KomMMepuyecKoe npepnoXxeHue

DNEeKTPOHHbIU KypC DOC 365

MS Word 365: oT HOBMUKa

A0 3KCnepTa B CO3AaHUMN
TeKCcTOoBbIX dPannos

PelleHMe MHOrmx paboumx 3a4a4y HEBO3MOXHO 6e3 MCMOoIb30BaHUA TEKCTOBbIX
penakTopoB. CaMbIM MNOMNYNAPHbIM MHCTPYMEHTOM A9 paboTbl C TEKCTaMU yrxKe ofroe
BpeMda asnaetca MS Word. HanucaTb peyb, cTaTbto, A0KNa4, COCTaBUTb OTUET,
MOArOTOBUTb TEKCT MMUCbMa UMK Apyryto ¢opMy — paboTa ansa MS Word. HecMoTps Ha
exxefHeBHYyo paboTy ¢ Word, MHOrMe nonb3osBaTenn He 3HaT 060 BCex ero
BO3MOYXHOCTAX.

Kypc nogonaeT TeM, KTO XO4eT OCBOUTb OCHOBHOM dYHKLUMOHAaN NporpamMmbl, M TEM, KTO
nMeeT onbIT paboTbl ¢ Word 1 roToB ero paclumpuTb.
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NMporpaMmma Kypca:
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3 Kak pabotaTtb ¢ parvnamum PDF n RTF B MS Word
365

4 Kak HacTpouTb BUO OOKYMEHTa
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Mopynb 2. MpaMoTHOEe od)opMneHme PenakTvpoBaHMe cBeaeHW ob aBTope

JOKYMEHTa HacTpoika napaMeTpoB CTpaHML b

KaK CKOMUpOoBaTb, Bblpe3aTb U BCTaBUTb TEKCT
OcHoBbl dOpMaTUpPOBaHMA OOKYMeEHTa
OCHOBbI pa3MeTKK OOKYMeHTa
HyMepoBaHHbIE M MapKUPOBaHHbLIE CMUCKM

DOyHKUMK «HalnTU» 1 «3aMeHnTb»
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MpoBepKa NpaBonMUcaHus

MO,EI,yJ'Ib 3. PasmeTKa n 1 CTpyKTypa AOKYMEHTa: OCHOBHOM TEKCT
M 3aronoBKu

c|>opmaTv1 pPoBaHWE NOKyMeHTA 2 PaboTa co CcTMNaMmn B AOKYMEHTe
3 Kak MmMnopTupoBaTtbh CTUNb U3 Apyroro ¢amnna

4 Kak uncnonb3oBaTb Pa3pbiBbl CTRPAHWULLbI
M pasgena

ONga Yero HyXKHbl KONOHTUTYNbI
ABToCcO6MpaeMoe ornaeneHmne

Kak ¢opMaTMpPOBaTb TEKCT B JOKYMEHTE



Moaynb 4. UnnocTpaunm, Tabnuubl
U MynbTumMeguma

Mopynb 5. PeueH3unpoBaHue:
COBMeCTHbIe NMpaBKMN OOKYMeHTa

Moaynb 6. Bcé o nevyatu
OOKYMEHTOB

JKcnepT

MepeukoB Oner

(o)

—

N W N

MHoroypoBHeBble CMHUCKK

,D,OI'IOJ'I HHTENbHbIE MHCTPYMEHTblI Pa3MeTKK1

BcTaBka 06beKTOB M3 Pa3fUUYHbIX MCTOUHMKOB
dopmMaTrpoBaHMe rpadrUecKmx o6beKToB
Kak paboTaTh ¢ rpynnoi o6beKToB

lMnepcchbiikn B AOKYyMeHTe: BHYTPEeHHUWE U
BHeWHWe

Co3pgaHue u MMnopT Tabnuu, n3 Excel

PenakTnpoBaHMe 1 odopmMieHue Tabnuy

PepakTpoBaHMe OOKYMEHTa B peXKume
«cnpaBneHMa»

PaboTa c NnprMeYaHaMM B AOKYMeHTe
KaK M3MeHWTb aBTOPRA NpaBoK

[JononHuTenbHble BO3MOXHOCTK odopMneHus
danna

Kak CPaBHWTb OBa OOKYMEeHTa U o06beAMHUTL
B oOVH

Kak orpaHu14uUTb pegakTMpoBaHWe OOKYMeHTa

HacTporka cTpaHuubl B HeCTaHOAPTHOM
dopmaTe

Mcnonb3oBaHue o6bekToB WordArt
M aBTobUMryp

Kak 0o6aBMTb B [OKYMEHT nedaTtb 1 Noanmchb
HacTporKa NnpuHTepa 414 neyaTtm

Kak coxpaHuTb dann gnga nedvatyv Ha Opyrux
YCTPOMCTBaXxX

Kak opopMMUTb KOHBEPT A9 OTNPaBKW NMCbMa

MOCTOSAHHbIN YNEeH 3KCMEePTHOrO COBETa MEeXAYHaPOOHOrO KOHKYPCA 3MTEKTPOHHbIX
KypcoB «EdCrunch Award» 1 aBTop KHUTI 1 MOHOIpPadpUi Mo INEKTPOHHOMY 0ByUYeHUIo
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