo Options (MapameTpbi).
MepengnTte Ha Bknaaky Preferences (HacTpoliku).
OTto6pa3utca BKnagka Preferences (Hactporiku).

LLLenkHuTe Ha KHonke Junk EMail (HexxenatenbHas noyuta).

Ortobpasntca axanoroeoe okHo Junk E[Mail Options (MapameTpbl HeXenatensHoW NoYThbl)
(puc. 20.6).
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|

Outiaok NOIBONAET NEPEMELLIATE NOACEDMTENHE O Gt
3NEKTPOHHONA NOUTH B OCOGMAO Marky ANA HEXBNATEHON NoTL,

BeifEprTa YOOSEH 3ALMTL! OT HEKENATENLHOA HNEKTPOHHON NOYTLI.

{OHET J0TOMITHUBCDIH QuNsTPaUAY, MHCLMA OT 330N0IPOBaHHLI
OTMPSEMTENE MOMBLUBOTCA = NaNKy HEXENATENLHON MOMTbI

(@ HR. NepexBat 1 NEpeMeLLIEIS ABHIN HEXENTBNHEIX
coCBAERIe) B OTABTBHPO TRV,

() Beconadn MNepewmar SOl UaCTH HeXenaTenbHel NouTl ¢
BEDOATHOC TG NEPEXBATA HEKDTOPLN MO/E3HLI COOBLLIEHWIA.
yalle NPOBEDSATE Marky HEXENATEMLHOA NOUTH.

() TonemD Crucia HAAENDHLIX AAPECATOS. B rarky Bacjadie®
AOCTEBNASTCA TOMKD NOYTA OT NOML30E3TENEH 1 U3 AOMEHOS,
BTHOUEHHBI B CTMCHM Ha @ KHsD! CTIPSBMTENES 11 NOMY YaTenei.

[ BemecaepamoynandTs SOMMORIAC HeX@NITENEHAC NONTY 63
NepemeLLeHAs B Narsy

Puc. 20.6. [OwnanoroBoe okHO [MapameTpbl Hel]
MenamesibHOO NoYThl NO3BONAET 3ajaThb nd-

pameTpbl obpabomki HEXKENaTeNbHON NoYThI

5. BblbepnTe O4MH M3 CAeayIOLIHX NepeksoyaTenei.

Low (Hwuskas).
High (Bblicokas).
Safe Lists only (TonbKO CANCKM HafeXHbIX afpecaToB).

No protection (Be3 3almTbl).

6. LllenkHuTe Ha KHonke OK.

Co3/jaH1ie CrincKa HapaexXHbIX OTrpaBUTeNel

Ecnu Bbl Bblbpann nepekntoyatens Safe Lists only (TONbKO CNUCKM Haf@XHbIX afpecaTos),
Outlook 6ygeT npocmaTpmBaTb BCe MOA03PUTE/IbHbIE COOOLLEHWS, 33 UCK/TIOYEHNEM TeX, KOTopble
nosiyyeHbl OT oTnpasuTenei, yKasaHHbIX B cnvcke Safe Senders (HagexHble otnpasutenu). Ana
€034aHnsA Nogo6HOro cnmcka (B KOTOPOM LO/MKHbI ObITb YKa3aHbl UMeHa BCEX /0AeN, KOTOPbIM Bbl
NOMHOCTLIO A0BEPSIETE) BbIMOMHUTE CefyHOLLME [EeACTBUISA.

Mpu cnegytowem nonyvyeHUn coobuueHuin Outlook nonbiTaeTcss MAEHTUULMPOBaATbL BCHO
HeXenatesbHy0 MoyTy.

1. Bbl6epute komaHay Go=Mail ([Tepexon= IlouTa) MAM HaXXMWUTE KOMOHHALMIO KNaBULL

4.

Oto6passatcs o6nactu Mail (Mouta) n Inbox (Bxogawme).
. Bbibepute komaHay Tools=Options (Cepruc= [apamerpii).
OT06pasnTcs guanorosoe okHo Options (MapameTpbl).
MepeliguTe Ha BkNagKy Preferences (HacTpoiiku).
OTo6pasntcst Bknagka Preferences (HacTpolikn).
LLLenkHute Ha kHonke Junk E-Mail (HexenaTtenbHas nouta).
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OrtobpasnTcs gnanorosoe okHo Junk E[Mail Options (MapameTpbl HeXKenaTeslbHOW MoYThbl)
(cw. puc. 20.6).

5. MepelignTe Ha BKNaaky Safe Senders (Hage>kHble oTnpaBuTenu).
Oto6pasuTtcs Bknaaka SafeSenders (HagexHble oTnpasutenu) (puc. 20.7).
[ o s R T ‘I.. 0
 — _— j Ha/ExK-u8 OTrpasMTEnA [
’ ﬂ MouTa, OTNPAANEHHEA C 3PECOB WV 113 JOMBHOB M3 CrMCKa HAABNHa ||
DITDASMTENSN, HATIAR HE BYAST DECCMATPMBETECR KaK !
i HENANATENHAA, -
|
i i
| e Ciet
K | il A sl
[F]/losepai mACiMam OT AAPECATOR Wi CrACKA KOHTAKTOR
I —
Puc. 20.7. Ha Bknagke Hage>kHble oTnpasul]
mesiu MOXKHO YyKasaTb afpeca 3/1eKTPOHHON
NoYThl W yersie JOMEHHbIE UMEHA, KOTOpble Bbl
cuMTaeTe abCoNOTHO HadeXHbIMU
6. Llenxnnte Ha KHonNke Add (Jo6aBuThb).
Otobpasutcs avanorosoe okHo Add address or domain ([Jo6aBneHvie agpeca ik JOMEHa).
7. Begute afpec 3M1eKTPOHHOW MOYTbl HJH AOMEHHOE MMS, NOC/e Yero LWeNKHUTE Ha
kHonke OK.
Ecnn Bbl ykasanu fomeHHoe ums, Outlook aBTomaTnuecku 6yneT foBepsATb M06bIM coob[]
LIEHMAM 3/IEKTPOHHOM NOYTbI, MOCTYMNalOWNUM C afpecoB, OTHOCALLMXCA K COOTBETCTBYHO [
Lemy JOMeHy, TakoMy Kak Microsoft.com. Bnarogapsi aTomy Bam He noTpebyeTcsi BBOAUTH
Lenblid pag apecoB 3MEKTPOHHOM NOYThbl, OTHOCALMXCSH K OAHOMY [OMEHY, TakuX Kak
bgates@microsoft.comunupallen@microsoft . com.
A. MosTopuTe Nn. 6, 7 ANA KaX0l0 aapeca 3N1eKTPOHHON MOYTbl NN JOMEHHOTO HMeHH,
KOTOPbI1 HEO6X0AMMO BKIHOUNTL B cNncok Safe Senders (HageXxHble oTnpaBuTenn).
9. LlenkHuTte Ha kHonke OK.

O Momnmo cnncka Safe Senders (HagexHble oTnpaBuTeNn), TakXe MOXHO C€034aTb
cnucok Blocked Senders (3abnokmpoBaHHbIE MOfyyaTenu), B KOTOPOM cogepXarcs
aapeca 3NeKTPOHHOM MOYThbl WAWM MMeHa JOMEHOB, MOCTYMatoLiMe C KOTOPbIX COOBLLEHS
9/1IEKTPOHHOM NOYTbI CYATAIOTCS HeXenateNbHbIMW. [na co3faHus NogobHOro cnucka
nostopute nn. 18] 3a NCKNOYEHNEM ToTO, YTO MPY BbIMOMHEHWUY N. 5 nepeigute Ha
BKnagky Blocked Senders (3a610kvMpoBaHHbIe nonyyarenm).
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Ucnoussobanue Focket Office

lMepeHOCHblE KOMMbIOTEPbI MOCTOSAHHO CHMDKAKOT BEC, LieHbl HA HUX TakXe CTPEMSATCA BHMU3, a
BblYMC/INTENbHAsA MOLb pacTeT. Macca HEKOTOPbIX MEePeHOCHbIX KOMMbIOTEPOB COCTaB/AET He
60nbLUe nonyropa KnnorpaMMoB, MpuyemM 06beM NamsaTU U MPOLIECCOP MO3BOMIAKT MCMOMb30BaTh
nonHoLeHHyt konuto Microsoft Office 2003.

OpHaKo, BMECTO TOFO YTO6bI TAraTb ¢ coboi Mo BCEl cTpaHe NMepeHOCHbIE KOMMbIOTEPbI, MHOTVE Nitoay
MPeLNOYMTAIOT UCMOMb30BaTH ELLie 60Mee ManieHbKMe, AeLlieBble U erkKre “KapMaHHbE” KOMMboTepbl, pabo-
TaroLLpe nog ynpasneHnem ornepaumoHHo cructembl Pocket PC.

B coctaB Pocket PC Bxoaut MnHuaTiopHasa Bepcus Microsoft Office, HasbiBaemas Pocket Office,
BKtovarowwas Pocket Word, Pocket Excel, Pocket PowerPoint n Power Access. (Pocket Access yc[]
TaHOB/IEHA TO/IbKO Ha "KapMaHHbIX" KOMMNbloTepax, paboTaowmx nog ynpasneHmnem Pocket PC.)

"KapmaHHbIe" Bepcun nporpamm Microsoft Office npegnaratoT ropasfgo MeHbLUe WHCTPYMeH [l
TOB, YeM NOMHOLEHHbIA Habop Microsoft Office 2003. OfHako 3TV MporpamMmmMbl MOryT 06meHW[]
BaTbCA AaHHbIMM ¢ nporpammamm Microsoft Office 2003, uto No3BonseT BaM paboTaTb CO CBOMMU
thaiinamu kak goma, TaK B MyTu.

IMoaTomy, ecnn Bbl YacTO MyTeLLECTBYETE, HO He XOTUTE BO3UTb C COBOI TSHKENbIV MepeHOCHOMN
KOMMbIOTEP, MOAyMaiiTe 0 NPMOBPeTeHMN "KapMaHHOro" KoMmnbtoTepa, pabortarouiero nog ynpas[]
neHvem Pocket PC, n ncnons3oBaHum Pocket Office.
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[naBa 21

KomOuHaLmm KnasuLl, obneryatoLpe
paboty B Microsoft Office 2003

B swiod zuabe. ..

Co3sgaHue HOBOrO (haiina

OTKpbITME CyLLECTBYIOLLErO (halina
CoxpaHeHue paboTbl

Pacneuarka pa6oTbl

BbipesaHue, KOMMpoBaHWEe W BCTaBKa
Mounck n 3ameHa cnosa wan ¢pasbl

Mposepka opdoprpadun

R O S Y

Mcnonb3oBaHve koMaHg OTMEHUTL N BepHyTb

BRIITYCKOM KaXAon HoBoW Bepcum Microsoft Office komnanmsa Microsoft ctpemutcsa K 101

My, 4TO pasfMuyHble NporpaMmsl, Bxoaswme B coctas Office, 6binn Bce 60/bLIE MOXOXN

Opyr Ha gpyra. TeopeTuyecku, nocne Toro, Kak Bbl pasbepetecb C OAHOW MpPOrpammoi,
BXogsuleli B coctas Microsoft Office, gnsa Bac He cocTaBUT HW ManeliLlero Tpyga pasobparscs U co
BCEMU ApYTrUMUM NMporpaMmami.

[nsa Toro utobbl Bam 6bIn10 npowe paboTats ¢ Microsoft Office 2003, B HacTosiwen rnase npeal]
CTaB/ieHbl Hanbonee YacTo UCMONb3yeMble KOMOMHAaLMM KNasuL B Nt06oi 13 ee nporpamm, Bnarol]
[aps 3TOMy Bbl CMOXeTe GbICTpee MPUCTYNWUTL K peanbHOM paboTe, a He TpaTUTb Bpems Ha m3yuel ]
HWE OCHOBHbIX MPUHLMMOB HCIIOIL30BAHKS MPOrPaMMBbl.

Cosganue nobozo gpavira (<CrH+N>)

Korpa Bam TpebyeTcs co3gaTb HOBbIN (haiin B ntoboii nporpamme Microsoft Office 2003, goctall
TOYHO HaXaTb KOMOWMHaLMo Knasuw <Cirl+N> mim wenkHyts Ha kHonke New (Cosgatb) cTaH[]
JapTHoi naHenn uHctpymeHTtoB. Office 2003 ¢ roToBHOCTbIO oTBevaeT Ha Balle TpeboBaHue, co3[]
faBas nycToli haiin, KOTOPbIA MOXHO UCMO/b30BaTh KakK OTMPaBHY0 TOYKY [/l CO34aHNs BCEro,
4TO YrogHO Balleli gyLue.

ol Haxnmas <Ctrl+N> B Microsoft Outlook, MOXHO co3gaTb HOBOe COOGLLEHNE 3NEKTPOH [
” HOW MOYTbI, 3aMnCb C afpecoM 1 HOMEepPOM Tened)oHa MHTEPECYHOLLLErO Bac YesioBeKa uamn
R 3anncb 0 Ha3Ha4eHHOM [eNoBOW BCTpeYe — B 3aBMCMMOCTU OT Ballero HaCTPOEHWS MK

OT TOrO, C KaKOi HOTv Bbl CETOfHS BCTa/N.



Orrncpisiue cymecribyromezo daiina
(<Ctrl+0>)

Bam 3auacTyto MpPUXOAUTCSA OTKPbIBATb TOT WA MHOI CYLLECTBYIOLWMIA (haiin, YT0Obl BHECTU B
Hero HeobXxoguMble M3MeHeHUs. KaxfbliA pa3, Korja BaM TpebyeTcs OTKpbITb (halii, HaxmuTe
<Cirl+0> (wmm wenkHnTe Ha KHonke Open (OTKPbITb) CTaHAAPTHOM NaHenn MHCTPyMeHTOB). Ha
3KpaHe MNosiBUTCS UaN0oroBoe OKHO, B KOTOPOM MOXKHO BbIGpaTh KOHKPETHbIV (haiin, KoTopblli Bam
HeobX0AMMO OTKpbITb.

QBET Mo ymonuaHmto Microsoft Office 2003 oTbICKMBaET CyLLecTBytOLWMe haisibl B nanke My
Documents (Mou AoKymeHTbl) (06blYHO 3T0 C:\Mow [OKYMeHTbl). BmecTo Toro
YyTOObI CBa/IMBaTb BCe CBOM haiinbl B nanky My Documents (Mon gOKyMeHTbI), co3[]
JaliTe B Held OTAEeNbHbIE BAIOXEHHbIE NanKy. JTO facT BaM BO3MOXHOCTb pacrpeaenvTb
cBOV (halinibl NO pa3HbIM Mankam, COOTBETCTBYHOLLMM pPa3NMyHbIM MPOeKTam, Hag KoTo[ ]
pbIMU BaM MPUX0ANTCA paboTaThb.

YT06bI CO3aaTh HOBYHO MankKy, BbIMO/IHUTE CneayroLlee.

1. Bbi6epuTe komaHay File= Open (P aiin= OTKpbITb).
OTo6pasnTca gmanoroBoe okHo Open (OTKpbITME [OKYMEHTA).
2. BblbepuTe JUCK M Nanky, B KOTOPbIX A0/HKHA pacnonaratbCcs HoBast nanka.

Hanpumep, ecnvm Bam He06X04UMO pa3mMecTUTb HOBYHO Mamnky B nanke My Documents
(Mow [OKYMeHTbI), CHayana Bbl6epuTe NOCNEAHIO.

3. LlenkHnte Ha kHonke Create New Folder (Co3gaTb namnky) B BepxHeli 4yacTu
Ananorosoro okHa Open (OTKpbITUE LOKYMEHTA).

Ha aToi1 kKHOMKe n306paXkeHa narnka, K paBoMy BepXHeMy Kpato KOTOpoii fo6asneHa Benbi [
Ka. Ha akpaHe oTobpasuntcsa guanorosoe okHo Create New Folder (Co3gaHuve nanku).

4. Beeante HOBOE MMS ANSA CBOEM nanku B TeKkcToBom nosie Name (Mvist) v LLeKHUTE
Ha KHonke OK.

Microsoft Office 2003 co3gacT HOBYIO MankKy C yKasaHHbIM MMeHeM, BIOXKEHHYO B Te[]
KyLLYH Nanky.

oOBEL Mo ymonuaHmto nporpammel Word, Excel, PowerPoint n Access OTbICKMBAKOT cyLiecT]
ByloLWMe haiinbl B nanke C:\Mou [OKYMeHTbl. YT06bl yKa3aTb Apyryto nanky, B ko[l
TOpoli onpefeneHHas nporpaMmMa 6yaeT UcKaTb (haiisibl, BbIMOMHUTE CReaytoLLee.

5. 3anyctute Word, Excel, PowerPoint unu Access.

6. BbibepuTe komaHay Tools= Options (Cepsue= [lapamerpsi).
OTo6pa3utcs gnanorosoe okHo Options (MMapameTtpbl).

7. LLenkHuUTe Ha oamoii U3 cnefyownx BKIagoK.

< Ecnu Bbl paboTaete ¢ Access. INMepeiignTe Ha BKnagky General (O6wpe), nocne yero
LenkHUTe B TekctoBoM none Default Database Folder (Pabounii katanor) u BeeauTe
NUMS HOBOW Marnku, Hanpumep C : \Mown noxymerTu\Becnonezxasa paborTa.

« Ecnm Bbl pabotaete ¢ Excel. Mepeiignte Ha Bknagky General (O6wime), nocne yero
LienkHuTe B TekcToBoM none Default file location (Pabounii katanor) v BBeauTe UMS
HOBOW Mmarnkwu, Hanpumep C: \Mou noxymextz\Becnonesuas pa6oTa.
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= Ecnu Bbl paboTaeTe ¢ PowerPoint. Mepeiiaute Ha BKNagky Save (CoxpaHeHue), nol]
cne vero wenkuute B nonie Default file location (PacnonoxeHwe gaiinios no ymonyall
HYI0) " BBeauTe nma HOBOWA nanku, Hanpumep C: \Mowm
mokymeHTe\Becnonesuas pa6oTa.

= Ecmm Bbl pabotaete ¢ Word. Mepeiigute Bknagky File Locations (PacrnonoxeHue),
LIEJIKHHTE Ha NyHKTe Documents (LOKymeHTbI) B cnucke File Types (Tunbi taiinos),
nocre Yero LienkHuTe Ha KHornke Modify (M3MeHUTb) 1 yKaxKnTe HOBYHO Nariky.

8. llenxuure Ha KHonke OK.

Heszasucmnmo ot TOro, Kakyk nporpammy m3 coctasa Office 2003 Bbl Mcrnonb3yeTe, BCe
rotoso!

M o &
SE5 Ecnm Bbl OTKPBIAW UV COXPaHWAWN daiin B 4pyroit nanke, To Npy Nocne/yioLLem BbiGope

M KomaHgbl Open (OTKpbITb) Mporpamma u3 coctaea Office 2003 6GygeT obpallatbest
MMEHHO K 3TOi nanke. Hanpumep, ecnv daiin, KOTOPbIA Bbl OTKPbLIBaAN UK COXPaHSAN
nocnesHWM, pacrnonioxeH B nanke A: \Stuff, To Npu nocnegyoLLem BbIGOpe KOMaHAbI
Open (OTkpbiTh) Office 2003 npexae Bcero obpatnTcs K nanke A: \Stuf £, HesaBucu ]
MO OT TOr0, KaKylo narnky Bbl 3a4ann B KayecTBe Nanky no yMonyaHuto.

Kar coxpanums cloro padomy (<CtH+S>)

Moyalle coxpaHsiTe cBOIO paboTy (Kaxpble 4ecsTb MUHYT — BMOMHE NpuemaeMas nepuoguy ]
HOCTb). Taknum 06pa3oM, ec/in BHe3anHo "BbIpyoUTCS" HanpshKeHWe B CETU, Bbl He MoTepsieTe KyCOoK
paboTbl 3a nocnefHWe NATb YacoB. Kaxablil pa3, Korga Bbl yCTpavBaeTe nepepbis B paboTe uam otl]
X04uTe OT CBOEro kommnsiotepd, Haxumante <Cirl+S> wnm wenkante Ha KHomke Save
(CoxpaHnTb) CTaHAapTHOM MaHenn WHCTPYMEHTOB, COXpaHsAs TakMMm 06pa3om cBot paboty. 3ToT
MO COBET Bbl 3aMOMHWTE pa3 U HaBCerja, nocse TOro Kak noTepsieTe OFPOMHY0 NMOPLMI0 paboThbl
TO/MbKO U3[3& TOro, YTo 3abblNM COXPaHUTL €e Ha AWCKe.

Wi & B Microsoft Word, Microsoft Excel n Microsoft PowerPoint npefycMoTpeHa creumans ]
Has (hyHKLMA aBTOBOCCTAHOB/IEHWS, KOTOpPas aBTOMAaTMYeCKU COXpaHseT Bally paboty
yepes 3afaHHbIA NPOMEXYTOK BpeMeHU. YUTo6bl BxI04KHTE B feiCTBME (DYHKLMIO aBTo[]
BOCCTaHOBNEHWS N YKa3aTb, C KAKOW MepMOAMYHOCTLIO CMefyeT BbINOAHATL aBToMaTy ]
YeCKoe CoXpaHeHWe Ballei paboTkl, BbIMONHUTE CReaytoLLee.

1. BblbepuTe komaHgy Tools= Options (Cepsuc= MapameTpsbl).
MosBuTca ananorosoe okHo Options (MapameTpsbl).
2. Mepenante Ha BKNagky Save (CoxpaHeHue).
YcTaHoBuTe (hnaxkok Save AutoRecover Info Every (ABTOCOXpaHeHUe Kam/ibie).

. Lllenkaiite Ha KHONKax “ wam ¥ ,pacnofioXXeHHbIX cnpapaoT nons Minutes (MUHYT),
yKasblBasi nepHoaH4HOCTE, C KoTopoii Microsoft Office 6ygeT coxpanaTh Baw haii.

5. LenkHuTe Ha KHonke OK.

o2M1%  Access aBTOMATUUECKM COXPAHSAET BallW JaHHble, HPaBUTCS BaM 3TO WAN HeT.

Mnasa 21. KomOuHaummn knaswmw, obnervawowme paboTy B MicrosoftOffice 2003 319



Kax pacnevamans csol0 fradory

(<Ctrl+P>)

CKO/MbKO MOMY/APHbIE YPHa/Ibl HA BAAN6/mMBani 6bl B Hally rofosbl Mug o “OeabymanicHom
odmce”, NpuHTep nolmdpeXHeMy OCTaeTcs OAHWM M3 CaMblX BaXKHbIX 3/IEMEHTOB BCel KOMMboTep [l
Holi cucTembl. Kakablii pa3, Korga Bam TpebyeTcsl pacnevartaTb TOT UAWM MHOW haiin, AOCTaTOUYHO
Wb HaxaTb KoMOuHaumio KnaBuw <Cirl+P>. Ha 3KpaHe MOSBATCA AManoroBoe OKHO Print
(Meuyatb). YKaxnTte, Kakne CTpaHULbl BLl XOTUTE pacreyartartb U CKO/IbKO Konuii Bam TpebyeTcst, 3al]
TeM LienkHuTe Ha KHonke OK.

ooy Ecnm Bam TpebyeTcst Kak MOXHO GbICTpee MPUCTYNUTL K MeyaTu, IIEIKHHTE Ha KHoMKe Print
(MeyaTtb) CTaHAAPTHOM MaHeNM MHCTPYMEHTOB. IMocne wienuka Ha KHomke Print (MevaTb) BeCb
Balll (haiin aBTOMATWMYECKM MepecbiiaeTcsl Ha MpUHTep. o3ToMy npexzae BCero ybenuTecs,
[JeCTBUTENBHO /1M BaM HY>XKHO pacrevarbiBaTh BCE, 40 MOCNeHel CTpaHULb! JOKYMEHTa.

Bopesanue (<CtH+X> ), konupobarue
(LCA+C>) W bemabua (<CA+V>)

Ecnn Bam TpebyeTcA MepemecTuTb JaHHble U3 OfHOTO MecTa B pyroe, BbipesaliTe U BCTaBnanTe
3TW faHHble. Ecin Bam TpebyeTcs "pasMHOXMUTL" KakuelTd gaHHble MO HECKOMbKMM MecTam, Konu[]
pyliTe 1 BCTaBNSANTE 3TV KOMUU JaHHbIX.

UT06bI BbIpE3aTh MU CKONUPOBATb JaHHbIe B |PYroe MECTO, BbIMOMHUTE CNeaytoLime AeicTBuS.

1. BblgenuTe jganusie, KOTOpble TpebyeTcs Bbipe3aThb u.iH CKONUPOBaTh.

2. Ecam BaM HY)XXHO Bbipe3aTb JaHHble, HOXXMUTe KOMOUHaumnio knasuw <Ctrl+X> nan
LeNKHUTe Ha KHonKe Cut (Bblpe3aTb) CTaHAApTHOW MaHenn WMHCTPYMEHTOB. Ecnmn e
BaM HY>KHO CKOMUPOBaTb [aHHble, HaXXMUTe KOMOMHauuio kKnaeuw <Ctrl+C> wan
LLeNKHNTe Ha knonke Copy (KonupoBaTh) CTaHAAPTHOW NaHeM MHCTPYMEHTOB.

3. lMepemecTuTe Kypcop B TO MeCTo, Kyaa TpeGyeTcst BCTaBUTb jaHHbIe.

Haxxmnte KombuHauuio knasuw <Ctrl+V> unm wenkHute Ha KHonke Paste
(BcTaBuTh) CTaHAAPTHOW NaHeNn MHCTPYMEHTOB.

oMl Mpn BbIpe3aHUM UAWM KOMUPOBAHMW AaHHbIX B 060K n3 nporpamm Microsoft Office

d 2003 3Tu faHHble coxpaHsaloTes B Oydepe obmeHa Office, B KOTOPOM MOryT COXpaHSATLHCA
[0 24 pa3nnyHbIX 37eMeHTOB. UTo6bl yBMaeTb Gycdep obmeHa Office B nporpamme Acl]
cess, Excel, PowerPoint wunn Word, Bbl6epute KomaHgy Edit=>Office Clipboard
(IIpaska=> Bycep 06meHa). MNpu KOMMPOBaHUU W BbIPE3aHWN AaHHBLIX W3 MPOrpamMmmbl
Office 2003 B gpyryto nporpammy, Takyto kak WordPerfect nnm Quicken, mcnonb3syetcs
CTaHAapTHbIA Bycdep obmeHa.

Jlouck cuoba uan gpaser (<Ctnl+F>)

Kaxgblin pa3, Korga BaMm TpebyeTcs OTbiCKaTb Kakoe[Tb KOHKPeTHOe CNoBO WM YMCNo, MCronb ]
3yiiTe npecnosyTyo KomaHay Find (Halitn), Haxas kombuHaumio knasnw <Cirl+F>. Korga Bbl ncl]
nonb3yete KomaHgy Find (Haiitm), Microsoft Office 2003 BbIBOAUT Ha 3KpaH AMANOroBOE OKHO
Find and Replace (HaiiTn 1 3aMeHHTL), KOTOPOe NPEAOCTABAAET BaM CrefytoLLMe BO3MOXHOCTM.
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! v Match case (Yuautsisats peructp). Ecnm Bam TpebyeTca HaiiTh 506, HO Bbl He XOTUTE
TPaTWUTb NOHAMNpPacHy BpeMs Ha NOUCK fob.

E ¥ Find whole words only (Tonbko cnoBo uenukom). Ecnu Bam TpeGyetcss HaidTu
i WUMEHHO TUM, a He CN1oBa NOATUM WUAN TUMUYHBIA.

¥" Use wildcards (Iloacranosounbie 3Hakn). ECnv Bam TpebyeTca HaTM yacTy Kakoli [T no]
CnefoBaTenbHOCTU. Hampumep, Bbl XOTWTE HaliTU BCe C0Ba, KOTOPble HauYMHalTCs Ha a, nol]
npocute Microsoft Office 2003 oTbicKaTh a*. (3TOT NapameTp AOCTYMNeH ToMbKO B Word.)

R R

¥ Sounds like (Mpou3HocuTcs Kak). EC/n Bbl 3HaETe, Y4TO BaM HEO6X04VMMO HaliTh, HO He
3HaeTe, Kak 3T0 MuLeTcs. ATOT mnapameTp JocTyneH Tonbko B Word. (Kpome TOro, oH
NPYMEHUM UCKOYUTENBHO K aHTIMIACKUM cnoBam. — Mpum. ped.)

¥ Find all word forms (Bce cnoBocopMbl). Ecnm Bam HeoGXoguMo HaiiTi Bce cnoeol]
thopmbl croBa. 3TOT napameTp goctyneH Tonbko B Word. (OnsATh [TAKM, OH NpUMeHUM mcl]
KOYNTENBHO K aHTTMACKUM cnoBam. — [Mpum. peg.)

B L e

Jlouck W samena cioba uin gppasst

(<Ctrl+#H>)

KomaHga Replace (3ameHWTb) M03BONSET BaM OTbICKaTb Kakoe[ah6o CnoBo mau ymcnio u 3amel]
HWUTb €ro Ha Apyroe cioso UAM Ymeno. Hanprmep, Bbl OLLNGAMCH, HA3BaB CBOEr0 HAYAIBHHKA B MUCbME
K O4HOMY W3 Bawwx Apyseii He ®paHk[BAN6ec (kak NPUHATO HasbiBaTb €ro Cpeau NOAYUHEHHBIX),
a ®paHkIanoyka. KoOHeYHO, MOXHO 6bl10 Obl "NPOATUCL" MO BCEMY MUCHMY U BPYHHYIO 3aMEHUTb
dpaHkalBhnbeca Ha TpszHka -nanouxy. OfHAKO HAMHOrO Mpolle U BbICTpee BOCMO/L30BATLCA
KomaHfol Replace (3ameHWUTb), NEPENoXMB BCHO PYTHHHYIO U TPA3HYH (LENCTBUTENBHO “Tps3HyH”,
MOCKO/bKY 06a 1po3sHiia Ballero HavyasbHMKa 0CobbiM U3ALLIECTBOM M 00bEKTUBHOCTLIO He oTanyall
1oTCA) paboTy Ha komnboTep U Microsoft Office 2003.

Mopo6Ho KomaHae Find (Haiitn) (cm. Bbilwe pasgen "IMouck cnoea unn dpasbl (<Ctrl+F>)"),
komaHga Replace (3ameHWTb) NO3BONMSET BaM OTbICKMBATb OMNpedefieHHble MOCnef0BaTeNbHOCTU
cumMBonoB. OfHako, B otinyke 0T KoMaHgbl Find (Haiitu), komaHga Replace (3ameHuTb) no3sons ]
eT TaKkXKe aBTOMAaTMYeCKM 3aMeHATb Nilobble 0O6HapYXXeHHbIE el0 MOoCcNef0BaTeNbHOCT CMMBO/OB Ha
HOBYIO MOCNeL0BATENIbHOCTb CMMBO/IOB, BbIOPaHHYIO MO BaLLEMY YCMOTPEHWIO.

Korga Bbl Haxumaete <Cirl+H>, nbiTascb Bocnonb3oBatbCsi KOMaHoi Replace (3ameHuWTb),
Ha 3KpaHe nosBnseTcs gnanorosoe okHo Find and Replace (HaiiTy 1 3amMeHWTb), B KOTOPOM €CTb
ABe kHonkn — Replace (3ameHuTtb) 1 Replace All (3ameHuUTb Bee).

el KHonka Replace (3ameHWTb) NMO3BOMSIET BaM MPOCMATPUBATL KaXXAyH0 CTPOKY CMMBO[]
(@) noB, o6HapyxuBaemyto Microsoft Office 2003; 310 faeT BaM BO3MOXHOCTb IMLIHWIA pa3
i ybeanTtbca B TOM, YTO BbINOMHSAEMAs 3aMeHa OTBeyaeT BallvMMm noTpebHocTAM. KHomka
Replace All (3ameHWUTb BCE) He NO3BONSET BaM MPOCMATPHBATE KOXAYIO 0O6HApYXEHHY0
CTPOKY CMMBOJIOB; eCnu LeNKHYTb Ha KHomnke Replace All (3ameHuTb Bce), TO MOXeT
oKazatbcsl, 4To Microsoft Office 2003 3ameHMT €n0Ba, B KOTOPbIX Bbl BOBCE He cobupall
nmck ytolah6o MeHsTb. MMo3aToMmy nonb3oBaTbcs KHOMKOM Replace All (3ameHuThL BCe)
Hafio C 60/bLUOA OCTOPOXHOCTHIO.

Tlhobepwa opgpozpaguu ((<F7>)

K coxaneHuto, Mnoxoe 3HaHWe rpaMmMaTnkm n op(porpaqovm MOXET cAenatb fake 6}'IECTF|LLI,ee no
cofep>xaHuto NMCbMo HBI‘IpOdI)eCCI/IOHaJ'IbeIM n HI/I3KOI'Ip06HI:IM. UTo6bI Noan He BOCMPUHUMann 1io-
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bl BaLLINX MHTENNEKTYaNbHbIX YCUMWIA KaK GE3rpaMoTHYO MUCAHUHY, PEKOMEH/YIO BaM, NMPEeXx[e Yem
06HapoaoBaTh 060 TEKCT, MPOBEPUTL €r0 NPaBonuMcaHme.

Ecnm Bbl pelunnv MpoBepuTb MpaBomnmucaHne B kakoM[mh6o pokymeHTe Microsoft Office 2003,
HaXMuTe knasviry <F7> unu wenkuaute Ha KHonke Spell Check (MpasonucaHwne) ctaHAapTHONR
naHe/IMNHCTPYMEHTOB.

o Ecnmn Bbl He x0TuTe, uToObI Microsoft Office 2003 noggepran rpaMMaTUYecKoi NpoBepKe

Becb BaLl (haiii, BblAeNMTe TEKCT, MOANEXALLMIA NPOBEPKE, a3aTeM HOKMUTE KnaBumily <F7>.

Kounangor Omumenurize (CtrA+Z) n
Bepnymo (Ctrl+Y)

Microsoft Office 2003 — 310 NpeKpacHbIli NakeT oUCHbLIX MporpaMm. CoBepLUMB OLLNGKY, Bbl
BCErja MoXeTe OTMEHWTb Pe3ynbTaT BbIMOMHEHWS NOCNeAHEN KOMaHAbI, WenkHyB Ha kHonke Undo
(OTMeHWTb) CTaHAapPTHOM NaHenm NHCTPYMEHTOB UM HaXkaB KOMBMHaunio kKnasui <Ctrl+Z>,

pIACL Pe3ynbTaTbl BbIMNONHEHUS HEKOTOPbIX KOMaHL MOXHO OTMEeHWUTb. Ecim Bbl HamepeHbl
BOCIMO/b30BaTbCA TaKol BO3MOXHOCTbIO, Microsoft Office 2003 o6sa3aTtensHO npegynpe]
OVT 06 3TOM C 11OMOILE) ANA0r0BOM0 OKHa.

Ecnv Bbl MO OWMOKE OTMEHWIN Pe3ynbTaT BbIMOMHEHUSI KaKOM[T® KOMaHAbl, Bbl MOXETE €ro
BEPHYTb, LLEeNKHYB Ha KHomnke Redo (BepHyTb) CTaHAapTHOW MaHenM WHCTPYMEHTOB WM HaXaB
KOM6UHauuio Knasuw <Ctrl+Y>.

4 LLleNKHyB Ha KHOMKe CO CTPENKOW, HarnpaBfieHHO/ BHW3, PacrofioXeHHOM crpasa OT
kHonok Undo (OTMeHnTb) 1 Redo (BepHyTb) CTaHAAPTHOM MaHeNn MHCTPYMEHTOB, Bbl
CMOXKeTe OTKPbITb BbINafaloLLni CANCOK onepaunii, BbIMOAHEHHbIX nocnegHumn. Ytol]
6bl OTMEHWTb NN BEPHYTb Pe3y/bTaTbl BbIMOIHEHUS HECKO/IbKUX KOMaHA 0AHOBpeMeH [
HO, BblAeNTe COOTBETCTBYHOLLIME OMEPALUN U LLEEIKHUTE TIEBO KHOMKOM MbILUN.

322 Yacts Vil. BenukonenHsie gecsatku



Tlhequemnsii yrasarieds

A
Access, 257

M

Microsoft Outlook, 216

O

Outlook
[06aBnieHne y4eTHOM 3anmncu
3M1EKTPOHHOIM MouyThl, 217
HacTpoiiKa (hunbTpa HeXxenatensHo
noytbl, 312
yfaneHne y4eTHOM 3anmncy 31eKTPOHHO
noythbl, 219

P

Pocket Excel, 315
Pocket Office, 315
Pocket PowerPoint, 315
Pocket Word, 315
Pocket PC, 315
Power Access, 315
PowerPoint, 179
3arnosiHeHme 6naHKos, 182

W
Word, 82
WordArt, 124

X
XML, 65

A

ABTO3aMeHa, 89
ABTOMaTMYECKOE MCMpaBNeHNe OLWNBOK
npasonucaHus, 89

ABTOMAaTUYECKOE CO3[aHue Pe3epBHbIX
konuii, 90
ABTOMaTU4eCKOe coxpaHeHue haiinos, 60
ABTOCYMMa, 154
AsTodhopmat, 145
Agnpec
Kareropus, 234
peXuMm rnpeacTasneHus, 233
co3gaHue, 231
AHuMmalua TekcTa, 205

B

Basa faHHbIX
BBOJ AaHHbIX, 264
pob6asneHue nons B Tabnuuy, 269
[fjo6asneHve nona B opmy, 275
fnobasneHue Tabnuubl, 267
fnob6aeneHne qopmbl, 272
3anpoc, 289
N3MeHeHue nona 1abnuupl, 271
n3MeHeHue nons hopmel, 277
N3MEHEHWNE CTPYKTYphL, 267
N3MeHeHune Tabnmupl, 269
n3MeHeHmne opmbl, 274
oTyeT, 293
nouck 3anucu, 282
noucK nHgopmauun, 281
NMOWCK OTAENbHOW 3anucu, 281
co3faHuve, 258
copTupoBKa, 287
coxpaHeHwue, 278
yAaneHme nons n3 Tabnmupl, 271
yhaneHve nons m3 dopmsl, 278
yfaneHue tabnuupl, 269
yaaneHue qopmbl, 273
tnnbTp, 284

Bydep obmeHa Office, 49
BCTaBKa 06beKToB, 50
KONupoBaHne 06bLEKTOB, 49
ouncTKa, 51

Bydep obmeHa Windows, 49



Beog nauubix, 137
BHegpeHve
[aHHbIX, 72

BocctaHoBneHne Microsoft Office 2003, 58
BoccTaHOBMEHWE NOBPEXAeHHbIX (haiinos,

61
BoccTtaHoBneHMe nocne cboes, 58
BcraBka, 320
BcTpeya
M3MeHeHve, 244; 248
onoBeLeHue, 246
neyartb, 252
nnaHuposaHue, 243
NoBTOpANOIIascs, 249
co3faHuve, 243
yaoanenue, 249
Bbi6op
BCTPOEHHbIX (yHKUWiA, 161
HayepTaHusa, 95
Tembl, 98
¢hoHoBOrO y3opa, 199
wabnoHa, 99
WwpndTa, 93
Bbinyck
4N manoro 6usHeca, 16
npodecCHOHANBHEIH, 16
CTaHAapTHbINA, 16
BbipaBHMBaHMe TekcTa, 101
BbipesaHue, 320
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I"pachnueckuin haiin

BCTaBKa, 123
I'pynnmupoBka, 294

[aHHble
BBOJA B Tebnuiy, 265
BBOJ B hopmy, 265
BHefpeHwue, 72
cBsA3bIBaHME, 70
copTHpoBka, 287
vaaleHHe, 266
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rpacdvk, 167

[AnanasoH naHHbix , 167

3aMeHa Tuna,

174

Kpyrosas, 168

neresna, 167
NHeyaTas,

168

Ha3BaHue, 167

ocb, 167

pefakTupoBaHue, 172
pefakTupoBaHWe Ha3BaHus, 174

¢ obnactamu,

168

co3faHve, 169
COCTaBHble YacTu, 167
(hopmatmpoBaHue TekcTa, 174

Junana3oH fveek,
Job6asneHune

156

orcrynos, 103

cnaiina, 188
TeKcTa, 78
JokymeHT

fobasneHue rpadmyeckmx daitnos, 123
fobasneHne pucyHkos, 121
N3MeHeHWe pasmMepoB pHeyHka, 127

OTKpbITWE, 28

nepeMelieHue pHCYHKOB, 127

neyars, 131

npesBapuTeNbHbIA NpocMoTp, 129
npocToii cnocob hopmatnpoBaHus, 98
pefakTuposaHue, 77

pe3epBHas Ko
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ctunb, 100

nus, 90
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yaneHue pucyHka, 127

wabnoH, 100

3

3afaHne napamMeTpoB cTpaHuubl, 130

3ajava
3aBepLUeHue,

241

opraHusauus, 240
nepemelleHue, 240
pefaktuposaHue, 238

CO3fiaHvie cru

CKa, 238

yoanenue, 241

3ameHa, 321
3anuck, 257

ypaneHve, 267
3anmncb Makpocos

B Excel, 307
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B PowerPoint, 307
B Word, 304
3anpoc, 288
BbINOMHEeHWe, 290
co3faHue, 289
ynanenue, 291
3amura
thainnos Microsoft Office 2003, 307
thaiinos ot cboes, 59
3Hauyok, 38

n

N3meHeHne
Hymepauuu ctpaHuy, 119
pasmepoB NaHenm MHCTPYMEHTOB, 43
NHCTpyMeHT
KonwupoBsaTtb opmat, 97
Ncnonb3oBaHue
Pocket Office, 315
6a3bl JaHHbIX, 264
3anpocos, 290
3anpocos & 6a3e faHHbIX, 288
nHcTpymeHTa KonvpoBsaTb dopmar, 97
KomaHfbl Mepelitu, 83; 143
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obnactn 3afad, 46
otyeToB, 296
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nomouHukKa no Office, 55
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TekcToBoro nons Ilouck, 55
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KonoHka, 120
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KomaHpa

Office Ha Web, 57
KoHTaKT
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co3gaHue, 231
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Makposupyc, 308
Makpoc, 304
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pasmepa, 173
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6a3 flaHHbIX, 258
MacwTab, 303

MacwtabmposaHue, 303

MeHto
Bug, 35
BcTaBKa, 35

ncnonb3oBaHue, 35

OKHoO, 36
MpaBka, 35
Cepsuc, 35
Cnpaska, 36
daiin, 35
‘Popwmar, 35

HacTpoiika

H

NHTepdeiica nonb3osatens, 301

CTPOKU MeHH0, 36
HauepTaHue, 95
BbI6Op, 95

O6nacTb
anarpammbl, 173
3afay, 185

MpeAMETHbIN  yKa3aTesb
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NOCTPOeHNA auarpammel, 173

npumeyanuii, 185

cnaipa, 185

cnaigos, 185

CTPYKTYpbI npeseHTauuu, 185
ObnacTb 3agay, 45; 46

ncnonb30BaHue, 46

COKpbITME 1 OTOGpaXkeHve, 46
O6TeKkaHVe pUCYHKa TeKCTOM, 126
OKHO

nepeknoyeHve, 48

yrnopsagoyeHue, 48
OnpegeneHvie

HECMeXHOro avanasoHa, 157
OpraHun3auus

3afay, 240

cnucka agpecos, 231
OTKpbITHE

CYLIECTRYIOLIEr0 JOKYMEHTa, 28

cywlecTytowero aiina, 318

¢aiina, coxpaHeHHOro B Apyrom

thopmare, 68
OTKpbITUE (haiina

npu 3anyLLeHHOM nporpamme, 29

C MOMOLLbIO NporpaMmmsl NMpoBogHUK, 28
Ortyer, 258

1Cnosb30BaHVeE, 296

ocopmneHune, 298

co3faHue, 293

ypaneHve, 297
OuncTka 6ycepa oomeHa Office, 51

11
MaHenb NHCTpymeHTOB, 38
M3MeHeHVe pa3mepos, 43
KonoHtutynbl, 118
0TOGPaXXEHME NN COKPbITUE KHOMOK, 43
oTo6pakeHue, 41
nepemeLleHve, 41
COKpbITHe, 41
Manka
Ncxopawme, 225
Mepe3anyck 3aBuCLLIEro NpuIoXxeHus, 60
[MepeknoyeHne
MeXxzy OKHamu, 48
MepemeLLeHne
3agadu, 240
naHenu MHCTPymeHToB, 41

Mo JOKYMeHTY, 82
CTPOKN MeHIo, 36
MMeyatb
JOKyMeHTa, 131
rnnaHa BcTpey, 252
npeseHTtaymm, 193
paboumx nucrtos, 148
YyacTu pabodero nucra, 149
[MnaHupoBaHue BCTpeun, 243
Mogcyet cnos, 90
Mownck, 320
3anuceit, 233
cnosa nnm gpasbl, 320
Tekcta, 84
Mounck n 3ameHa TekcTa, 84
MMone, 257
M3MEHeHWe pasmepos, 277
nepemetleHve, 277
ynanenue, 278
yfaneHve faHHbIX, 266
[MonyyeHne
coo0LLeHnn, 227
cnpaeku u3 Internet, 57
cripaeku, 53
MomowHmk no Office, 55
[MpasonucaHue, 322
MpegBapuTenbHbIV NPocmoTp, 129
pabouero nucta, 148
[Mpe3eHTaums
BHECEHVe N3MeHeHW, 184
fnobasneHne KHonok, 210
nevarb, 193
nokas, 214
co3gaHwue, 179; 180
coxpaHeHwue, 192
ynakoska, 192
Mpeo6pa3oBaHue topmata thaiina, 66
MpoBepka npasonuncaHns
B FOTOBOM [IOKyMeHTe, 86
Nno Xody HanncaHua noxymenrta, 87
IMporpamma
ApNbIK, 29
MpocmoTp cnaiiga, 185

]_I

Pa6ota
C HECKOMbKNMW OKHamMu, 48
C 06nacTbio 3agad, 45
C ornaeneHneM, 56
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C MaHensAMu UHeTpyMenTor, 301
C apfiblkamu, 29
Paboyvast kuura, 137
Pabouwin nuct, 136
BBOJ faHHbIX, 137
nepemelleHve, 142
PefnakTnposaHue
BCTpeu, 244
NOKyMeHTa, 77
3ana4, 238
u3obpaxenus, 125
PucyHok
BCTaBKa, 123
nepemeLleHve, 127

C

CBA3blBaHME N BHegpeHWe faHHbIX, 70
CKobku, 155
Cnaiig
aHmauuna Tekcra, 207
BblGOp Am3aiiHa, 200
BbI6Op (hoHoBOrO y30pa, 199
nobasneHue, 188
nob6aBneHue gmarpammbl, 201
[o6aBneHne 3amMeTok, 192
[ob6aBneHve pucyrxos, 202
no6aBneHne TekcToBoro Gioxa, 191
n3MeHeHWe Nopsifka cnefosaHus, 189
M3MeHeHMe uBeTa Tekcra, 195
n3MeHeHwue LBeTa hoHa, 196
npocmotp, 185
pefakTupoBaHue TekcTa, 190
cosfaHue runepcceuok, 210
yaaneHue, 189
yfianeHve nepexofos, 209
yfaneHue pucyHka, 203
ynpasnsoLLne KHonku, 210
3adopeKkT npu cmeHe, 205
Cmapr-Ter
aKTmsu3aums, 68
ncrnosb3oBaHue, 69
OTK/OYeHMe, 68
COBMECTHOE UCMNO/b30BaHWE JaHHbIX, 68
Co3gaHve
3anpoca, 289
KOMOHOK, 121
oT4yeTa, 293
npeseHTaumum Ha OCHOBE
cywecTBylowmei, 183

npeseHtauum, 179
nycrtoro chaina, 23
COOOLLEHWNS 3NEKTPOHHOI NOYThbI, 224
cnucka, 106
CnuncKa HageXHbIX oTnpasuTeneid, 313
Tabnmupl, 108
thanina Office 2003, 23
thalina Ha ocHoBe LwaboHa, 25
thaiina, 317
topmyasl, 151
‘CoobLeHne
BOCCTaHOB/eHMWe, 229
OTBeT, 228
oTnpaska, 226
nepecoblinka, 228
rnonyyeHue, 227
npocmotp, 226
co3faHue, 224
ynaleHue, 228
yteHue, 227
CopTunpoBKa faHHbIX, 287
CoxpaHeHne
6a3bl gaHHbIX, 278
6a3bl JaHHbIX B BUge (halina Access, 278
6a3bl JaHHbIX B Apyrom copmate aiina,
279
[aHHbIX B Pa3NyHbIX hopmarax, 65
nokymeHTa, 90
npeseHTauun, 192
thaiina, 31
Cnincok, 106
afgpecos, 231
M3MeHeHWe BHeLLHero snga, 107
co3gaHue, 106
Cnpaska
ornaenexHue, 56
rnonyyeHue, 53
nonyyeHue u3 Internet, 57
Cpeactso Konunka, 80
Ccblika, 153
Ha HEeCKO/bKO Aveek, 156
Ctunb, 99
Cronbeu, 108
Ctpoka, 108
CTpoKa MeHto
HacTpolika, 36
nepemetleHve, 36

MpeametHeli yKka3aTenb
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T

Tabnuna, 108; 258
BBOJ AaHHbIX, 111
BBO/J, 1 pefakKTMpoBaHue faHHbIX, 111
fjobasneHve, 267
[JobGasneHne nons, 269
M3MeHeHVe napameTpos nons, 271
orpefieneHne napametpos, 109
npeobpasoBaHue, 279
pasmepsbl, 112
co3gaHue, 108; 109
CO3/aHue C MOMOLLb0 MbiwwiK, 108
ynanenne, 111; 269
yfaneHuve nons, 271

Tabynauus, 104

Tekct
BblpaBHMBaHKe, 101
BblpaBHMBaHME Mo neBoMy Kpato, 101
BblpaBHMBaHWe No rnpasomy Kpato, 102
BblpaBHMBaHWe No LeHTpy, 101
BblpaBHVBaHMe Mo wupkHe, 102
pobas/ieHve rpaHnL, 127
pobasneHue otctynos, 103
3ameHa, 85
onpegeneHune nonei, 103
othopmneHwne B Bge Tabamubl, 108
nouck, 84
npeobpasosaHue B Tabnuuly, 111
pefakTupoBaHue, 77
yaaneHue, 77
ynopsifoueHve, 78
thopmatmpoBaHue Bpyunyio, 93

Tekct
pobasneHue, 78

TekcToBoe none
nouck, 55
cripaska, 54

Tema, 98
BbIGOp, 98

Y nanenue
3afaun, 241
3anpoca, 291
oT4yeTa, 297
cnaipa, 189
Tabnuupl, 111
TexkcrTa, 77

thopmaTvpoBaHus, 146
YnopagoueHne
HECKONbKUX OKOH, 48
TeKcTa, 78
YnpasneHuve 3agayamu, 237
YyeTHas 3anuch Internet, 58
D
daiin
aBTOMAaTUYeCKOe coxpaHeHue, 60
BNOXEHHbIN, 225
BOCCTaHOBJIeHKE, 61
3aKpbITHe, 32
3alumTa oT cboes, 59
OTKpbITHe, 28; 318
neyatb, 320
npeo6pazoBaHue hopmata, 66
co3faHuve, 23; 317
Ha OCHoBe LLabnoHa, 25
coxpaHeHue, 31; 319
Dopma, 258
yaajienue, 274
dopmaruposaHue, 93
ab3aLleB C MoMoLILI CTUNeR, 100
AYeeK BpyuHylo, 146
dopmyna
KonuposaHue, 158
npocmotp, 159
pegakTmpoBaHue, 159; 161
cosfaHue, 151
ynanenue, 160
dyHKunA, 156; 161
nposepka, 164

0

LigeT wpudira, 95

Y

UTeHwue coobLLeHWiA, 227

LU

LLIabnoH, 99
Bblbop, 99
3arpyska u3 Internet, 25
JIOKa/TbHbIA, 25
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npeseHTaumn, 182 Sueiika, 108; 136

LLndposaHwe thainos, 309 aKkTHBHaA, 137
Ulpud, 93 BBOJ, faHHbIX, 137
BbI6Op pasmepa, 93 BBOJ, TekcTa, 139
BBOJ, 4mcen, 138
3 ums, 143
’ pasmep, 113
SneKTpoHHast moyta, 217 pefakTMpoBaHve, 141
agpec, 221 thopmatmposaHue, 144

OneKTpoHHas Tabnuua, 136 thopmaTmpoBaHve Bpyunyka, 146

ShdpekT Npn cmeHe, 205
A
ApnbiK
pob6asneHvie B meHto Ilyck, 31

pasMelueHse Ha paboyem crone, 30
ApnbIK nporpammel, 29
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HayuHo [mbnynapHoe u3gaHue

Yonnec Bour

Office 2003 ana "yaHMKOB"
B n3gaHnn ncnonb3oBaHbl KAPUKaTYpPbl aMePUKAHCKOro XyaoXKHUKaPrya TentnanTa

NntepatypHbIin pegaktop W.A. TMonosa
Bepctka O.B. Jlunnux
XynoxectnerHslii pegaktop E.JT. Juinnux
KoppekTopbl 3.B. AnekcaHgpoa, J1.A. [opouenko,
0.B. Muwymuna, JI.B. Yepnoxosuncraa

N3patenbckuii oM "Bunbsime”.
10)509, Mocksa, yn. flecHas, a. 43, ctp. 1.
N3n. nny,. JTIP Ne 090230 oT1 23.06.99
[ockomuteTa PP no nevatu.

MoanucaHo B neyatk 22.03.2004. dopmar 70X100/16.
lapHuTypa Times. MeyaTb opceTHasn.
Yen. new. 1. 27,09, Yu-uza, n. 18,1
Tupak 5000 3K3. 3aka3 Ne 2201,

OtneyataHo ¢ gnano3utmsoB B LIVIT "MevatHbIli gBop”
MwuHucTepcTBa PP o genam nevaru,
TeNepajvoBeLLaHUSA 1 CPEACTB MACCOBbIX KOMMYHHKALIHMH,
197110, CanktMeTepbypr, Yxanosckuii np., 15.
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SERIES - S| ;

% Coberier NO padorize ¢ AMicrosoft Word 2003
§ Konupobanue neciuexnsx gannsx

Yrobbl BblAENNTb ABa WM HECKO/IbKO HECMEXHBIX CbpaFMEHTOB TEKCTa, Bbiaenmte C NOMOLLbHO MbILLI I'IepBbIM
13 HiIX, MOC/Ie Yero BhifensaiiTe Bce nocneaywtLipe cbparmeHTu YAepXuBaa HaxaToin Knasuwy <Ct|>.

Ygaienue gpopuaniupobarus
Ecnm HeoBX0AnMO YaamTb Kakoelmhbo crelmasnbHoe dopmMaTvpoBaHie (Hanpumep, WpUKT Win pasmep
LpMdoTa), BblAENTE HEOOXOAVIMbIV (PArMEHT TEKCTA 1 HXKMIATE KOMOVHALWKO KnaBuLl <Ciri+Shift+N>,

p— S — ———

Coberise no padorize ¢ Microsoft Excel 2003

BBOA fjaHHbIX B CTPOKY W CTONOLbI MOXET 0Ka3aTbCs [0BO/bHO YTOMUTENbHBIM 3aHATUEM. UT0BbI YNPOCTUTL
33za4y, Excel npegniaraet creumansHoe cpedcTso Data Form (Popma nakHLix), KOTOPOE MO3BOSHET BBOANTL
[JaHHble B MPOCTOM [1a/lor0BOM OKHe; BCe BBEfIEHHbIE [JaHHbIe aBTOMATUYECKI BCTABAAIOTCA B PaBOUA JIACT.
Uro6bl BOCMONL30BaTbCA CpeAcTBoM Data Form (Popma aaHHEX), LUENKHUTE Ha 3arofioBke CTPOKW W
cronblia, nocre yero BbibepuTe komargy Data=Form ([lantbie= (hopwma). Excel 0T06pasuT Auanorooe okHo
(hOPMbl JaHHbIX, B KOTOPOM HAMHOTO MPOLLE BBOAWT fiaHHbIe.

Tlepeunemenne no padoveiy Auchiy
[ GbICTPOTO MEpEMeLLEHIA KyPCOpa. N0 PaGOHEMy IUCTY MOKHO UCTIONb30BATS MPVBEEHHbE HIDke
KOMGUHBLWI KTBBULLL

Koudunawuu kiabuue gas neheuemerus no padovewy suckhiy Excel

MecTopacnonoxxexue

Kom6uHaums Knasuiu

Aueiika Al <Ctri+Home>
MocredHsn sueiika B HKHEM Npasom yrmy <Ctri+End>

BepxHss sueiika B cTonbue <Ctrl+>
HinxHgs sueiika B cTonbue <Ctrl+>
JleBas fueifka B CTpoKe <Ctri+ &>

MpaBast siueifka B CTPOKe <Ctri+=>>
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Coberison no padorie ¢ Microsoft PowerPoint2003

Orodhanenue craiigof ve no  hopagiy
Ecm Heobxoaumo NEpedTy K onpe/ienieHHoMy Craiifly BO BPEMS npeseHTallii, BBEAUTE €ro HOMEp U HaxmuTe
Knaenly <Enter>. (Homepa cnaiinos otobpaxatotcst B o6nactu Slides (Craiiapl) wwm Outine (Crpykrypal.)

Coxpanenue W sanjusise HeCKONbKUX gpaiiiof (Word, Excel n PowerFoint)
Ecnm OTKpbITO HECKOMBKO (DaiAnoB, X MOXHO COXPaHWTBL U 3aKpbITb BCE Cpasy, 06PaTVBLLMCH K MeHi0 File
(Paiin) n Haxas knasuwwy <Shift>, Mpu aTom komaHgb!l Save (CoxpahuTb) 1 Close (3axpbiTb) NpeBpaLLtOTCA
COOTBETCTBEHHO B KoMaHzp! Save All (CoxpaHuTb Bce) 1 Close All (3akpbiTh BCe), KOTOpble NO3BONAKOT
COXPaHWTb WM 3aKPbITb BCE OTKPbITbIE (halibl.

Koudunanue wxiabum Microsoft Office 2003| Tnternet-yausm xounanun Microsoft S

OyHKUNS KomGuHauma KnaBuww Weblyben: hitp://www.microsoft.com
FTP-yzen: ftp://ftp.microsoft.com

Copy  (Kormposars) <§ﬁ+f>

Cut (Bblpesarb, <Ctr+xX> A .

Find((Hagﬁm) ) <Ctri+F> Thuymnst nobockzesi  Microsoft

Go To ([epeiitu) <Ciri+G> microsoft. public.access

Help (Cripagka) s microsoft. public.excel

Hyperlink (Tunepccbinka) <Ctr+K> s . are

New (Coanatk) <Ctri+N> microsoft. public.office

Open (OTKpbIT) <Ct:+0> microsoft. public.outlook.general

Paste (BcTasus) <Ctr+y> : 4 3

Print (Tlevare) <Cti+P> ml.crosoft.publ!c.powermnt

Replace (3ameHus) <Ctrl+H> microsoft. public.word

Save (CoxpaHuTb) <Cir+8>

Select Al (BbigenuTb Bce) <Ctri+A>

Spell Check (Opdorpachisi) <F7>

Undo (OTmeHuTb) <Ctr+Z>

Redo (BepHyTb) <Ctri+Y>

Pynscupse sxnonok wsuse € Microsoft Office 2003

Vicnonb3yemas kHoMKa Mbiwn  HedicTene HasHaueHue

Negan Lok MepemeLLaeT Kypcop, BbifenseT 0OLEKT, PaCKPbIBAET
MEHI0 WM BbIOUPaET KOMaHAy MEHI0

Nesas [BoitHOl WenyoK  BblaensieT CNoBO WM UHULMMPYET PEXUM
PeLaKTMPOBaHUA BbIAENEHHOTO 06beKTa

Nesas TpOiAHO#A Luien4ok Bblaenset ab3al,

JleBas lMepeTack1BaHie lMepemelLaeT 06LEKT, M3MEHSET pasMepbl 06BEKTa,

BbiAE/IET TEKCT WM HECKONbKO OOBLEKTOB

Konecuko Mbllm MpokpyTKa ABTOMATUYECKW MPOKPYYMBAET [OKYMEHT
B COOTBETCTBYIOLLEM HanpasieHun

Jesast LLenyoxk OTOGPAXKAET KOHTEKCTHOE MEHIO
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B npogaxe

3Ta KHWUra NOMOXeT OCKOHa/IbHO
n3yuntb Word 2003 — nocneaHio
BEPCUI0 TEKCTOBOr0 NpoLieccopa,
BXxogswero B naketr Microsoft
Office 2003. Takue onepaunn, Kak
COo3JaHve [lOKyMeHTOB, BBeAeHWE

B HWX TeKCTa, BCTaBKa

N KOMWPOBaHWe JaHHbIX,
nobaBneHne Tabnuiy

M N300pPaKEHNIA, a TaKXKe
thopmaTupoBaHmMe paHee CO3faHHOM
MHopMaLunmn He 6yayT Bbi3bIBaTb
y BaC HW Manemnwmnx 3aTpyaHeHNA.
KHura HanucaHa npocTbiv

W MOHATHLIM A3bIKOM M paccunTaHa
Ha HauyMHaloLLMX NoNb30BaTeNe,
XOTS M ONbITHbIE NOMb30BaTENU
HangyT B Heli MHOrO MOE3HOIA
NHopmaL . MHOroumcneHHble
npuUMeyaHusi, COBETbI, BPe3KM

N MpejocTepexXeHns NoMOoryT Bam
pa306paTbCs B HEMPOCTOM MUpe
WHCTPYMEHTOB 1 komaHz Word.
JeTtanbHble nnacTpayummn

K K&X0MY 3Tany BblINOAHAEMbIX
JIelicTBMIA He OCTaBsIT Bac
6e3y4acTHbIMM NPW peLLeHnn faxe
camoii MpoCcToW 3agauun.
MpuBeeHHbIE B KOHLE KHUTU
"BefINKONenHble AecATKn"
COfepXXaT KpaTKue CBeAeHMNs

0 MeTofax MOBbILLEHUS
ahpekTMBHOCTM paboTbl B Word.
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B npogaxe

[JaHHaa KH1ra — 3710 npocToe

N 4py>XeCcKoe pyKOBOACTBO MO
nocnegHen Bepcun NonynspHoii
nporpaMMbl 31EKTPOHHbIX TabiuL,
Excel 2003. B Heli onucaHbl
OCHOBHbIe TEXHWYECKME CrOCOobbI
CO3[aHus, pefaKTUPOBaHUS

N neyatn paboumx Tabnmu,
paccMOTPEHbI OCHOBbI MOCTPOEHNS
Aavarpamm 1 6a3 gaHHbIX.

Peub Takxxe noiget

0 MpeACTaBNeHNN 3NEKTPOHHbIX
Tabnvy B BUAE CTATUUECKUX

N NHTepPaKTUBHbIX Web [CrpaHuL,
0 COBMEeCTHOW paboTe Haj
npoekTamu v np. KHura
paccuMTaHa Ha Mosb30Bareser

C pa3INYHbIM YPOBHEM
MoAroToBKW. JIErKnii n AOCTYMHbIM
CTWUNb N3N0XEHUS MOMOXET Jaxe
HOBWYKaM BbICTPO OCBOUTHL BCE
BO3MOXHOCTU Excel 2003

1 3hheKTUBHO UCMOMNL30BaTb WX
B MOBCEHEBHON paboTe.



ACCESS 2003
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>xoH Kaypensn

andewy puideto
Yot e databases, quallty

Microsoft Office

Access 2003

DUMMIES

Get the scoop
on the new
¢ Access tools

A ngfe;ence. .
Rest of Us!'

FRET o P of dhuirursbe_smire-
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MNnaHoBasa gaTa BbIxoaa
2 kB. 2004 .

Microsoft Access — camast
nonynsipHas cuctema yrpasneHusi
6a3aMun [aHHbIX ANS NepCOHabHbIX
KOMMbKOTEPOB. B KHMre 0XBa4yeHO
MHOXECTBO BOMPOCOB, Kacaomixes
MPOEKTMPOBaHUSA, MOAAEPXKKU

N MCNOMb30BaHNS 6a3 AaHHbIX
Access 2003. HauaB uayueHue

C CaMoro NOHATUS 6a3 faHHbIX

B LIe/IOM 1 HOBOW Bepcum Access

B YaCTHOCTM, Bbl NOAy4YUTE
npejcTasfieHne 0 KoHUenuuu 6as
JaHHbIX, Y3HaeTe 0 BO3MOXHOCTSAX
Access, a 3aTeM HayunTeCh
CO3/1aBaTh CMOXHbIE TabIIMITbL,
3anpockl, OTYETbI N (hOPMbI. Bbl
y3HaeTe, Kak pasMeLLaTb AaHHble

B Internet nnn nokanbHoOW ceTun
Ballleli KOMNaHUW, Kak peLuarb
CNOXHbIe 337a4n MO BbIGOPKE
WHOPMaLMK C MOMOLLBIO 3aMNpocoB
Access, 1 MHOroe ipyroe!

JokoH Kayenbs, aBTop MHOMMX
KHUT no Access, 3KCMepT no 6asam
[aHHbIX, HeNMPUHY>XAEHHO

N 4OXOAYMBO OOBACHSET
BO3MOXXHOCTM Access 2003.
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Co3naBaiTe AOKYMEHTbI,
paboTainTe c 6azamMy gaHHbIX
N NPOBOAVUTE Mpe3eHTayn

~

OTO noLwlaroBoe
pPyKoBO4CTBO
no pabore

C BOCKMTHTEeNnbHbIMMW
HOBbIMU/ MHCTPYMEHTaMM
Office 2003!

Ecnn Bbl pewumnu pasobpatbcs ¢ HOBbIM Microsoft
Office, Bam 4pe3BblYaiHO MOBE3/10, MOCKOJbKY
HacTosILas KHUra — JlyHdLmnii NOMOLLHMK B OCBOEHUM
BCEX MporpamMm, BXOASALLMX B COCTaB HOBOW Bepcuu
naketa. /I3yunB ee marepuas, Bbl Hay4unTeCb
npocheccrmoHasibHO co3gaBaTtb A0KYMeHTbl Word,
pa6oTtaTb c uicnamm B Excel, npeacraBniaTe HOBblE
uaen ¢ nomoulbto PowerPoint, 60poTbes

C HexesaTeflbHbIMU COOOLLEHNAMN SNEKTPOHHON
noutbl ¢ nomouibio Outlook, a Takke MCNonb3oBaThb
BO3MOXXHOCTUACCESS.
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