KoMmMepuecKkoe npeanoXxeHue
DNEeKTPOHHbIN KypC

MS Word: oT HOBUUKa

N0 3KCnepTa B CO3AaHUM
TeKcToBbiX dpannos

HanwncaTb goknag, CTaTbio UK LEenyo KHMUIY, COCTaBUTb OTYET, cGOpMUPOBaATb BNaHK
NN ApPYyryr ctaHapaTHy dopMmy — MS Word 2016 no3BongeT 6bICTPO U NPOCTO
BbIMNONMHWUTb 3TU U Apyrne 3agadn. B Kypce Mbl pazbepém cnocobbol adbdeKTUBHOM
PaboTbl B 3TOM MporpaMMe Ha NOHATHDBIX YXM3HEHHbIX NpUMepax.

OnutenbHocTb - 2,5 Yyaca

NMporpamMmmMa Kypca:

—

MO,EI,yﬂb 1. Kak Ha4yaTb pa60Ty Kak ycTpoeH nHtepdenc MS Word

B I'IpOFpaMMe Co3fgaHue, OTKPbITUE KU COXpaHeHKe d)aﬁﬂOB

Kak pa6oTtaTtb ¢ ¢parnamum PDF 1 RTF B MS Word
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Kak HacTpoMTb BUA AOKYMEHTa
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Mopynb 2. MpamMoTHOEe o¢opMneHme PepakTupoBaHue cBeeHWW 0b aBTOpE

[OOKYMEeHTa HacTpoika NnapaMeTpoB CTPaHMULUbI

Kak cKOMMpoOBaTb, Bbipe3aTb M BCTaBUTb TEKCT
OcHoBbl dopMaTUpoBaHWA AOKYMeHTa
OCHOBbI Pa3MeTKM AOKYMEHTa
HyMepoBaHHbIE M MAaPKUPOBAHHbIE CAMCKM

DOYHKUMK «HanTu» 1 «3aMeHUTb»
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MpoBepkKa npaBonvcaHus

MOJJ,yJ'Ib 3. PazMeTKa n 1 CTpyKTypa OOKYMEHTa: OCHOBHOM TEKCT
M 3alronoBKu

CIDOpMaTI/I poBaHWE NOKYyMeHTa 2 PaboTta co cTUnaMu B OOKYyMeHTe
Kak MMMNOpTUPOBaTb CTUNb U3 Apyroro dakna

KaK Mcnonb3oBaTb pa3pbiBbl CTRAHWLLbI
n pasgena

0na Yero Hy>XHbl KOMOHTUTYIb
ABTOCOBUpaemMoe ornaBneHme
Kak dopmMaTHpoBaTh TEKCT B 4OKYMEHTe

M HOroypoBHeBble CMTMCKH
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JononHuTenbHble MHCTPYMEHTLI Pa3MeTKM



Mopaynb 4. Unnoctpauun,
Tabnuubl
n MynbTuMeagma

Mopgynb 5. PeueH3unpoBaHue:
COBMeCTHbIe NpaBKWN OOKYMeHTa

Moaynb 6. Bcé o nevyatu
OOKYMEHTOB

JKecnepT

MepeukoB Oner
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BcTaBka 06bEKTOB M3 Pa3MUYHbIX UCTOYHMKOB
dopmMaTUpoBRaHMe rpadpryecKkux O6bEKTOR
Kak paboTaTb C rpynnoi o6beKToB

M nepccbiyiKM B JOKYMEHTE. BHYTPEHHWE U
BHelWHWME

Co3gaHue n MMnopT Tabnuy, n3 Excel

PenakTupoBaHue n odopmMneHme Tabnuu,

PepakTnpoBaHme AOKyMEHTa B PEXXMMe
«McnpaBneHua»

PaboTa ¢ NpUMeYaHUAMKM B OOKYMEHTe
Kak uaMeHuTb aBTopa NpaBoK

[JononHUTeNbHbIE BO3MOXXHOCTMU 0POPMMAEHNS
danna

Kak cpaBHWTb ABa QOKYMeHTa U o6beUHUTL
B oAvH

Kak orpaHUYnTb peaakTupoBaHMe JOKYMeHTa

HacTporka cTpaHuubl B HECTaHOAPTHOM
dopmaTe

Mcnonb3soBaHue obbekToB WordArt
M aBTODUrYpP

Kak 0o6aBuTh B LOKYMEHT nedaTb W Noanu1ch
HacTpolKa npuHTepa ANa neyaTtm

Kak coxpaHuTb ¢ann gna nedvatv Ha Opyrmx
YCTPOWCTBax

Kak 0$dopMUTL KOHBEPT ANA OTNPaBKKM NMCBMA

MOCTOAHHbLIM YNTEH 3KCMEPTHOMO COBETA MeXAYHapPOAHOIrO KOHKYPCA 3MTEKTPOHHbIX
KypcoB «EdCrunch Award» 1 aBTop KHUI U MOHOrpaduri Mo aNeKTPOHHOMY 0ByYeHMIo

CtouMocCTb
SCORM-Kypca

OTtpen npopax

BeccpoyHag nmueH3na
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